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City of Charleston New Supplier Registration Instructions 

 

 

 

To begin the new supplier registration process, click “sign in.”  
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Click create account. 
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When you are creating your account, your password must include:   
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Once you have created your account, Workday will send you an email with the link to complete your registration.  Click the link in the 
email and sign in to begin. 
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Opening the link will take you to registration page. Please make sure you have all the information you will need to register. Click on Register 
to begin. 
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Enter your information. Click next 
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If applicable, add your diversity information. Click “add.”  Then select United State of America to see your options.   Click “next” to move to 
the next page. 
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If you are choosing an electronic payment method, you will need to provide your banking information. If you only chose “check” as your 
payment method, you do not need to provide your banking information. Click “next” when completed. 
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Enter your contact information. Click “next” when completed. 
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Review your information and click “submit.” 

Please call (843-724-7312) or email (procurement@charleston-sc.gov) with any questions. 
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