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District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

During the Presentation, phones will be muted. To ask a question, please type it in 

the Chat Box. If you cannot use the Chat function, email your questions to: 

cecp@dcwater.com.

After the Training, for Help or Questions concerning the Vendor Portal, contact DC 

Waterôs Procurement Department.

Contact Telephone: 202/ 787- 2020

Contact Email: ProcurementInquiry@dcwater.com

mailto:cecp@dcwater.com
mailto:ProcurementInquiry@dcwater.com
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District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

DC Water ERP Overview

Part 1: Vendor Registration

Part 2: Manage Profiles
ü Profile Addresses
ü Products and Services

Part 3: Viewing and Responding To Solicitations

Part 4: Submitting and Viewing Purchase Orders
ü Acknowledging Purchase Orders

Part 5: Submitting and Viewing Invoices

AGENDA



DC Water ERP Overview

District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager
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New ERP System: Oracle

Å Integrated system:
ï Financial, HCM, and 

Procurement on a single 

enterprise-wide system.

ï Seamless way of working, 

increasing productivity, efficiency, 

improved quality and reduced 

lead-time.

Å Built-in industry best 

practice

Å Automated dashboard and 

reporting

Å Automated workflow

Å Increased transparency, 

auditability & compliance

Å Mobility:
ï iOS and Android compatible
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New ERP System: Oracle

Key Benefits for Suppliers

Å Automatic invitation to new 
solicitation (for registered products 
and services)

Å News, Events, Reminders

Å Current solicitation dashboard

Å Online Solicitation and Proposal 
System (paperless)

Å View all activities in Dashboard, 
including POs and payment status

6



7

District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager
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District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager



Helpful Hints and Tools

District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager
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When stopping in the middle of registration process, click ñSave for Laterò, 

not Cancel (will not save information entered)

District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager



Part 1: Vendor Registration

District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager
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Part 1: Vendor Registration - Scenario

District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

Company Profile
Firm Name: XYZ Corporation Address: 555 AnywhereSt

Tax Organization: Corporation City: Oxon Hill

Supplier Type: Construction Service State: MD

Website: www.xyz.com Zip: 20745

Duns Number: 555555555 AddressPurpose: Ordering/Remit To/RFQ or Building

Tax Country: United States of America Firm Phone: 202-555-5555

Tax ID: 26-4563123 FirmEmail: procurements@xyzcorp.com

DC Tax Registration: N/A Certification: DBE

First Name: George Certified By: MDOT

Last Name Washington Cert Date: 1/1/2020

Email: jamal.jones@dcwater.com ReviewDate: 12/31/2022

Tel: 202-555-5555 Products/Services: Chemical
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Step 1: Gƻ ǘƻ 5/ ²ŀǘŜǊΩǎ tǊƻŎǳǊŜƳŜƴǘ ²Ŝō {ƛǘŜ

a) Open your Internet Browser. CHROME is the preferred web browser for the DC Water application. 
b) Go to the DC Water website: https://www.dcwater.com .
c) Click on Work with Uson themenu options then click the Procurement link followed by the DC Water 

Supplier Registration link.   The page also includes a link for DC Water Supplier Portal log-in and DC 
Water Solicitation Abstracts (Solicitation Listing).

d) Click DC Water Supplier Registration linkto register as a new supplier.

District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager
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Step 1: Gƻ ǘƻ 5/ ²ŀǘŜǊΩǎ tǊƻŎǳǊŜƳŜƴǘ ²Ŝō {ƛǘŜ

1) When you click register, you will be taken to the screen above (Company Details).
There are seven (7) sections related to vendor registration: 

Section 1 ςCompany Details     Section 4 ςBusiness Qualifications  Section7 - Review
Section 2 ςContacts Section 5 ςProducts and Services 
Section 3 ςAddresses Section 6 - Questionnaire

District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager



Step 2: Enter Company Information 

2) /ƭƛŎƪ ƛƴ ǘƘŜ {ǇŀŎŜ bŜȄǘ ǘƻ ά/ƻƳǇŀƴȅέ ŀƴŘ ¢ȅǇŜ ƛƴ ǘƘŜ CƛǊƳΩǎ ƴŀƳŜΦ
3) ¦ǎŜ ǘƘŜ 5ǊƻǇ !ǊǊƻǿ ƛƴ ǘƘŜ ά¢ŀȄ hǊƎŀƴƛȊŀǘƛƻƴ ¢ȅǇŜέ ŦƛŜƭŘ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ŎƻǊǇƻǊŀǘŜ ǎǘǊǳŎǘǳǊŜ ƻŦ ȅƻǳǊ ŦƛǊƳΦ

