Dashboard

Displaying records assigned to  your company

Key Actions

Contracts
Total
Open

Soon to end (3 mo)

Renew/Apply for Certification

Watch a Training Video
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My Alerts To view the details of your contracts

My Certificatiorrs:
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My Contract Audits
My Workforce Audits
My Concessions
My Concession Audits
My Utilization Plans
My Outreach
My Events
My Questignnaires
My Bid Solickations

My Prevailing Wage
My Favorite Venyors

" Certifications
Status
Utilization Plans
Approved
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Enhanced Account Security

Activateenhanced aceannt cocyiring thrangh multiface

r authontication.

aqvi  To configure your account and
to watch vendor trainings

Reviews
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Alerts

No Activated Aleyts. View Pending Alerts.
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Settings monthly employment reports that are

due

To view the employment analyses and

BE/DBE/HUB/etc) from any
hccount.
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Configure

Change Your Password
Activate Enhanced Account Security
Edit Your User Account Settings

View, Vote, & Post to the Wish List

Business Info

Profile Setup

List/Add Users

Main Contacts
Commodity Codes
EEO/Workforce Comp.

In your Vendor Profile (Click “My Contracts” or “Business Info”)

e Change your business information, addresses, or contact person(s)

o Add employees to your profile (required for new hires only working on city
contracts subject to local hiring)

On your Contract Profile

e Access contract information and change your contact person for the contract

e Access your reviews (employment analyses and monthly employment reports)

e View or change subcontractors/subgrantees/subrecipients

o  “Workforce Employee List” to go to your vendor profile to add employees or assign

employees to contracts (required for new hires only working on city contracts
subject to local hiring)

Reviews

o Employment reports: generated by the first business day of the month. Do not
check for them early! Not required after your contract end date.

e Employment analyses: do once per contract, look for guidance from our local hiring
coordinator for filling out. Reminders sent after two weeks.



