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The following revisions have been made to this manual:

CURRENT REVISIONS- JULY 2023

Revision Description Revision Page
Update to new SANDAG Logo All
Updated screenshot for new website 14

PRIOR REVISIONS

What are my responsibilities as a vendor: Add clarification

How do | add a 1st tier subcontractor: Include section on supplier type and percentage of award

How do | add a 2nd tier subcontractor: Include section on supplier type and percentage of award

How do | report payments to my subcontractor(s): Add sections for Prompt Payment and how to mark an
audit final

How do | confirm my payments from the prime: add section on Prompt Payment

Update entire user guide with current screenshots and language

How do | change the company contact person for a contract?
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THIS DOCUMENT CONTAINS INFORMATION AND TECHNICAL DATA OWNED BY THE SAN DIEGO ASSOCIATION OF
GOVERNMENTS (SANDAG). IN ADDITION, PORTIONS OF THIS DOCUMENT THAT CONTAIN IMAGES FROM THE B2GNOW
SYSTEM ARE OWNED BY B2GNOW AND ANY REUSE SHALL BE SUBJECT TO PERMISSION FROM THAT ENTITY.
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SYSTEM ACCESS

HOW DO | ACCESS THE CIS SYSTEM?

Type the following into your internet browser: https://sandag.sbdbe.com.

(SANDAG OUR MAIN SITE (?) CONTACT SUPPORT

L=

.

N U %
57‘3x K.

Diversity in Small
_«Contractor Opportunities

Con apliance In orm@tmf =

L

System Training Account Access About the System
Learn how to fully utilize our Lookup Vendor accounts or reset Learn more about this system and
system with a live trainer user passwords how it works today
Training Account Lookup Information for Vendors
Forgot Password System Resources

Glossary

WHAT IS MY USERNAME?

Your username is your email address.

THE DIVERSITY IN SMALL CONTRACTOR OPPORTUNITIES COMPLIANCE INFORMATION SYSTEM IS POWERED BY B2GNOW SOFTWARE ® COPYRIGHT 2023.

WHAT IS MY PASSWORD?

Your password is initially assigned to you. You must change your password to something only you know the first
time you login.

SAINDAG The contents on this page shall be subject to the use and nondisclosure legend on page i. 1
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HOW DO | LOGIN?

1. Open your Internet browser. Type “https://sandag.sbdbe.com” into the address bar.

2. Click on the “Log In” button” and then enter your username and password and click Login.

System Access Login

Username: Username

Password: Password

D Remember username

WHAT IF | FORGET MY PASSWORD?

1. To the right of the System Access Login box on the login page, click the Forgot Password link.

System Access Login

Username: « Contact Us & Suppo
+ Forgot Password
Password: « Account Lookup

« Help/First Time Visitors
] Remember username

« CIS Training

This screen will allow you to send an email to reset your password.

Reset Password
Enter your email address, username, or user number in the box below and we will create

3 one-time use password and send it to the registered email address for the account.
You will be required to reset your password after login. If you do not know your

username, you can look it up.

2. Enter your email address in the field and click Submit.

3. An email with instructions for resetting your password will be sent to you within minutes.

SAINDAG The contents on this page shall be subject to the use and nondisclosure legend on page i. 2
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HOW DO | CHANGE MY PASSWORD?

After logging into the system, your Dashboard will be displayed.

1.

2.
3.
4.

From the Dashboard, click Change Your Password.

— Dashboard Displaying records TR - Key Actions
assigned to
" = Take a Training Class
& =2 [@ <
u = Contract
Home Total d
Cpen 1
View » - Alert
Contract Audits Total <« 90days = 90 days ) ) )
- . v .
Seeweh - Total Audits 38 2 36 No Activated Alerts. View Pending Alerts.
Message » Certifications Active Pending  Renewing
Status 5 o v}
Settings » Configure
Help & Support » Change Your Password iness Info
Certification Cent Edit Your User Account Profile Setup
1 fF Sricalon tener Settings List/Add Users
0gof :
1E £ bald el it lickad Lol Main Contacts

This screen will allow you to change your password.

