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Module 1: SMARTrac Registration



Objectives

• Explain the functionality of the SMARTrac web application
• Describe the role of SMARTrac in the Metro Spend Management 

Solution
• Describe the Vendor Registration Process



Session Map

Overview of SMARTrac
Vendor Registration 
User Home Page 
Search for a Vendor 



SMARTrac

A. SMARTrac is….
• Web-based Vendor Portal for enabling suppliers to 

bid on metro contract opportunities.

• Metro’s tool for managing the supplier base doing 
business with the Metro Government 

Q. What is SMARTrac?



SMARTrac Features

• Vendor Registration
• BOB (Bidding Opportunities Bulletin) Process
• Contract Tracking
• Payment Tracking
• My Tasks



SMARTrac Overview

• SMARTrac is Accessible via a link from the Metro Government web 
site http://www.nashville.gov



SMARTrac Overview

• Runs in a standard web browser
• Allows Prime Contractors to manager their subcontractors
• Allows Metro to track contract compliance for participation of Small 

and Disadvantaged Businesses in Metro contracts



Session Map

Overview of SMARTrac
Vendor Registration 
User Home Page 
Search for a Vendor



SMARTrac Registration

• 6 Step Registration Process
• Takes About 15 Minutes to Complete
• Suppliers Must Register in SMARTrac before they can respond to a

Metro contract opportunity as a prime or be included as a 
subcontractor

• Access SMARTrac using the URL: https://smartrac.nashville.gov



SMARTrac Supplier Registration

Start by entering Start by entering 
your Tax ID your Tax ID 
Number or Social Number or Social 
Security Number Security Number 
(SSN)(SSN)



SMARTrac Supplier Registration

Accept the Accept the 
Covenant of NonCovenant of Non--
Discrimination.Discrimination.

This is required This is required 
for all registering for all registering 
supplierssuppliers



SMARTrac Supplier Registration

Your TaxID Your TaxID 
number will be number will be 
your login your login 
username.username.

Step 1 involves Step 1 involves 
creation of your creation of your 
password and password and 
beginning to fill beginning to fill 
out the vendor out the vendor 
profile.profile.



SMARTrac Supplier Registration

Fields with a Fields with a 
yellow yellow 
background are background are 
required.required.



SMARTrac Supplier Registration

Step 2 is Step 2 is 
completing the completing the 
Primary Contact Primary Contact 
information and information and 
Remittance Remittance 
Address Address 
InformationInformation



SMARTrac Supplier Registration

Step 2 also Step 2 also 
includes the includes the 
Additional Contact Additional Contact 
information for information for 
alternates.alternates.



SMARTrac Supplier Registration

Step 3 is all about Step 3 is all about 
your business and your business and 
potentially potentially 
claiming status as claiming status as 
a small or a small or 
disadvantaged disadvantaged 
business.business.

Selecting Selecting ““YesYes”” to to 
either question either question 
about small or about small or 
disadvantaged disadvantaged 
business will business will 
prompt you for prompt you for 
additional additional 
information information 
regarding the regarding the 
topic.topic.



SMARTrac Supplier Registration

Step 4 is adding Step 4 is adding 
commodity codes commodity codes 
to describe your to describe your 
capabilities.capabilities.

You may add You may add 
codes through codes through 
searching by searching by 
number or number or 
description and by description and by 
browsing to find browsing to find 
your desired your desired 
codes. codes. 



SMARTrac Supplier Registration

Added commodity Added commodity 
codes are shown codes are shown 
in the top of the in the top of the 
browser page.browser page.

Use the buttons at Use the buttons at 
the bottom of the the bottom of the 
screen to navigate screen to navigate 
to the next page to the next page 
when finished.when finished.



SMARTrac Supplier Registration

Step 5 is the Step 5 is the 
MWBE certificate MWBE certificate 
for Minority or for Minority or 
WomanWoman--Owned Owned 
businesses.businesses.

If MWBE does not If MWBE does not 
apply to your apply to your 
business, click the business, click the 
Next button at the Next button at the 
bottom of the bottom of the 
page to continue page to continue 
to Step 6.to Step 6.



SMARTrac Supplier Registration

Step 6 is the Step 6 is the 
Registration Registration 
Acknowledgement Acknowledgement 
page confirming page confirming 
your username your username 
and password.and password.



Session Map

Overview of SMARTrac
Vendor Registration 
User Home Page 
Search for a Vendor



SMARTrac Supplier Home Page

• Allows the End User to Update and Maintain Information Entered 
During Registration



SMARTrac Supplier Home Page

Each time a user Each time a user 
logs in, they are logs in, they are 
presented with their presented with their 
home page area home page area 
where they can where they can 
review their user review their user 
profile and all the profile and all the 
information that was information that was 
collected during the collected during the 
registration process.registration process.

Profile InfoProfile Info

Primary Contact Primary Contact 
InformationInformation



SMARTrac Supplier Home Page

Remittance Remittance 
AddressAddress

Additional Contact Additional Contact 
InformationInformation



SMARTrac Supplier Home Page

Business Business 
Ownership and Ownership and 

TypeType

Ordering LocationsOrdering Locations



SMARTrac Supplier Home Page

Commodity Commodity 
Codes TabCodes Tab

Commodity CodesCommodity Codes



SMARTrac Supplier Home Page

MWBE MWBE 
Certificates TabCertificates Tab



SMARTrac Supplier Home Page

Attachments TabAttachments Tab



SMARTrac Supplier Home Page

Notes TabNotes Tab



SMARTrac Supplier Home Page

Audit TrailAudit Trail



Session Map

Overview of SMARTrac
Vendor Registration
User Home Page
Search for a Vendor



SMARTrac Supplier Login Page

Enter Tax ID Enter Tax ID 
And Password And Password 

to Loginto Login



SMARTrac Supplier Login Page
Locate the Search Locate the Search 

button on the Home button on the Home 
Page Toolbar and Page Toolbar and 

Click itClick it



SMARTrac Supplier Search Page
Use the scroll bar to Use the scroll bar to 

see the different fields see the different fields 
that can be used to that can be used to 
filter the search and filter the search and 

enter your search enter your search 
criteriacriteria



SMARTrac Supplier Search Page

Note the Search Note the Search 
button at the bottom button at the bottom 
right corner of the right corner of the 

Search pageSearch page……

Click the Search Click the Search 
button to execute the button to execute the 

searchsearch



SMARTrac Supplier Search Results Page

Click the checkbox Click the checkbox 
and then click the and then click the 

Select button to view Select button to view 
the Vendorthe Vendor’’s Company s Company 

Profile DetailsProfile Details


