How To Guide:
Vendors Logging in or Creating
a Webtrac Account

@ Greenville
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1. Go to GRPD WebTrac Site (click here)
2.Clickthe SIGN IN/REGISTRATI@Ntton in the top right corner
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https://webtrac.greenvillenc.gov/wbwsc/webtrac.wsc/splash.html

If you are a NEW VENDORIlow the below &for EXSITING VENDQ@Rto the next slide.
* New vendor select the SIGN UP NOWUTTON.

* Please fill out allrequired information (Highlighted in RED) that is requested and press the
GREEN SAVE BUTTOMted at the bottom of the form.

* Once registered please reach out to event staff so that theycan assign your account as a vendor.
(Only those with the denotation of vendor are allowed to apply for special events)

| Green 7 Greerville, NC Recreation an +
Vit st register befione USIng this site. You may register anfine naw. rac.wsc/household.himifoptien=addBl_csrf_token=iwbF136M0G12292W173L455U63605G550G5KAHSCHCT 35HAESOS DI1LSRESSQEM061404 Z501H5I4HEAIBOESVE3S05EC
HHHHH hold Add
ult
* How Account Infarmation
Usir M fup 1 50 ¢haes) *
=ee SHHCT 8 FRR0et Typd —
Parswaed {up to 50 chari] *
>33
Ra-Typa te Consrm
Fhars B2 Extenticn
hold Primary Persen Information v Ty
Agdress Iformation
Achdress Line |
Haee
Ak aas Line.
Ciey *
o~ Crwen!
Swasts —
day v N
Tip Code =
7882
Additienal Pricnary forma Eouhiy
= St ntry
Email and Phone information Do you n the city reerreil
Eeside
Confirm Email Addticnal BT
rgency Contacs




* Loginusing your Username &Password

o If you do not remember your login select the Forgot Username/Forgot Passwordoption
located under the logm. (see next slide for more details)
o Ifwe have provided you with a Household # please follow these steps.
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Login
WebTrac Login

Username *

Password *
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 For Forgotten Login please enter your Primary Email Address
o This would be the email address we have on file for you
o You willreceive an email with your Username and/ or steps to followto reset password

* Checkthe IM NOT A ROBOT BOX
* Click SUBMIT
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Forgotten Login

Forgotten User

@® If you don't have an email address on file with us, or if our data fails to match your responses, you will need to contact our office at (252)329-4567 or by using the contact
us form.

Primary Email Address *

I'm not a robot
reCAPTCHA
Privacy - Terms

Follow us on Social Media

X (©
A




* When your account 1s successfully created or logged in you willbe directed backto the home page.
* You will notice your name or business name m the top right corner.
 To submit your application select Activities to be directed to the programregistration page.
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* You willuse Keyword Searclor Activity Numberto secarch for the event.
o Event staff will email you activitynumbers as events are added.
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@ A minimum of 1 Search Filter is required to view results. Please provide a Search Filter prior to searching.

~ Type (0) Activity Search

Filter Search Results

Active Adult Trips “
Adult Fitness
Aguatics

Begin Search
Arts and Crafts 8

Athletics To view our offerings, use the filters to target results. When you are
Camps - ready, press search to view your results.

o e _

» Age (0)

< Activity Number )

» Subtype (0)

» Keyword Search

» Keyword Search Option

» Day Option




* Select which waitlist is applicable to your business.
o Section 01: Food Vendors
o Section 02: Sweet Vendors
o Section 03: Merchant Vendors
* Make sure to add the correct vendor registration to your cart.

* Select ADD TO CART BUTTON.