Maintaining a secure password is central to the security and confidentiality of your data. To change your password, enter a new password below.
All passwords must conform to the following requirements:

Password requirements:

® Password must be at least 6 characters long.
Create a password that is easy to remember, but difficult for others to guess. Do not make your password the same as your username or
your first or last name, as these are too easy for an intruder to guess. Mever share your password with anyone else. If another person in
your organization needs access to the system, please contact us for an additional user account.

When you change your password, you will receive a confirmation message. You can also contact Customer Supportto get your passwaord
reset.

* required entry

Configuration Settings: Change Password

Old Password * ssssssssne

New Password *

Type New Password Again *

In the Old Password field, type your old password.
In the New Password and Type New Password Again fields, type your new password.

Click Save. Your new password is effective immediately.

HOW DO | SEND A USERNAME/PASSWORD TO MY SUBCONTRACTOR?

1.

To the right of the System Access Login box, click the Forgot Password link.

System Access Login

Username: = Contact Us & Supp
+ Forgot Password
Password: « Account Lookup

« Help/First Time Visitors
= Remember username

« (IS Training

SAINDAG The contents on this page shall be subject to the use and nondisclosure legend on page i.
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2. Click look it up to search for a vendor.

Reset Password

Enter your email address, username, or user number in the box below and we will create
a one-time use password and send it to the registered email address for the account.
You will be required to reset your password after login. If you do not know your
username, you can loolk it up.

3. Enter search parameters (i.e., business name, email address, etc.) and click Submit.

Account Lookup

Search the system's user directory to find your account. You can send yourself a
username/password reminder by email and/or fax. Enter search parameters below and
click the Search button. Search results are displayed below.

If you do not see your business listed in the search results, or the contact information is
incorrect, please email Customer Support. Include your business' and personal contact
information for account verification. We may need to request additional information for
security purposes.

Search by Business Name or DBA

Business Name/DBA
Tip: Try just a few letters of the firm's name.

Search by Contact Person
Contact Person First Name:

Tip: Use the first letter.

Last Name:

4. From the list of results, find the person to whom you want to send the reminder. Click
Username/Password Reminder to send a reminder to the selected contact.

Search Results
Business Contact Person

ABC Construction Company, Inc. [Request New User]

» Linda Castro [Username/Password Reminder]_
E: Icarlson@ abcconstruction.com [Change Info]

P: 619-230-3428 F: 619-239-6614
A: 3120 National Avenue, San Diego, CA

» Kenneth Czubernat [Username/Password Reminder]
E: abc@ abceconstruction.com [Change Info]

5. Within a few minutes, a username/password notice will be sent.

SAINDAG The contents on this page shall be subject to the use and nondisclosure legend on page i.
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WHAT IS THE DASHBOAR

The Dashboard provides a snapshot of your records and transactions. Items in red indicate the need for
immediate attention. To view a list of items needing attention, click the red number. If no items require
immediate attention, no red number will be displayed.

L G Dashboard Displaying records assigned to  your company -
& S = Contracts
Total 1
Home
Cpen 1
View » Contract Audits Total < 90 days = 90 days
Search » Total Audits 20 2 18
Incomplete Audits » 1 1 0
Message > ; : . . .
Certifications Active Pending Renewing
Settings » Status 3 0 0
’
Help & Support »
Certification Center
- 1, If vour firm holds certifications not listed above, submit a
Show All - Hide All request to add them to your account. You can also add date alerts
to any active certification to remind you of an upcoming renewal.
| ogged on as:
Active Certifications Type Renewal !
California Department of General Services SBE
California Unified Certification Program DBE
Nevada Department of Transportation BE 9/29/2014
’

From this page, you can access every feature available to you. You can always return to the Dashboard by clicking
the SANDAG logo in the upper left-hand corner.

WHAT IS THE NAVIGATION MENU?

The navigation menu on the left provides access to all functions in the system.

Click the main categories to open additional sub-items. Click sub-items to access the selected function in the
display window to the right.

(WMG Search: Contracts Help & Tools x

Users | Vendors | Comfﬂdl Concessions | Bid Solicitations | Outreach

Search your organization’s contract database. Enter information into any of the boxes below and click Search. Some parameters

H are required.

