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Introduction: This job aid demonstrates how to submit a proposal electronically 
through the WMATA Supplier Portal.  
 

 

 

 

Step Action 
1.  Using Internet Explorer, navigate to the WMATA Supplier Portal: 

https://supplier.wmata.com/. 
Note: Internet Explorer is the preferred web browser. 

Step Action 
2.  Click the Sign In tile.   

https://supplier.wmata.com/
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Step Action 

6.  Click the Active Solicitations tile. 
  

Step Action 
3.  Click your User ID.   
4.  Enter your Password.  
5.  Click Sign In.  
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Step Action 

7.  Enter the Solicitation ID or other search criteria to find the bid you need.  
8.  Click Search. 

 
 

 
Step Action 

9.  Click the link for the solicitation.  
 
 

 
Step Action 
10.  Click the View Solicitation Package link to view the bid information. 
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Step Action 
11.  Click View for the document you want to see. 

 
 

 
Step Action 
12.  Review the document. Close the window when finished.  
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Step Action 
13.  Click Bid on Solicitation.  

 
 

 
Step Action 
14.  Click Yes. 

 
 

 
Step Action 
15.  Enter the quantity you are bidding in the Quantity field. 
16.  Enter the unit price you are bidding in the Unit Price field. 
17.  Click the Comments icon to add the attachments for the bid.  

 



 
Job Aid 

 

Submit Proposal for Electronic Solicitation  Page 6 of 8 

 
Step Action 
18.  Select the applicable option from the Attachment Type field. 
19.  Click Upload. 

 
 

 
Step Action 
20.  Click Browse and select the applicable document. 
21.  Click Upload. 

 
 

 
Step Action 
22.  Enter a description of the document in the Attachment Description field. 
23.  Click Add New Attachments. 



 
Job Aid 

 

Submit Proposal for Electronic Solicitation  Page 7 of 8 

 
Step Action 
24.  Complete the steps to add additional documents. 
25.  Click OK. 

 
 

 
Step Action 
26.  Click Submit. 
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Step Action 
27.  The award confirmation displays. Click OK. 

 
 
 

 
Step Action 
28.  The bid is now in Accepted status.  

End of procedure.  

 