District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

ü Corporation
ü Foreign Corporation
ü Foreign Individual
ü Foreign Partnership
ü Government Agency
ü Individual 
ü Partnership

Step 2

Step 3
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Step 2: Enter Company Information 

4) ¦ǎŜ ǘƘŜ 5ǊƻǇ !ǊǊƻǿ ƛƴ ǘƘŜ ά{ǳǇǇƭƛŜǊ ¢ȅǇŜέ ŦƛŜƭŘ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ŦƛǊƳΩǎ ŎƻǊŜ ōǳǎƛƴŜǎǎ ŦǳƴŎǘƛƻƴΦ
5) όhǇǘƛƻƴŀƭύ /ƭƛŎƪ ƛƴ ǘƘŜ {ǇŀŎŜ bŜȄǘ ǘƻ ά/ƻǊǇƻǊŀǘŜ ²Ŝō {ƛǘŜέ ŀƴŘ ¢ȅǇŜ ƛƴ ǘƘŜ CƛǊƳΩǎ ǿŜōǎƛǘŜΦ
6) όhǇǘƛƻƴŀƭύ /ƭƛŎƪ ǘƘŜ  άҌέ ǎƛƎƴ ƴŜȄǘ ǘƻ ά!ǘǘŀŎƘƳŜƴǘǎέ ǘƻ ǳǇƭƻŀŘ ŀ ŎƻǇȅ ƻŦ ǘƘŜ ŦƛǊƳΩǎ /ŀǇŀōƛƭƛǘȅ {ǘŀǘŜƳŜƴǘ ƻǊ tǊƻŦƛƭŜΦ

District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

ü Automotive Service and Parts
ü Construction Service
ü Construction Materials and 

Supplies
ü Distribution and Logistics 

Service
ü Educational Institute
ü Education or Training Service
ü Engineering Service
ü Equipment Manufacturers & 

Suppliers
ü Χ

Step 5

Step 4

Step 6
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District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

Step 2: Enter Company Information 

7) /ƭƛŎƪ ƛƴ ǘƘŜ {ǇŀŎŜ bŜȄǘ ǘƻ ά5-U-N-{ bǳƳōŜǊέ ŀƴŘ ¢ȅǇŜ ƛƴ ǘƘŜ CƛǊƳΩǎ 5¦b{ ƴǳƳōŜǊ όф ƻǊ мр ŘƛƎƛǘǎύ
8) ¦ǎŜ ǘƘŜ 5ǊƻǇ !ǊǊƻǿ ƛƴ ǘƘŜ ά¢ŀȄ /ƻǳƴǘǊȅέ ŦƛŜƭŘ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ŎƻǳƴǘǊȅ  ǿƘŜǊŜ ȅƻǳǊ ŦƛǊƳ ƛǎ ǇǊƛƴŎƛǇŀƭƭȅ ƭƻŎŀǘŜŘΦ 
9) /ƭƛŎƪ ƛƴ ǘƘŜ {ǇŀŎŜ bŜȄǘ ǘƻ ά¦{ ¢ŀȄ tŀȅŜǊ L5έ ŀƴŘ ¢ȅǇŜ ƛƴ ǘƘŜ ŦƛǊƳǎ ǘŀȄ ƛŘŜƴǘƛŦƛŎŀǘƛƻƴ ƴǳƳōŜǊ όф ŘƛƎƛǘǎύ
10) όhǇǘƛƻƴŀƭύ /ƭƛŎƪ ƛƴ ǘƘŜ {ǇŀŎŜ bŜȄǘ ǘƻ άbƻǘŜ ǘƻ !ǇǇǊƻǾŜǊέ ŀƴŘ ¢ȅǇŜ ŀƴȅ ƳŜǎǎŀƎŜ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ 5/ ²ŀǘŜǊ ǘƻ ŎƻƴǎƛŘŜǊ 

ǊŜƭŀǘƛǾŜ ǘƻ ȅƻǳǊ ŦƛǊƳΩǎ ǘŀȄ ǎǘǊǳŎǘǳǊŜΦ 

Step 7

Step 8

Step 9

Step 10
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District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