Vi
ewr > [ Search First 20 Matches

I Search All Maiches

[ Clear Form ]

Search »
Vendors
Certified Vendors
Contrads
Concessions.
Outreach
Users
Search Results »

Search Parameters

Contract/Reference Number
(Contract number, financial system reference, project number)
Contract Title

Containing Text
Message » (Contract description, summary, notes, comments)

Settings »

Contractor 5 Pri - aub  Eith
@ Prime () Subcontractor () Either
Help & Support » - - -

Logoff Buyer/Project Manager

(Organization name, contact name)

Show All Hide All

Search First 20 Maiches ] I Search All Maiches l [ Clear Form ]

SAINDAG The contents on this page shall be subject to the use and nondisclosure legend on page i. 5
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From the navigation menu:

e View: View items relating to your company, including contracts, alerts, certifications, audits, and
messages.

e Search: Search for contracts, vendors, users, etc.

Message: Send a message, contact support, report a problem.

Settings: Change your password, settings, vendor profile, and users.

Help & Support: View training manuals and videos.

Logoff: Log off the system.

TIPS FOR PERFORMING SEARCHES

You can search for information based on the parameters that you set. To create a search string, keep the
following tips in mind:

e Start with one parameter. Usually you can find the record you are looking for by using one or two
parameters. The more specific your search terms, the less likely you are to find the record because of
spelling, order, or other variations in your search.

o Keep search parameters short. Use “ACME” instead of “ACME Construction, Inc.” You can even use partial
words, such as “envi” instead of “environmental consultant.”

o The system ignores punctuation. C. C. is the same as CC; C & C is treated the same as C and C.

e Become familiar with possible settings and options. A record may not display because you selected the
wrong option. Narrow the search parameters to prevent returning too many items in your search results.

e When searching for businesses named for their founder, such as John Smith & Co., the record may be
listed under “John Smith and Co.” or “Smith, John and Co.” You may need to search for both versions. Start
by searching for one of the names, such as Smith.

e Searches are not case sensitive. ACME is treated the same as acme.

e When searching by first name, be aware that users may be listed by alternate names. For example: James,
Jim, Jimmy, or J.

o When searching by contract or project number, you must enter the number in the exact order. However,
it does not have to be complete (for example, enter 500 to view all contracts that have 500 in the contract
number, such as 5000691 or 5001500. Or enter the last digits of a contract, i.e., enter 1903 for contract
5001903). If you enter the sequence out of order, you will not find the record you are looking for (1930
will not find 5001903).

SAINDAG The contents on this page shall be subject to the use and nondisclosure legend on page i. 6
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VENDOR/CONTRACTOR MANAGEMENT

A vendor (consultant/contractor/subcontractor) may be a prime on one contract and a subcontractor on
another. A vendor may also be a consultant or subcontractor with multiple agencies.

HOW DO | EDIT MY COMPANY INFORMATION?

1. From the Navigation Menu, click Settings to open the settings sub-menu.

L Dashboard Displaying records assigned to  only vou -
- = = Contract
Total 1
Home
Open 1
View > Contract Audits Total < 90 days > 90 days
Search » Tot.al )'-\Lllillts 38 2 36

ertifications Active Pending Renewing
Status 5 o o

Change Password
Your Settings Certification Center

General Bz Info 4. If your firm holds certifications not listed below, submit a

endor Profile reguest to add them to your account. You can also add date
User List alerts to any active certification to remind you of an upcoming

renewal.

2. To edit business information, click General Biz Info and edit your information. Click Save Changes when
done.

3. To edit user information, click Your Settings and edit your information. Click Save Changes when done.

HOW DO | ADD A USER FOR MY COMPANY?

1. From the Navigation Menu, click Settings. Click Add a User from the sub-menu.

L Dashboard Displaying records assigned to  only you -
v = =] Contract
Total 1
Home
Cpen 1
View » Contract Audits Total < 90 days = 90 days
Search Tot-al Autillts .@ . 2 .ﬁ
Certifications Active Pending Renewing
Message » Status 5 0 0
Settings »
Change Password
Your Settings Certification Center
General Biz Info 1 If your firm holds certifications not listed below, submit a
endor Profile uest to add them to your account. You can also add date
ISt erts to any active certification to remind you of an upcoming
renewal.
Add a User
Contacts Active Certifications Type Renewal !

