
 
 
 
 

 

 

To register, click on 
“Register”. 

Once registered, you 
will use this screen to 
enter your login ID and 
password. 
 
You can view “Open 
Bids” without 
registering but you will 
not be notified of 
addenda unless you 
register or at a minimum 
provide an 
acknowledgement for 
each bid you download. 

Enter your 9 digit 
Federal Employer 
Identification 
Number or, if 
applicable, your 
Social Security 
Number. 

Enter your legal 
company name or, if 
applicable, your 
individual name. 



 
 

 

 

Complete the 
Company Information 
section.  Fields 
marked * are required.  
Use the question mark 
for help anytime. 
 
You can choose to be 
notified of 
opportunities via 
Email or the US Postal 
Service.  We believe 
Email is the best 
delivery method to 
choose.  By choosing 
email notification, you 
will not receive 
notification through 
the US Postal service.

Continuing on this page, 
you can choose to be an 
emergency vendor by 
providing the required 
information. 
 
Complete the 
Administrative User section.  
Your Administrative User 
will have access to make 
changes to your registration 
at any time and receive 
notifications. 
Be sure to make a note of 
the login id you select and 
give yourself a clue with the 
question and answer incase 
you forget. 
 
You can then add another 
address or continue the 
registration.



 
 

 

 
 

 

 

You can provide other 
address information if 
applicable.  For 
instance, if you have a 
separate address 
where payments 
should be sent or if 
you want purchase 
orders to go to a 
particular location etc. 

The fields under 
Terms are not being 
used.  The City of 
Huntsville sets the 
terms in each 
solicitation to insure 
that all bidders are 
bidding equally. 
 
Complete the 
Categories & 
Certifications 
section.  You must 
make a selection in 
each category. 



 

 

 
 

 

 

 

If you have an 
Alabama General 
Contractor’s 
License or an 
Alabama 
Department of 
Transportation 
DBE Certification, 
when the category 
section is complete 
you will click on 
Save & Add 
Certification.   

In this category 
you can make 
more than one 
selection, if 
applicable. 



 

 

 
 

 
 
 
 
 

If you have a 
certification you 
need to add click 
“Save & Add 
Certification” if 
not, click “Save & 
Continue”. 

Click on the “Add 
Certification” link 
to provide the 
details of each of 
your licenses 
and/or 
certifications. 



 

 
 

 

 
 
 

Search commodity 
codes that describe 
the products and/or 
services you wish to 
be notified 
regarding.  You can 
drill down by 
clicking on the drop 
downs. 

If you have to add 
another this screen 
will automatically 
come back. When 
completed click “Save 
and Continue”. 



 

 
 

 

 
 
 

You can 
also use 
key word 
searches to 
find the 
commodity 
codes. 

Review the 
results from your 
searches and 
select the codes 
that apply to 
your business, if 
all apply you can 
just click Code.  
You can Save 
and Add More or 
Save and 
Continue when 
you are finished.  



 

 

 

Thank you for submitting 
your registration.  You 
will receive an email 
confirming your 
registration along with 
your password and login.  
Make a note to keep your 
password in a safe place. 
 
If you have an ALDOT 
DBE Certification, you 
must submit a copy of it 
also.  Fax this to (256) 
427-5059. 
 
For assistance with your 
registration, call 256-427-
5056. 
 
Login 
 
Password 
 
**Now that you are a 
registered bidder, please 
go back to 
www.hsvcity.com/procure
ment  to view the Vendor 
Administration Manual.  
We recommend that you 
go back into the system 
and review your 
commodity codes and add 
any other users you want 
to have access.** 