Step 2: Enter Company Information 

11) LŦ ȅƻǳǊ ŦƛǊƳ ƛǎ ŀ 5ƛǎǘǊƛŎǘ ƻŦ /ƻƭǳƳōƛŀ ōŀǎŜŘ ōǳǎƛƴŜǎǎΣ /ƭƛŎƪ ƛƴ ǘƘŜ {ǇŀŎŜ bŜȄǘ ǘƻ ά5/ ¢ŀȄ wŜƎƛǎǘǊŀǘƛƻƴ bǳƳōŜǊέ ŀƴŘ ¢ȅǇŜ 
ƛƴ ǘƘŜ CƛǊƳΩǎ 5/ ¢ŀȄ LŘŜƴǘƛŦƛŎŀǘƛƻƴ όф ŘƛƎƛǘǎύΦ  LŦ ȅƻǳǊ ŦƛǊƳ ƛǎ ƴƻǘ ŀ 5ƛǎǘǊƛŎǘ ƻŦ /ƻƭǳƳōƛŀ ōŀǎŜŘ ōǳǎƛƴŜǎǎΣ ƭŜŀǾŜ ǘƘƛǎ ŦƛŜƭŘ 
blank. 

Step 11
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District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

Step 2: Enter Contact Information 

12) /ƭƛŎƪ ƛƴ ǘƘŜ {ǇŀŎŜ bŜȄǘ ǘƻ άCƛǊǎǘ bŀƳŜέ ŀƴŘ ¢ȅǇŜ ǘƘŜ CƛǊǎǘ bŀƳŜ ƻŦ ǘƘŜ CƛǊƳΩǎ tǊƛƳŀǊȅ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘΦ
13) /ƭƛŎƪ ƛƴ ǘƘŜ {ǇŀŎŜ bŜȄǘ ǘƻ ά[ŀǎǘ bŀƳŜέ ŀƴŘ ¢ȅǇŜ ǘƘŜ [ŀǎǘ bŀƳŜ ƻŦ ǘƘŜ CƛǊƳΩǎ tǊƛƳŀǊȅ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘΦ
14) /ƭƛŎƪ ƛƴ ǘƘŜ {ǇŀŎŜ bŜȄǘ ǘƻ ά9Ƴŀƛƭέ ŀƴŘ ¢ȅǇŜ ƛƴ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƻŦ ǘƘŜ CƛǊƳΩǎ tǊƛƳŀǊȅ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘΦ 
15) /ƭƛŎƪ ƛƴ ǘƘŜ {ǇŀŎŜ bŜȄǘ ǘƻ ά/ƻƴŦƛǊƳ 9Ƴŀƛƭέ ŀƴŘ ǊŜ-ŜƴǘŜǊ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƻŦ ǘƘŜ CƛǊƳΩǎ tǊƛƳŀǊȅ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘΦ 

Step 12

Step 13

Step 14

Step 15
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District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

Step 3: Click Next 

16) !ŦǘŜǊ ǘƘŜ tǊƛƴŎƛǇŀƭ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘΩǎ 9Ƴŀƛƭ Ƙŀǎ ōŜŜƴ ŜƴǘŜǊŜŘ ŀƴŘ ŎƻƴŦƛǊƳŜŘΣ ŎƭƛŎƪ άbŜȄǘέ ƛƴ ǘƘŜ Ǌƛōōƻƴ όǳǇǇŜǊ ǊƛƎƘǘύ ǘƻ 
continue the registration process. 

Step 16
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District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

Contacts Screen

17) This screen identifies the points of contacts of the firm.
18) The Name and Email of the Principal Point of Contract is carried over from the previous screen. 
19) ¢ƘŜ tǊƛƴŎƛǇŀƭ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘ ƛǎ ŘŜŦŀǳƭǘŜŘ ǘƻ ƘŀǾŜ  Ŧǳƭƭ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ŎƻƴǘǊƻƭ ƻŦ ǘƘŜ ŦƛǊƳΩǎ ǇǊƻŦƛƭŜ ƛƴ ǘƘŜ ǎȅǎǘŜƳΦ 
20) The contact information for the Principal Point of contact is still incomplete (missing telephone number, job title role, 

etc. and/or can be edited from this screen.  