Greenville HOME  SEARCH v SHELTERRENTAL  EVENT CALENDAR  CONTACT US & CART(OITEMS) & WALLER#115613 v
v Type (0) Activity Search
Filter Search Results Showing results 1-3 of 3
Active Adult Trips -
adult Fitness l
Aquatics
Arts and Crafts 2025 Summer Sunday in the Park Vendor - 193601
Athletics June 15, 2025 Sunday in the Park Vendor Registration
Camps - Please fill out the vendor ragistration to be considerad for this event (6/15/25 5itP). You will need ta submit an application for sach event/date that you would like to be considerad for.
S S Your application will automatically be put in the waitlist category and staff will select vendors after the registration deadline. Staff will notify all vendors abourt their status after the
deadline.
» p‘ge {g] If selected to be a part of this event you will have a balance on your account that must be paid within five (5) business days of being selected.
3 Sections ¥
Activity # Description Dates Days Times Cost Location Ages Availability

¥ Activity Number

D SIS NI e prdosalenions Su ?;D_Eg:m $50.00/$50.00 EUD:_ILW ® Waitist
193601 M

83601- :; et Vendor - 2043 Summer Sunday in the ‘ "_ “_ Su 5:00 pm £50.00/350.00 Town @ Waitist
< > 2 Par D6/15/2025 - 2:00 pmi Comman

- 2025 Summer Sunday ir DB/ 542025 5:00 pm Town

Su $50.00/550.00 @ Waitiez

- 8:00 pm Common

» Subtype (0)
» Keyword Search

v Keyword Search Option

_ g

@ selected Items

Food Vendor - 2025 Summer 193601-01)

Clear Selection




* After you clickadd to cart the next screen that willappear will be the contract agreement.
* Read allterms ofthe agreement and checkthe AGREE BOMr the waiver and click CONTINUE.
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|
Food Vendor - 2025 Summer Sunday in the Park (193601-01) for Sarah Waller (Purchase)

Food Vendor - 2025 Summer Sunday in the Park (193601-01) for Sarah Waller (Purchase)

Availability Conflict

This enrcliment has been placed on the waitlist. The waitlist position is 1.

Waivers

LIMTED SERVICES CONTRACT

The Cityshallpaypers0hour/activity forservicesrenderedand nodeductionsshallbesubtracted there from. The second party does not participate in any fringe benefits of City, nor does City provide
liabilityinsuranceforSecondParty.

The second party.isactingas an independentcontractorandisnotan employeeoftheCityofGreenville.

ThegeneraltermsandconditionsofthisContractarecontainedinAttachmentitothisContract. Attachmentlisincorporatedintothiscontractbythisreference.

Attachment1

GeneralTermsand Conditions

A1.Conflictofinterest:5econdPartyatteststhatthey arenota City employeecrspousecfaCity employee.

A2. Indemnification: To the fullest extent permitted by law, Second Party shall defend, indemnify and holdharmless City, its agents, representatives, officers, directors and employees from and against
claims, damages,lossesandexpenses(includingbutnotlimitedtoattorneyfees, courtcosts,andthecost ofappellateproceedings)relating to, arising cut of or resulting from Second Party's negligent acts, errors,
mistakes or omissions relating totheperformancecfthiscontract.

A3.Termination:Thiscontract shallbecomeeffectiveuponcompleteexecutionbytheparties,and shallremainineffectuntilterminatedbyeitherparty,asfollows:

‘Cityreservestherighttoterminateany partortheentireContraciupon noticeifsecondPartyfailstocarry outanyterm, promiseorconditionsofthecontract.

Upongivingthirgd30lcalendardayswritten notice, CityorSecondPartymayterminatethisContract, in whaolsorinpart, for convenienczandwithoutpenaltyorfurtherabligation.

Ad.Assignability:Second Partyshallnotassignorotherwise transferthis Contractoranyofitsrightsorobligations under this contract without first obtaining the written consent of City. Any assignment or other
transfer withoutCity'sconsentshallbevoid.

AS.Nondiscrimination:SecondPartyagreesto complywith allprovisionsofapplicablefederal stateand local lawsrelated to nondiscrimination,equalemploymentopportunity,and theAmericans
withDisabilitiesAct.

A6.Insurance:Anyand allinsurancecoverageforactivitiesundertakeninthecourseofthisprojectincluding, butnot limited to, worker's compensation, automobile liability, commercial general liability,
professional liability,umbrellaexcessliability, andvaluablepapersaretheresponsibilityofSecondParty.

