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Enter Prompt Payment Report —
Sub-Contractor

Job Aid




Procurement Opportunities o (B Login

Login here as an existing User.

User ID:|C047437

Sign In

+ View Active Solicitations Opportunities

+ View Solicitations Under Evaluation

+ View Awarded Solicitaions

+ View Bid Opening

User ID and Password are case sensitive

Announcements | Supplier Links o & H:ﬁ New User click here to register
Step | Action
1. Using Internet Explorer, navigate to the WMATA Supplier Portal:

https://supplier.wmata.com/.

Note: Internet Explorer is the preferred web browser.

Enter your User ID in the User ID field.

Enter your password in the Password field.
Click the Sign In button.

Main Menu -
Search Menu:
@ upplier Portal = &
* lcome to Washington Metropolitan Area Transit Authority (WMATA)
3  Administration b |plier portal. The office of Procurement and Materials is dedicated to
3 Utilities y ¥iding quality goods and services to support WMATA's mission in a
essional and ethical manner while striving to exceed customer
4 Manage Solicitations and Bids b lertatinns
3  manage Coniracts U Vendor Change Request Form
B o ied to conduct business transactions in a
8 worklist Maintain Contract Documents t through an internet-based portal for current
£3  Tree Manager G Update Contract Deliverables upplier Portal will be the single source for all
&3 Reporting Tools 5 Review Contract Defiverables ill find the portal a convenient way to access
3 PeopleTools =l Vendor Prompt Payment Report Proposals/Quotes, review Purchase Order
) N § = PO's, provide advance shipment notices,
Q e Terms & Gondter = I S onador o ey I vendor contact information.
I P — I
Step | Action
5. Navigate to the Sub-Contractor Prompt Payment page using the following
menu path:
Main Menu > Manage Contracts > Sub Contractor Prompt Payment

L
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https://supplier.wmata.com/

Job Aid
Favorites - Main Menu - » Manage Contracits - > Sub-C
Sub-Con Prompt Payment Form
Eind an Existing YValue Add a New Value
Contract 1D: FQ18033A Q
Task Order: FQ3I3ENGAL x T
Month: |01 - January v |
Calendar Year: 20203,
Sub-Contractor Name: Raul Bravo & Associates, Inc.
Add
Step | Action
6. Click the Add an Existing Value tab to run the report.
7. Look up or enter a Contract ID in the Contract ID field.
8. Look up or enter a task order number in the Task Order Number field.
9. Look up or enter the month of the data you want to run in the Month field.
10. Look up or enter the year of the data you want to run in the Calendar Year
field.
11. Click the Add button.
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Favorites = | Main Menu - » Manage Confracis ~ > Sub-Contractor Prompt Payment

Create Sub-Cont Prompt Payment

Sub-Contractor Prompt Payment Details

Report ID: 1060 Contract ID: FQ18033A Task Order Number FQ33ENGA0S
Reporting Month: o1 Prime Vendor ID:  *312140626 Prime Vendor Name:  Parsons Transportation Group Inc
Reporting Year: 2020 Created By User Raul Bravo

Add Comments And Attachments

Payment Details Personalize | Find
Sub-Contractor Name Efnﬂrtomce gzl‘:ur:;hziil\l:am I;I:l‘:ril;?tx“lgber Invoice Date Invoice Amount Q;“‘S)::-t(:'::?i:d Ri mem Description of Work rh‘;l'sical Comment/Attachments
{Planned) Prime reporting period eceived Date g:rll:lkplete
| Ei”'a’a"'”"*“"c‘atei 0012412018 62,013.000 [KB24GIGI28 | |01/2472020 |[5) 282,424240| [ 282,424.240| [01730/2020 |[5) [Electrical 24280 [ CommentiAiachments
Submit Cancel
Step Action
12. Enter the invoice number in the Invoice Number Submitted to Prime field.
13. Look up or enter the invoice date in the Invoice Date field.
14. Enter the appropirate amount in the Amount received by Sub-Con this
reporting period field.
15. Look up or enter the date the payment was received in the Payment
Received Date field.
16. Enter a description in the Description of Work field.
17. Enter the percentage complete in the % of Physical Work Complete field.
18. Click the Comments/Attachments button and attach a copy of your proof
of payment. Acceptable proof of payment includes a copy of a voided check
and bank statement.
19. Click the Submit button.
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| Create Sub-Cont Prompt Payment |

Sub-Contractor Prompt Payment Details

Report ID: 1060 Contract ID: FQ18033A Task Order Number FQ33ENGA0S

Reporting Month: ol Prime Vendor ID:  *312140626 Prime Vendor Name:  Parsons Transportation Group Inc

Reporting Year: 2020 Created By User Raul Bravo
Add Comments And Attachments
Payment Details
Amountof Sub  Invoice Number Message Lot
Sub-Contractor Name e trmmm Award Pn_me' to Invoice ption of Work mﬂm
q :1':.1 Bravo & ASSOCIAIBS, o oto R bi/aaid FromPt Payment Report will be Submitied to WMATA. (32060,306) (0 || 242
[ sumt | [ cam | O OK 't Cancel |

Step Action

20. A message displays indicating the report will be submitted. Click OK to
submit the report to WMATA.

Note: Once submitted, the fill in fields will no longer be editable.

End of procedure.
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