Step 18 Step 18 Step 19 Step 20
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District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

Contacts Screen

21) ¢ƻ ǳǇŘŀǘŜ ǘƘŜ tǊƛƴŎƛǇŀƭ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘǎ ǇǊƻŦƛƭŜΣ ŎƭƛŎƪ ǘƘŜ ά9Řƛǘέ ōǳǘǘƻƴ ƻƴ ǘƘŜ Ǌƛōōƻƴ όǘƻǇ ƭŜŦǘύ ƻǊ ǘƻ ǘƘŜ ǊƛƎƘǘ ƛƴ ǘƘŜ 
blue ribbon.

Step 21

Step 21
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District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

Edit Contacts Screen

22) ²ƘŜƴ ȅƻǳ /ƭƛŎƪ άŜŘƛǘέ ǘƘƛǎ ǇƻǇ ǳǇ ǎŎǊŜŜƴ ŀǇǇŜŀǊǎΦ hƴ ǘƘƛǎ ǎŎǊŜŜƴ ǘƘŜ ŎƻƳǇƭŜǘŜ ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŜ tǊƛƴŎƛǇŀƭ 
Point of contact can be filled in. 
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District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

Edit Contacts Screen

23) ¦ǎŜ ǘƘŜ 5ǊƻǇ !ǊǊƻǿ ƛƴ ǘƘŜ ά{ŀƭǳǘŀǘƛƻƴέ ŦƛŜƭŘ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ǎŀƭǳǘŀǘƛƻƴ ŦƻǊ ǘƘŜ tǊƛƴŎƛǇŀƭ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘΦ 
24) /ƭƛŎƪ ƛƴ ǘƘŜ {ǇŀŎŜ bŜȄǘ ǘƻ άCƛǊǎǘ bŀƳŜέ ǘƻ update ǘƘŜ CƛǊǎǘ bŀƳŜ ƻŦ ǘƘŜ CƛǊƳΩǎ tǊƛƳŀǊȅ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘΦ
25) /ƭƛŎƪ ƛƴ ǘƘŜ {ǇŀŎŜ bŜȄǘ ǘƻ άaƛŘŘƭŜ bŀƳŜέ ǘƻ ¢ȅǇŜ ǘƘŜ aƛŘŘƭŜ  bŀƳŜ ƻŦ ǘƘŜ CƛǊƳΩǎ tǊƛƳŀǊȅ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘΦ
26) /ƭƛŎƪ ƛƴ ǘƘŜ {ǇŀŎŜ bŜȄǘ ǘƻ ά[ŀǎǘ bŀƳŜέ ǘƻ updateǘƘŜ [ŀǎǘ bŀƳŜ ƻŦ ǘƘŜ CƛǊƳΩǎ tǊƛƳŀǊȅ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘΦ 
27) /ƭƛŎƪ ǘƘŜ {ǇŀŎŜ bŜȄǘ ǘƻ άWƻō ¢ƛǘƭŜέ ǘƻ ¢ȅǇŜ ǘƘŜ /ƻǊǇƻǊŀǘŜ ¢ƛǘƭŜ ƻŦ ǘƘŜ CƛǊƳΩǎ tǊƛƳŀǊȅ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘΦ 
28) /ƻƴŦƛǊƳ ǘƘŜ tǊƛƴŎƛǇŀƭ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘ ƛǎ ǘƘŜ ά!ŘƳƛƴƛǎǘǊŀǘƛǾŜ /ƻƴǘŀŎǘέ ŦƻǊ ǘƘŜ ǾŜƴŘƻǊ ǇƻǊǘŀƭ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ŎƘŜŎƪ ōƻȄΦ 

Step 23

Step 24

Step 25

Step 26

Step 27

Step 28
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District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

Edit Contacts Screen

29) /ƭƛŎƪ ƛƴ ǘƘŜ {ǇŀŎŜ bŜȄǘ ǘƻ άtƘƻƴŜέ ǘƻ ǳǇŘŀǘŜ ǘƘŜ ¢ŜƭŜǇƘƻƴŜ bǳƳōŜǊ ƻŦ ǘƘŜ CƛǊƳΩǎ tǊƛƳŀǊȅ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘΦ tƭŜŀǎŜ 
ƴƻǘŜ ǘƘŜ ŦƛǊǎǘ ŦƛŜƭŘ ƛǎ ŦƻǊ ǘƘŜ ŎƻǳƴǘǊȅ ŎƻŘŜ όάмέ ŦƻǊ ¦{ ƴǳƳōŜǊǎύΦ ¢ƘŜ {ŜŎƻƴŘ CƛŜƭŘ ƛǎ ŦƻǊ ǘƘŜ !ǊŜŀ /ƻŘŜΦ ¢ƘŜ ¢ƘƛǊŘ CƛŜƭŘ 
is for the number. The Fourth Field is for any extension. 

