
             

Supplier Registration Steps    
             

The following screenshots illustrate the steps you need to follow to complete your company’s profile in the 
Enterprise Supplier Management System for Wyndham worldwide. 
 

 

Click here to start the Registration  

Click here to Access 
Registration Steps Guide  



 
Pre-Registration Screen 

 
 

Please Note:  
* You must read and scroll down to the bottom of the Terms of Use Agreement to click the Accept and 
Submit buttons. 
 
NOTE:  
Any Field with a RED Asterisk (* ) is a Mandatory Field. Without filling information it will not allow you 
to go to the next step of Registration. 

2> Scroll all the way down To 
Activate Submit Button 

4> Click on Submit 

3> Read and Accept 

1> Enter the Information in the fields 
provided. Anything with a RED 
Asterisk is Mandatory Field 



 
Option A: 
Once you click on Submit in the previous step, the System checks if your record exists in the database. 
If an exact match or similar match is confirmed, Supplier records are displayed.  Person registering 
can review the results and verify if it is their company or not, and proceed with the registration.  
If a user already exists for the company it will send an email to that user to provide access to another 
user for their company. 
If a user is not there then proceed to the next step, create user. 
 

 
 
Option B: 
Once you click on Submit in the previous step, if no records are matched then you will be asked to 
create a user name and password to proceed with the supplier registration process. 

 
Step 1 of Registration - Create User  
 
Note: Please remember to make a note of your username and password before you proceed. 
 

 

Please create your password 

Click on Next to Start Registration Process 

Please follow these Rules when 
creating a Username and Password 

Click here if your company is 
not shown in the list below 



 
Step 2 of Registration – General - Enter Basic Company Information (click save & next) 

 

 
 

 

Click on Save & Next 
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Step 1: Click Here to Attach/Replace File  
Step 2: Attach the File  
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Step 1: Click Here to View the Fax Cover Sheet 
Step 2: Print the Fax Cover Sheet 
Step 3: Fax the Cover Sheet and W8/W9 Document to the 
Fax number Provided on the Fax Cover Sheet 
����� �When FAXING Documents, if you DO NOT 
ATTACH the FAX COVER SHEET your document will 
not be visible in your profile. 
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Step 1: Click Here to Attach/Replace File  
Step 2: Attach the File  
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Step 1: Click Here to View the Fax Cover Sheet 
Step 2: Print the Fax Cover Sheet 
Step 3: Fax the Cover Sheet and Document to the Fax 
number Provided on the Fax Cover Sheet 
����� �When FAXING Documents, if you DO NOT 
ATTACH the FAX COVER SHEET your document will 
not be visible in your profile. 



 
 

How to Attach/Replace File: 
 
Step 1: Click on the Attach/Replace. 
Step 2: Please Follow the Instructions as listed. Browse for the File to be attached. 

 
 
Step 3: Once you have identified the File to be attached, Please click on Attach. Once the File is attached 
you will see this message. Click OK. 

 
 
How to Upload a Document: 
 
Step 1: Click on “Click to Upload”. 
Step 2: Please Follow the Instructions as listed. Browse for the document to be attached. You can enter a 
Description of the document.  

 
Step 3: Once you have identified the File to be attached, Please click on Send Documents. Once the 
document is attached you will see this message. Click OK. 

 
 



How to Fax a Document: 
 
Step 1: Click on “Click here to View the Fax Cover Sheet”. 
Step 2: Please Print the Fax Cover Sheet. (As shown below) 
 

 
 
Step 3: Please go the Fax Machine and Fax the Cover Sheet along with the Document/Documents to the Fax 
Number provided on the Fax Cover Sheet. 
 
NOTE: If you do not attach the Fax Cover Sheet, your document will not be visible under your profile. 

 
NOTE: All The Documents Attached/Uploaded/Faxed can be viewed (under View) in the Documents 
Section. 
Please make sure all the Documents Attached/Uploaded/Faxed sent are visible in this section. 
 
