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Introduction: This job aid demonstrates how to Maintain Supplier Contact Information 
on WMATA’s Supplier Portal. 

 
 

Step Action 
1. Using Microsoft Edge, navigate to the WMATA Supplier Portal: 

https://supplier.wmata.com/. 
Note: Microsoft Edge is the preferred web browser. 

 
 

 

Step Action 
2. Click the Sign In tile. 

https://supplier.wmata.com/
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Step Action 
3. Click your User ID. 
4. Enter your Password. 
5. Click Sign In. 

 
 

 

Step Action 
6. Select Manage Supplier Profile from the drop down selection. 
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Step Action 
7. Click the View and update contact info tile. 

 

 
Step Action 

8. Click the Edit button. 
Note: Use the Delete button to delete a contact. Use the Add a New 
Contact to enter in a new address. 
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Step Action 
9. Update/complete the fields on the Contract Information page as 

appropriate to update your supplier contact information. 
Click the Save button once complete. 

 
 
 

 
 

Step Action 
10. You will receive a Save Confirmation once submitted. 

End of procedure. 
 