30) /ƭƛŎƪ ƛƴ ǘƘŜ {ǇŀŎŜ bŜȄǘ ǘƻ άaƻōƛƭŜέ ǘƻ ǳǇŘŀǘŜ ǘƘŜ /Ŝƭƭ tƘƻƴŜ bǳƳōŜǊ ƻŦ ǘƘŜ CƛǊƳΩǎ tǊƛƳŀǊȅ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘΦ tƭŜŀǎŜ 
note numbering convention is the same as the primary number.  

31) /ƭƛŎƪ ƛƴ ǘƘŜ {ǇŀŎŜ bŜȄǘ ǘƻ άCŀȄέ ǘƻ ǳǇŘŀǘŜ ǘƘŜ CŀȄ bǳƳōŜǊ ƻŦ ǘƘŜ CƛǊƳΩǎ tǊƛƳŀǊȅ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘΦ 
32) /ƭƛŎƪ ƛƴ ǘƘŜ {ǇŀŎŜ bŜȄǘ ǘƻ ά9Ƴŀƛƭέ ǘƻ ǳǇŘŀǘŜ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƻŦ ǘƘŜ CƛǊƳΩǎ tǊƛƳŀǊȅ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘΦ

Enter phone 
area code

Enter 
phone

Enter 
extension

Step 29

Enter country  
code

Step 30

Step 31

Step 32

25
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District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

Edit Contacts Screen

33) /ƻƴŦƛǊƳ ǘƘŜ tǊƛƴŎƛǇŀƭ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘ ƛǎ ǊŜǉǳŜǎǘƛƴƎ ŀ ά¦ǎŜǊ !ŎŎƻǳƴǘέΦ  ¢ƘŜ tǊƛƳŀǊȅ tƻƛƴǘ ƻŦ ŎƻƴǘŀŎǘ Ƴǳǎǘ ƘŀǾŜ ŀƴ 
active account.  

Step 33
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District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

9Řƛǘ /ƻƴǘŀŎǘǎ {ŎǊŜŜƴΥ άwƻƭŜǎέ

34) wŜǾƛŜǿ ǘƘŜ άǊƻƭŜǎέ ƛŘŜƴǘƛŦƛŜŘ ŦƻǊ ǘƘŜ tǊƛƴŎƛǇŀƭ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘΦ  LŦ ǎƻƳŜǘƘƛƴƎ ƴŜŜŘǎ ǘƻ ōŜ ŎƘŀƴƎŜŘΣ ŎƭƛŎƪ ǘƘŜ ά!Ŏǘƛƻƴǎέ 
button and make the necessary selection(s). Each person who is registered will be assigned all roles.

Step 34
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District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

Step 4: Click OK

35) !ŦǘŜǊ ǘƘŜ tǊƛƴŎƛǇŀƭ tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘΩǎ wƻƭŜόǎύ ƘŀǾŜ ōŜŜƴ ŎƻƴŦƛǊƳŜŘΣ ŎƭƛŎƪ άhYέ ƛƴ ǘƘŜ Ǌƛōōƻƴ όƭƻǿŜǊ ǊƛƎƘǘύ ǘƻ ŎƻƴǘƛƴǳŜ 
the registration process. 

Step 35
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Step 5: Click Next

36) !ŦǘŜǊ ȅƻǳ ŎƭƛŎƪ άhYέ ȅƻǳ ǿƛƭƭ ōŜ ǊŜǘǳǊƴŜŘ ǘƻ ǘƘŜ άwŜƎƛǎǘŜǊ {ǳǇǇƭƛŜǊΥ /ƻƴǘŀŎǘǎέ {ŎǊŜŜƴΦ CǊƻƳ ƘŜǊŜΣ ȅƻǳ Ŏŀƴ ŀŘŘ ŀ ƴŜǿ 
ŎƻƴǘŀŎǘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ά/ǊŜŀǘŜ .ǳǘǘƻƴΣ ŀƴŘ Ŧƻƭƭƻǿ ǘƘŜ ǎŀƳŜ ǎǘŜǇǎ ŀǎ ōŜŦƻǊŜΦ 

