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Introduction: This job aid demonstrates how to register your company as a supplier with 
WMATA. All awardees of WMATA contracts must be registered on the portal.  
 

 

 

 
 
 

Step Action 
1.  Using Internet Explorer, navigate to the WMATA Supplier Portal: 

https://supplier.wmata.com/. 
Note: Internet Explorer is the preferred web browser. 

Step Action 
2.  Click the New Supplier Register tile.   

https://supplier.wmata.com/
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Step Action 
3.  In Question 1, select the option that best describes your bidder type. 

4.  Click Next.  
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Step Action 
5.  Enter your company’s name in the Company Name field. 
6.  Enter the First Name. 
7.  Enter the Last Name. 
8.  Enter the Email ID. 
9.  Enter the Telephone number. 

10.  Enter your company’s name in the User ID field.  
Note: Ensure the User ID is reflected in ALL CAPS. 

11.  Click Next. 
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Step Action 
12.  Enter the street address in Address 1. 
13.  Enter the City. 
14.  Enter the State. 
15.  Click Next. 
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Step Action 
16.  Review the information in the Other Accounts Addresses section.  
17.  Only check the Invoice Address box if your company has a separate 

address for the Accounts Receivable department. 
18.  Click Next. 

  



 
Job Aid 

 

New Supplier Registration  Page 6 of 10 

 
Step Action 
19.  If additional users or an invoice address was created at Step 2, designate 

each entry to an appropriate address category. 
Click the Designate as Contact for drop-down arrow and select the 
applicable menu item. 

20.  Click Next. 
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Step Action 
21.  Enter your company’s Tax Identification Number in the ID Number field. If 

your business operates outside the United States, enter your Foreign TIN 
number from your W-8BEN-E form. 
Note: If you are registering as an individual proprietorship, enter your 
Social Security Number as your company’s Tax Identification Number.  

22.  Enter or look up the NAICS code in the Standard Industry Code field. 
Note: To select more than one code, click Add Row. 
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Step Action 
23.  Answer the questions.   
24.  Click Next. 
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Step Action 
25.  Click the plus sign [+] to expand the Sell Categories folder. 

26.  Select the categories that best describe your organization’s bidding interest. 
27.  Click Next. 
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Step Action 
28.  Click inside the checkbox to accept the terms and conditions.  
29.  Click Finish to continue and receive a registration confirmation. 
30.  Check the email account designated during the registration process to 

obtain the URL for the Supplier Portal, User ID, and temporary password. 

End of procedure.  

 