SAINDAG The contents on this page shall be subject to the use and nondisclosure legend on page i. 7
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2. Click Add User.

Vendor Profile: Users l-IoIpSTooIs x

Business Name: SANDAG VENDOR
Main| Generallnf0| Public Proﬁle| Users | Commaodity Codes| Contads' Employees

Certiﬁcations' Contrad' Workforce CompositionfEEO' Questionnaires|

Listed are all of the users accounts for this business. To view a user's inforg e user number or name.

Add User

User Number Name Title Contact Role(s) Actions

Cegifo o Cociencs fal

ANTINITO NNA__ Dioa.ia O L

3. Enter the user information.

Vendor Profile: User Information Help & Tools 3¢

Business Name: SANDAG VENDOR
Main| General Infol Public Proﬁle' Users | Commaodity Codesl Contactsl Employees

Cetifications | Contract| Workforce Composition/EEO | Questionnaires |
These are the settings for the displayed user. When finished, click the Save Changes button.

* required entry

Contact Information

Enter the user's contact information. The email address seves as the the username.
SalutationFirst Name * Last Name * Suffix
Name *
Email/Username *
Title
UL Dhono Mumbar & =¥

4. Click Save when done.

HOW DO | EDIT MY COMPANY USER INFORMATION?

1. From the Navigation Menu, click Settings. Click User List from the sub-menu.

L Dashboard Displaying records assigned to  only you -
- = =b Contract

Total 1

Home
Cpen 1
View » Contract Audits Total < 90 days = 90 days
Search » Tot.al Autillts 38 2 36
Active Pending Renewing
Message » 5 0 0

Settings »

Change Password
Your Settings Certification Center

General Biz Info

endor P request to add them to your account. You can also add date

User Lt alerts to any active certification to remind you of an upcoming
renewal.

Add a User

Contacts Active Certifications Type Renewal !

4. If your firm holds certifications not listed below, submit a

SAINDAG
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2. Select a user by clicking on the user name.

Vendor Profile: Users Help & Tools x

Business Name: SANDAG VENDOR
Main' General Info| Public Proﬁle' Users | Commodity Codes' Contads' Employees

Certiﬁcations' Contract' Workforce CompositionfEEO' Questionnaires |

Listed are all of the users accounts for this business. To view a user's information, click the user number or name.

Add User
User Number Name Title Contact Role(s) Actions
20230379001 Davis, Sarah Certifications, Contracts, Copy
General, Insurance, Deactivate
Invoicing, Owner,

Prevailing Wage, Sales
20230379-002 Santos. David Copy

3. Edit user information.

Vendor Profile: User Information Help & Tools x

Business Mame: SANDAG VENDOR
Maml General mf0| Public F'roﬁlel Users | Commaodity Codes| Contacts | Employees

Certiications | Workforce Composition/EEC | Questionnaires |

These are the settings for the displayed user. When finished, click the Save Changes button.
Copy User

* required entry

Contact Information

Enter the user's contact information. The email address serves as the the username.

SalutationFirst Name * Last Name * Suffix
2 Sarah Davis
Email/Username * sarah@sandag.org
Title
Phone Number * 619  000-0000 Ext.
Fax Number * 619  000-0001

Select the addresses for this user. To edit or add addresses, click the General Info tab at the top of this page.

Physical * Main Address: 123 Main, San Diego, CA 90000 ~

4. Click Save Changes when done.

HOW DO | CHANGE THE COMPANY CONTACT PERSON FOR A CONTRA

1. From the Dashboard, click Contract to view a list of your contracts.

(_ G Displaying recoerds
Dashboard assigned to ¥OUr company ~
= -
= Conect (—
Home Total 1
) Cpen 1
View »
Soon to end (3 ma) i
Search » = < 90 = 90
Contract Audits Total . devm
Message > Total Audits 2 2 0

SAINDAG The contents on this page shall be subject to the use and nondisclosure legend on page i. 9
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2. Click change under the Prime Contact person you would like to change.