37) hǘƘŜǊǿƛǎŜΣ ŎƭƛŎƪ άbŜȄǘέ ƛƴ Ǌƛōōƻƴ ǘƻ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ǘƻ ŎƻƴǘƛƴǳŜΦ 

District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

Step 36

Step 37
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District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

ÅMustôs and Tips

ς Enter at least 2 Contacts. 1 each for:

ωSupplier Bidder role (person who receives invitation to solicitations)

ωAdministrator (person who can manage accounts)

(can be the same person ςentered twice). 

ς Enter tel and email address to receive news, invitation to solicitation, and POs

ς Contact vs. Address

ωAddress is the mailing address of contact

ωNews, invitation to solicitation, and POs are sent to the email address entered in 
Contacts, not to the email address included in Address
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Addresses Screen

38) This screen identifies the address(es) of the firm.
39) ¢ƻ ōŜƎƛƴ ŀŘŘƛƴƎκǳǇŘŀǘƛƴƎ ǘƘŜ ŀŘŘǊŜǎǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άŎǊŜŀǘŜέ ōǳǘǘƻƴΦ 

District of Columbia Water and Sewer Authority
David L. Gadis, CEO and General Manager

Step 39
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Addresses Screen

40) ²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ŎǊŜŀǘŜΣ ǘƘŜ ŀōƻǾŜ άǇƻǇ ǳǇέ ǎŎǊŜŜƴ ŀǇǇŜŀǊǎΦ  ¢Ƙƛǎ ƛǎ ǿƘŜǊŜ ǘƘŜ ŀŘŘǊŜǎǎ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŀŘŘŜŘΦ 
41) /ƭƛŎƪ ƛƴ ǘƘŜ ǎǇŀŎŜ ƴŜȄǘ ǘƻ ά!ŘŘǊŜǎǎ bŀƳŜέ ǘƻ ¢ȅǇŜ ƛƴ ŀ ǎƘƻǊǘŎǳǘ όaŀƛƴ Purch) for this particular address.
42) /ƭƛŎƪ ǘƘŜ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ά/ƻǳƴǘǊȅέ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ŎƻǳƴǘǊȅ ŎƻƴƴŜŎǘŜŘ ǿƛǘƘ ǘƘƛǎ ŀŘŘǊŜǎǎΦ  ¢ƘŜ ŘŜŦŀǳƭǘ ƛǎ ά¦ƴƛǘŜŘ {ǘŀǘŜǎέΦ 
43) /ƭƛŎƪ ƛƴ ǘƘŜ ǎǇŀŎŜ ƴŜȄǘ ǘƻ ά!ŘŘǊŜǎǎ [ƛƴŜ мέ ǘƻ ¢ȅǇŜ ƛƴ ǘƘŜ {ǘǊŜŜǘ !ŘŘǊŜǎǎΦ
44) /ƭƛŎƪ ƛƴ ǘƘŜ ǎǇŀŎŜ ƴŜȄǘ ǘƻ ά!ŘŘǊŜǎǎ [ƛƴŜ нέ ǘƻ ¢ȅǇŜ ƛƴ ŀ {ǳƛǘŜ ƻǊ wƻƻƳ bǳƳōŜǊΣ ŜǘŎΦ 

Step 41

Step 44

Step 43

Step 42

32
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Addresses Screen

45) /ƭƛŎƪ ǘƘŜ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ά/ƛǘȅέ ǘƻ ǎŜƭŜŎǘ ǘƘŜ Ŏƛǘȅ ŎƻƴƴŜŎǘŜŘ ǿƛǘƘ ǘƘƛǎ ŀŘŘǊŜǎǎΦ  
46) /ƭƛŎƪ ǘƘŜ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ά{ǘŀǘŜέ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ǎǘŀǘŜ ŎƻƴƴŜŎǘŜŘ ǿƛǘƘ ǘƘƛǎ ŀŘŘǊŜǎǎΦ  
47) /ƭƛŎƪ ǘƘŜ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ άtƻǎǘŀƭ /ƻŘŜέ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ȊƛǇ ŎƻŘŜ ŎƻƴƴŜŎǘŜŘ ǿƛǘƘ ǘƘƛǎ ŀŘŘǊŜǎǎΦ  
48) όhǇǘƛƻƴŀƭύ /ƭƛŎƪ ƛƴ ǘƘŜ ǎǇŀŎŜ ƴŜȄǘ ǘƻ ά[ƻŎŀǘƛƻƴ .ǳƛƭŘƛƴƎέ ǘƻ ¢ȅǇŜ ƛƴ ŀ ǎǇŜŎƛŦƛŎ ƭƻŎŀǘƛƻƴ ƻŦ ǘƘŜ ƻŦŦƛŎŜΦ