 
 
Step 3 of Registration – Locations - Enter Locations for the Company (click save & next) 
 

 
 

Click on Next Click here to add 
a New Location 



 
Step 4 of Registration – Capabilities - Enter Product/Service Details (click save & next) 
Please select at least one Wyndham Commodity (your primary commodity), one NAICS code and 
enter you product description. These are all Mandatory fields. 

 
 
 
 

Click on Save & Next 

Select at least One Client Commodity. 
It is Mandatory. 

Select at least One Wyndham Green 
Commodity code. It is Mandatory. 



Step 5 of Registration – Diversity - Enter Diversity Details (if Diverse Supplier), click save & next 
 
Step 5 (a): If you are not a Diverse Supplier Please click on Save & Next to proceed with the supplier 
registration process. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on Save & Next 



Step 5 (b): If you are a Diverse Supplier, Enter Diversity details & then click on Save & Next to 
proceed with the supplier registration process. 
 

 
 
 
 
 

Click on Save & Next 

Click here to Upload Diversity Certificate  



Step 6 of Registration – Documents - Review Documents Section, click save & next 
 
You can upload documents from the Documents section also. 
Please make sure all the Documents Attached/Uploaded/Faxed sent are visible in this section. 

 

 
 
Step 7 of Registration – Survey (Green/Other) – Complete the Survey (Mandatory), click save & next 
 

 
 
 Step 7.1 
Click on the Survey Link (as shown above) to the access the survey. Please answer all the questions in the 
survey. If you do not answer all questions in the survey your registration will not be considered as complete. 
 

Click on the ICON to view the Document 

Click on Save & Next 

Click here to view Survey 
Click on this refresh Icon 
after completing Survey 

If survey is not completed, Status is pending 



 

   
Step 7.2 
Once you have completed the survey click on done. Click Close to submit survey. 

 
Step 7.3 

Once you have completed the survey click on this Icon  to change status to complete. 

 

Click on done  

Click on Close to submit your Survey 

Status of the Survey is Complete 

Click on this Icon after 
completing Survey 

Click on Next to proceed with 
the supplier registration 



 
Step 8 of Registration – Finance - Enter Finance Information (Red Asterisk fields are Mandatory), 
click save & next 
 

 
 
Step 9 of Registration – Insurance - Enter Insurance Information (Red Asterisk fields are 
Mandatory), click next 
 

 
 
 
 
 
 
 
 
 

Click on Next to proceed with 
the supplier registration 

Click on Next to proceed with 
the supplier registration 



Step 10 of Registration – Corporate - Enter Corporate Information (Red Asterisk fields are 
Mandatory), click save & next 

 
 
 
 
 

Click on Save & Next to proceed 
with the supplier registration 



Step 11 of Registration – References - Enter References Information (Red Asterisk fields are 
Mandatory), click save & next 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on Save & Next to proceed 
with the supplier registration 

All 3 References are Mandatory 



Step 12 of Registration – Summary Page - Review Summary Page and click on Submit 

  
Please click on Submit to Complete the Registration. You will receive an email with the registration 
details, username and password. Please keep your profile and certifications updated at all times. 

1>Click here to Submit.  
2>A pop up message will be displayed that 
you have completed the registration process 

Important Note regarding the 
supplier registration 

1>Click here to Submit.  
2>A pop up message will be displayed that 
you have completed the registration process 



 

 
 
 
Step 13 of Registration - Logout 

 
After you log out, you will receive an e-mail with the registration details, username and password.  If you 
get an incomplete registration e-mail notification, please log back into your profile and ensure all mandatory 
fields are filled out properly, and that you clicked “save and next” at the bottom of each tab.  If you still 
experience difficulty completing your registration, please e-mail ���������	�
������
���	�������	��	����� � 

 

 
 
Note: 
If you have no other information to enter, please click on Log Out to exit the system. Please make sure 
to make a note of the user name and password for future use. 
 
NOTE:  
When you Log into the system after completing the registration or did not complete the Registration 
the first time, the system will ask you to update the password. Please enter the password and click 
update. 

 

Click here to Log Out 

Click on Update 

Enter the password  

Click here to go to the Log out screen 