A7.Taxldentification Information:Prioricanypaymentforservicesbeingmade, SecondPartyshallprovidetheCity withinformationnecessarytocomplywithincometaxreportingrequirements.

A8.Force Majeure:Intheeventofa catastrophiceventorotherperilwhichpreventsthefulfillmentofthearticles ofthiscontract, neitherCity norsSecondPartyshallbeheldliable. Thiscontractbecomesnullandvoid.
A%9.Entire Contract-Amendments. Thiscontractrepresentstheentirecontractbetween thepartieswith respect to the subject matter hereof. This Contract may not be amended except through an
appropriate writing signed bybothparties.

A10.WeatherPolicies:The CitycfGreenvillereservestherightto cancel or postponeactivitiesin its parksand facilitiesincasesofunfaverableweatherconditions. In the event of activities needing to be postponed
Second Party has first right of refusal at the new date/time. If Second Party is unable to agree to the new date/time the vendor fee will be credited on their account. In the event of activities needing to be
ag will be credited on their account.

| agree with the above




* Click PROCEED TO CHECKOUT

o At this time you willnot be charged for this event.
o Ifselected for event,then event staff will put a charge on your account.
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CHECKOUT SARAH
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® New Charges In Shopping Cart

Shopping Cart
Shopping Cart
Description Name Total Fees
Food Vendor - 2025 Summer Sunday in the Park (153601-01) (WaitList) Sarah % 0.00
Grand Total Fees Due $0.00
Total Old Balances Not in Shopping Cart $0.00

q . Continue Shopping Pay Old Balances Empty Cart

Follow us on Social Media

X (©)
0O X0©

Privacy Statement Refund Policy

02024 Vermont Systems, Inc. 3.1.70.34.00




 Reviewall information is correct and click CONTINUE.
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CHECKOUT SARAH

Green\”"e HOME SEARCH SHELTER RENTAL EVENT CALENDAR CONTACT US & CART (1 ITEMS) & WALLER #115613 v

Checkout

Summary of Charges

Mew Charges In Shopping Cart:
Old Balances In Shopping Cart:
Total Balance for household:

Amount To Be Paid Today:

Billing Information

First Name: *

Sarah

Last Name: *

Waller

Home Phone w/area code: *

Re-Enter Email:

Click "Continue’ to initiate the payment authorization process and generate a confirmation receipt.




* You will be directed to your receipt after checking out as well as a copy will be sent to your email!
* Event staff willbe in contact with you when the vendors have been selected for the
corresponding event that you registered for
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Greenville HOME SEARCH v SHELTER RENTAL EVENT CALENDAR CONTACT US

Checkout Confirmation

Your Online transaction is complete. Please select an option below to continue.

Your receipt number:
1165497

A copy of your receipt will be emailed to

If you have an account with us, you can browse anytime to My Account/Reprint/Reprint a Receipt once the receipt has been produced.

Follow us on Social Media

X (@
A

Privacy Statement Refund Policy
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* -You willreceive an email to update you on the status. If you were selected, you will be directed
backto your WebTraaccount to payyour balance
« This must be paid within FIVE (5) business days from selection date

Exciting News: You've Been Selected as a vendor for Sunday in the Park June 15th, 2025

. Sarah Waller (L) € Reply %\ Replyall > Forward
To: Megan Howard Wed 12/11/2024 9:03 AM

Dear *Food, Sweet, or Merchant Vendor*,
We're thrilled to let you know that you've been selected off the waitlist to participate in Sunday in the Park on June 15th, 2025!

A balance of $50 has been added to ym@etﬂrac account)which must be paid within 5 business days to confirm your spot. Please make your payment promptly to avoid
forfeiting your position.

If you have any questions or need assistance, please don't hesitate to reach out we're happy to help.
We look forward to having you as part of this event and can’t wait to showcase your offerings!