Vendor Profile: Contracts l-IoIpSTooh x

Business Name: SANDAG VENDOR
Main| General Inf0| Public Proﬁle| Users | Commodity Codes | Contacts | Employeesl

Ceniﬁcations| Contract | Waorkforce CompositionfEEO' Questionnaires'

Listed below are the contracts to which this vendor is assigned.

Contracts as Prime Contractor

. . Contracting Prime Award Paid
Actions Contract Number & Title Trasatetton Contact Status Dates Amount Amount
View 0000995: User Manual San Diego Sarah Davj . 6/1/2015 $100 £75

Sample Association of (change) to
Governments 9/30/2015

Number of contracts as prime: 1 $100 875

3. Select the correct Prime Contact person from the drop down.

Contracts as Prime Contractor

Actions Contract_Numher & Contr_actl_ng Prime Contact Status Dates Award Paid
Title Organization Amount Amount
View 0000999: User Manual San Diego Sarah Davis 1 incomplets 6/1/2015 $100 £75
Sample Association of  (change) audit to

Governments Sarah Davis |+ 9/30/2015

Sarah Davis
David Santos BT os prime: 1 $100 §75

4. Click Save to save the change.

Contracts as Prime Contractor

Actions Contract_Numher & Contr_acti_rlg Prime Contact Status Dates Award Paid
Title Organization Amount Amount
View 0000999: User Manual San Diego Sarah Davis 1 incomplete 6/1/2015 $100 £75
Sample Association of  (change) audit to

Governments David Santos ~ 9/30/2015
s —
Number of cofitracts as prime: 1 $100 £75

5. If the Prime Contact is not included in the drop down, they must be added to the User List first. See HOW
DO I ADD A USER FOR MY COMPANY

HOW DO | VIEW MY CERTIFICATIONS?

1. From the Navigation Menu, click View, then click My Certifications from the sub-menu.

L Dashboard Displaying records asmgn;d your company
= 5 g =
3 =5 Contract
Home Total 2
. Cpen 2
View » c
Contract Audits Total < 90 days = 90 days
My Alerts K
| Audits 41 4 37
My Contracts = = z = z
. Certifications Active Pending Renewing
My Certifications
My Concessions Status s o 0
My Contract Audits

All certifications for your company will be displayed.

SAINDAG The contents on this page shall be subject to the use and nondisclosure legend on page i. 10
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2. Click View to see a copy of your certification information.

Vendor Profile: Certifications Help & Tools x

Business Name:
Main' General Inf0| Public Proﬁle| Users | Commodity Codes | Contacts | Employeesl
Certifications ] Contract' Workforce CompositionfEED' Questionnaires'

l Submit Change Request l Request Missing Certification

Current Certifications

Type Action Effective Renewal Organization Reviewer Actions  Alert

SBE New | 25/2013 2111201 Siormia Department of General View  Add Alert
enices

DBE New 22202012 11151201 California Unified Certification —View Add Alert
Program
1 Aoonl Coynts

WHAT ARE MY RESPONSIBILITIES AS A VENDOR?

As a SANDAG consultant/contractor/subcontractor, you are responsible for the following:
1. Maintain vendor information and keep current.

2. Complete audits in a timely manner.

3. Add all subcontractors to each contract.

4. Report payments paid to all subcontractors for each contract.

5

As a prime consultant, mark the last audit for each contract as Final when all payments have been received
and reported and project is complete.

6. As asubcontractor, mark the last audit as Final when final payment has been received and you are no
longer working on the project.

SAINDAG The contents on this page shall be subject to the use and nondisclosure legend on page i. 11



VENDOR/CONSULTANT USER GUIDE JULY 2023

CONTRACTS

1. From the Dashboard, click Contract to see a list of contracts assigned to you.

L Dashboard Displaying records asmgn;d only you -
& 5 @ &
. = Contra
Home Total 1
. Cpen 1
View » =
Contract Audits Total < 90 days = 90 days
Search » Total Audits 38 2 36
M e Certifications Active Pending Renewing
Status 5 a a
Settings »

2. To view a list of all contracts assigned to your company, click the drop down menu and select your
company. Depending on who is assigned to each contract, there may or may not be a difference.

