
Special Events

How To Guide:  
Vendors Logging in or Creating 

a Webtrac Account 



Special Events

1. Go to GRPD WebTrac Site (click here)
2.Click the SIGN IN/REGISTRATION Button in the top right  corner

https://webtrac.greenvillenc.gov/wbwsc/webtrac.wsc/splash.html


Special Events

If you are a NEW VENDOR follow the below & for EXSITING VENDOR go to the next  slide.
• New vendor select  the SIGN UP NOW BUTTON.
• Please fill out  all required information (Highlighted in RED) that  is requested and press the 

GREEN SAVE BUTTON located at  the bottom of the form.
• Once registered please reach out  to event  staff so that  they can assign your account as a vendor. 

(Only those with the denotat ion of vendor are allowed to apply for special events)



Special Events

• Log in using your Username & Password
⚬ If you do not  remember your login select  the Forgot Username/ Forgot Password option

located under the login. (see next  slide for more details)
⚬ If we have provided you with a Household #  please follow these steps.



Special Events

• For Forgotten Login please enter your Primary Email Address
⚬ This would be the email address we have on file for you
⚬  You will receive an email with your Username and/ or steps to follow to reset  password

• Check the IM NOT A ROBOT BOX
• Click SUBMIT



Special Events

• When your account is successfully created or logged in you will be directed back to the home page.
• You will notice your name or business name in the top right  corner.
• To submit  your applicat ion select  Activities to be directed to the program registrat ion page.



Special Events

• You will use Keyword Search or Activity Number to search for the event .
⚬ Event staff will email you activity numbers as events are added.



Special Events

• Select  which wait list  is applicable to your business.
⚬ Section 01: Food Vendors
⚬ Section 02: Sweet Vendors
⚬ Section 03: Merchant Vendors

• Make sure to add the correct  vendor registrat ion to your cart .
• Select  ADD TO CART BUTTON.



Special Events

• After you click add to cart  the next  screen that  will appear will be the contract  agreement.
• Read all terms of the agreement and check the AGREE BOX for the waiver and click CONTINUE. 



Special Events

• Click PROCEED TO CHECKOUT
⚬ At this t ime you will not  be charged for this event .
⚬ If selected for event , then event  staff will put  a charge on your account.



Special Events

• Review all information is correct  and click CONTINUE.



Special Events

• You will be directed to your receipt  after checking out  as well as a copy will be sent  to your email! 
• Event staff will be in contact  with you when the vendors have been selected for the 

corresponding event  that  you registered for



Special Events

• -You will receive an email to update you on the status. If you were selected, you will be directed 
back to your WebTrac account to pay your balance 

• This must be paid within FIVE (5) business days from selection date

https://webtrac.greenvillenc.gov/wbwsc/webtrac.wsc/splash.html


Special Events

• Clicking on the Name (Last name or business name may be shown) in the top right  corner will 
display this drop-down menu where you will then select  PAY OLD BALANCES



Special Events

• Check the box of the vendor fee in your account and select  ADD TO CART



Special Events

• Click the PROCEED TO CHECKOUT BOTTOM



Special Events

• Please fill in all requested contact  & card information (Highlighted in RED)
• Check the IM NOT A ROBOT BOX
• Select  CONTINUE 



Special Events

*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 in 

touch with further details closer to the event  date. 
As always if you have any quest ions, feel free to reach out  and we look 

forward to working together on this event! *



Special Events

Addit ional 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  
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