Best Regards,

Sarah Waller

Recreation and Parks Special Events Assistant
City of Greenville, NC
swaller@greenvillenc.gov

www.greenvillenc.gov
Office Hours: M-F 9:00am-2:00pm

RECREATION AMD PARKS

“~ Reply ~# Forward
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 Clicking on the Name (Last name or business hame may be shawnie top right corner will
displaythis drop-down menu where you willthen select PAY OLD BALANCES
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CHECKOUT oA
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Reprint History & Balances Reports My Account
Reprint A Receipt vz Rlict == Household Roster Wishlist
Pay Old Balances Household Calendar My Profile

Cancellatinne Member Visit Report Household Account Management

Add Credit My Pending Enrollments

League/Team Schedules Logout

(® There are no records to display for your account




* Checkthe boxofthe vendor fee in your account and select ADD TO CART
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Greenville HOME SEARCH v SHELTER RENTAL EVENT CALENDAR CONTACT US

Account History

~ Search Criteria

Begin Transaction Date End Transaction Date Sort Option

12/12/2023 12/31/2099 Date v
Begin Item Date End Item Date Sort Order

12/12/2023 12/31/2099 Ascending v
Module

System Admin hd

—

l Add To Cart

ect All Deselect All

Description Name Date Range Status Lacation Paid Balance
mor - 2025 summer Sunday in the Park (193601-01)  Sarah  06/15/2025-06/15/2025  Enrolled  Town Common  $0.00 $50.00 Itern Details Questions
Grand Totals $0.00 $ 50.00

Follow us on Social Media

Privacy Statement Refund Policy




* Clickthe PROCEED TO CHECKOUT BOTTOM
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@® New Charges In Shopping Cart

Shopping Cart
Shopping Cart
Description Name Total Fees
Food Vendor - 2025 Summer Sunday in the Park {193601-01) (Enrolled) Sarah % 50.00 5
Grand Total Fees Due % 50.00
Total Old Balances Not in Shopping Cart $0.00

Continue Shopping Pay Old Balances Empty Cart

Apply Coupon/Gift Certificate/Punch Payment/Reward

Type Code

Coupon v Apply

Follow us on Social Media

r
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Privacy Statement Refund Policy




* Please fillm allrequested contact &card mformation (Highlighted m RED)

e Checkthe IM NOT A ROBOT BOX
e Select CONTINUE

Payment Information

visa @D == S

Mame on Card: *

Card Number: *

Expiration Date: *

Billing Street Address: *

Billing Zip Code: *

I'm not a robot

CCCCCCCCC

Privacy - Terms

Click "Continue’ to initiate the payment authorization process and generate a confirmation receipt.

Back To Jart

!




*You have now successfully paid your vendor fee and will receive a copy of
your receipt! Please mark your calendars for the event and we will be 1n
touch with further details closer to the event date.

As always 1f you have any questions, feel free to reach out and we look
forward to working together on this event! *

<¢‘r Greenville

NORTH CAROLINA

RECREATION AND PARKS




Additional Webtrac Tips:
By clicking on your name in the top right corner this drop down will appear:
* Under My Account you can view Pending Enrollment
* Under History &Balances you can Pay Balances
* Under Reprint you can reprint a receipt

) RecTrac 3.1 LIVE x

- Register For Programs | Greenv X &) Greenville, NC Recreation and x ) Greenville, NC Recreation and x - Register For Programs | Greenv) X +

I
|

c 25 webtrac.greenvillenc.gov/wbwsc/webtrac.wsc/pendingenroliments.html?_csrf token=IX6E6S0U0D721H2X383B2L40004553680W5F5KELEF01634KEMBC0450Q4N5HA502584B6554085G355751716Z5W5D57015N5F534J075R5R5P511G5HSWELS6095)4)... ¥ ¢ I -

" Google Chrome isn't your default browser Set as default

Green\fi"e HOME SEARCH = SHELTER RENTAL EVENT CALENDAR CONTACT Us

CHECKOUT S
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Reprint History & Balances Reports My Account
Reprint A Receipt My History Household Roster Wishlist
Pay Old Balances Household Calendar My Profile
Caliuchiauuiis Member Visit Report Hoe=='vl 20 L LountManagement

Add Credit My Pending Enrollments

League/Team Schedules Logout

@ There are no records to display for your account
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