L Dashboard Displaying records asmgn;d yOUF company V
& -
= Contract
Home Total 2
. Open 2
View » =
Contract Audits Total < 90 days = 90 days
Search » Total Audits 41 4 37
M age » Certifications Active Pending Renewing
Status 5 0 0
Settings »

3. Click Contract to see a list of contracts assigned to your company.

Dashboard Displaying records assigned

to
CDntract’

YOur company

Total 2
COpen 2
Contract Audits Total < 90 days > 90 days

e N NP R i i o

4. View the list of contracts.

SAINDAG The contents on this page shall be subject to the use and nondisclosure legend on page i. 12
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HOW DO | FIND A SPECIFIC CONTRACT/TASK ORDER/JOB ORDER RK ORDER?

Contracts, Task Orders, Job Orders, and Work Orders are treated the same in CIS. Task Orders, Job Orders and,
Work Orders are listed with contracts and can be searched for in the same manner.

1. From the Search menu, click Contracts.

Lmue Dashboard Displaying records assign;d anly you .
i i . Contract
Home Total 1
) Cpen 1
View » =
Contract Audits Total < 90 days = 590 days
Search » Total Audits 38 2 36
Vendors Certifications Active Pending Renewing
Certified Vs Status 5 0 0
Contrads
Concessions
Outreach

2. Enter the contract number, Task Order, Job Order or Work Order in the Contract/Reference Number field,
or fill in other parameters.

Search: Contracts Help & Tools 3%

Usersl Vendors' Comractl Concessions | Bid Solicitations | Outreach

Search your organization's contract database. Enter information into any of the boxes below and click Search. Some parameters
are required.

l Search First 20 Matches

l Search All Matches

l Clear Form l

Search Parameters

Contract/Reference Number contraCt’ To’ JO! WO number

(Contract number, financial system reference, project number}

Contract Title

Containing Text
(Contract description, summary, notes, comments )

Contractor

@ Prime ) Subcontractor ) Either

3. Click Search all Matches. Only contracts assigned to you will be shown.

Search First 20 Matches | ‘ Search All Matches lear Form
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4. Click on a contract, Task Order, Job Order, Work Order number or title to open the Contract Management
page and view the contract.

Search: Contracts Help & Tools 3¢

Usersl \fendorsl Contracts | Concessionsl Outreach

Here's a list of the contracts that matched your search criteria. Use the sort and filter functions of the table to reduce the size of the list. You can
view more listings by using the navigation line at the bottom of the table.

Click the Transaction Number to view that Contract or the Vendor Name link to view that vendor's profile. To refine or expand your search use the
search table at the bottom of the page.

To resort, click on column tif

Contract Amount &

Contract Title Prime Contractor End Date

Status Actions

Al ~ Al ~ ALL - All -

ser Manual Sample _ SAMDAG VENDOR $131,000.00 Open View
1/31/2015

5. The Contract Management tabs show the information for the project, including: Contract Main, View
Contract, Subcontractors, Compliance Audit List, Messages, Comments and Reports.

Contract Management

Contract Main I View Comradl Subcontradorsl Compliance Audit Listl Messagesl Commemsl Reponsl

UOU0TY: User Manual sample Batus: open
Prime: SANDAG VENDOR 1/1/2013 - 1/31/2015

Current Value: $131,000

HOW DO | ADD A 1ST TIER SUBCONTRACTOR?

1. Search for the contracts either using the Dashboard or Search.

2. Select the contract.

3. View the Subcontractors tab.

Contract Management: Subcontractor List Help & Tools x

Contract Mainl View Contractl Subcontractorsl Compliance Audit Listl Messages Commentsl Reportsl

0000999: User Manual Sample Status: Open
Prime: SANDAG VENDOR 6/1/2015 - 9/30/2015
Current Value: $100

4. Scroll past current subcontractors and click on Add First Tier Subcontractor.

Subcontractor List

Inc.