Step 45

Step 46

Step 47

Step 48
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Addresses Screen

49) /ƭƛŎƪ ƻƴŜ ƻǊ ƳƻǊŜ ƻŦ ǘƘŜ ōǳǘǘƻƴǎ ƴŜȄǘ ǘƻ ά!ŘŘǊŜǎǎ tǳǊǇƻǎŜέΦ  {ŜƭŜŎǘ άhǊŘŜǊƛƴƎέ ƛŦ ŀŘŘǊŜǎǎ ƛǎ ǳǎŜŘ ǘƻ ƻǊŘŜǊ ƳŀǘŜǊƛŀƭǎΣ 
άwŜƳƛǘ ǘƻέ ƛŦ ǳǎŜŘ ŀǎ tŀȅ {ƛǘŜΣ ƻǊ άwCv ƻǊ .ƛŘŘƛƴƎέ ƛŦ ǳǎŜŘ ŦƻǊ ōƛŘŘƛƴƎ ǇǳǊǇƻǎŜǎΦ

50) /ƭƛŎƪ ǘƘŜ ǎǇŀŎŜ ƴŜȄǘ ǘƻ άtƘƻƴŜέ ǘƻ ¢ȅǇŜ ƛƴ ǘƘŜ ǇƘƻƴŜ ƴǳƳōŜǊ όōŜƎƛƴƴƛƴƎ ǿƛǘƘ ǘƘŜ ŎƻǳƴǘǊȅ ŀƴŘ ŀǊŜŀ ŎƻŘŜǎύ  ŦƻǊ ǘƘƛǎ 
address.  

51) /ƭƛŎƪ ǘƘŜ ǎǇŀŎŜ ƴŜȄǘ ǘƻ άCŀȄέ ǘƻ ¢ȅǇŜ ƛƴ ǘƘŜ ŦŀȄ ƴǳƳōŜǊ ŎƻƴƴŜŎǘŜŘ ǿƛǘƘ ǘƘƛǎ ŀŘŘǊŜǎǎΦ  
52) /ƭƛŎƪ ǘƘŜ ǎǇŀŎŜ ƴŜȄǘ ǘƻ άŜƳŀƛƭέ ǘƻ ¢ȅǇŜ ƛƴ ǘƘŜ ŜƳŀƛƭ ŎƻƴƴŜŎǘŜŘ ǿƛǘƘ ǘƘƛǎ ŀŘŘǊŜǎǎΦ  

Step 50

Step 51

Step 52

Step 49

34
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Addresses Screen

53) hƴŎŜ ǘƘŜ ŀŘŘǊŜǎǎ ƘŀǾŜ ōŜŜƴ ŜƴǘŜǊŜŘΣ ŎƭƛŎƪ ǘƘŜ ά!Ŏǘƛƻƴǎέ ōǳǘǘƻƴΦ 
54) /ƭƛŎƪ ǘƘŜ ά{ŜƭŜŎǘ ŀƴŘ !ŘŘέ ŦǊƻƳ ǘƘŜ ǇƻǇ ǳǇΦ 

Step 53

Step 54
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Addresses Screen

55) ²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ά{ŜƭŜŎǘ ŀƴŘ !ŘŘέΣ ǘƘŜ ŀōƻǾŜ ǇƻǇ ǳǇ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊΦ !ǘ ǘƘƛǎ ǇƻƛƴǘΣ ŀƭǘƘƻǳƎƘ ǘƘŜ ŀŘŘǊŜǎǎ ǿŀǎ 
created, it has not been applied to the registration. 

56) To do so, click the  open space next to the firm name. 
57) ¢ƘŜƴ ŎƭƛŎƪ ά!ǇǇƭȅέΦ   
58) ¢ƘŜƴ ŎƭƛŎƪ άhƪέΦ  

Step 58

Step 56

Step 57