. Current . Compliance Final .
Subcontractor Name Certified Award Type in Audit Pmnt Actions
Goal
|E| SANDAG TEST SUB |:_¢] $25 Sub Mo .;,] No Add Sub

Add First Tier Subcontractor _

5. Complete the Add Subcontractor form.

Vendor Information

Vendor * Click Get Vendor to select the subcontractor from the vendor database. If the subcontractor is not
in the vendor database, add the vendor to the database and then create the contract.
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Vendor Compliance
Contact *

Enter the subcontractor’s compliance contact for this contract from the drop down.

Vendor Address *

Enter the subcontractor’s address for this contract from the drop down.

Applicable Vendor Certifications

Any certifications for this vendor will be displayed here.

Subcontract Information

Subcontractor Tier *

The subcontract tier and prime consultant will be displayed.

Reference Identifier

Enter any reference information.

Contracted Percent &
Amount *

Select either:
O By Amount and enter the full amount of the subcontract, or

U By Percent and enter the subcontract percent of the prime contract amount.

Type of Participation *

Select one of the following from the drop down menu:

O Joint Venture
[ Fees & Commission Broker

[J Subcontractor
[ Supplier — Manufacturer
U1 Supplier — Regular Dealer L] Trucking & Hauling

U Supplier — Packager, Broker, Distrib.,
Wholesaler, Manuf. Rep.

[ Trucking & Hauling Brokerage

Percent of payments to be counted: % enter the percent of the subcontract value to
be counted. A traditional subcontractor will be 100%. A Supplier- Regular Dealer will be 60%. A
broker will be the amount of the broker percentage. Some percentages will auto-populate once
selected above.

Amount not to be included in award verification: $ enter

Starting Paid to Date
Amount

Leave this amount $0. All payments must be entered into CIS for the month in which they are
paid. Subcontractors must confirm these payments.

Final Amount
Adjustment/Paid
Retainage

Include in Compliance
Audits? *

Leave this blank.

Selected Yes if this subcontractor is active. If the subcontractor will not start until later in the
project, select No and be sure to include the Work Start Date below.

Count Towards
Certified Goal *

Selected Yes if this subcontractor is to be counted toward the U/DBE goal/commitment for this
contract. Be sure to select the Goal Type from the drop down menu.

Select No if this subcontractor should not be counted toward the contract goal/commitment.

Add vendor to
existing compliance
audits for this
contract? *

Select Yes if you would like to add this subcontractor to prior audits for this contract and select
the month and year. If a subcontractor is added after their work has begun, select the month and
year of the start of the subcontract work to include them in audits.

Select No if you would like to add this subcontractor to all future audits for this contract.

Final Payment Made?

Select Yes or No

Subcontract Award
Date *

Enter the award date of the subcontract.

Work Start Date

Enter the date work for this subcontractor is scheduled to begin.

Work End Date

Enter the date work for this subcontractor is scheduled to conclude.

SAINDAG
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Work Description Enter a brief description of the work the subcontractor will be providing.

Work Codes Click Add Work Codes to add NAICS codes for this subcontractor on this contract.
Additional Information

Attach File(s) Click Attach File to attach a file for this subcontract.

Comments * Enter any comments for this subcontractor.

6. Click Review.

Spell Check | | ReviewP|

7. Review the data, verifying that the data is correct. If necessary, edit data by clicking Edit.

8. When finished, click Save.

HOW DO | ADD A 2ND TIER SUBCONTRACTOR?

1. Search for the contracts either using the Dashboard or Search.

2. Select the contract.

3. View the Subcontractors tab.

Contract Management: Subcontractor List Help & Tools AL

Contrac‘[Mainl View Contrac’[l subcontractors | compliance Audit List| Messages Comments' Repor‘[sl

0000999: User Manual Sample Status: Open
Prime: SANDAG VENDOR 6/1/2015 - 9/30/2015
Current Value: $100

4. Find the 15t tier subcontractor from the list of subcontractors and click Add Sub.

Subcontractor List

Current I Compliance Final
Subcontractor Name Certified Award Type G:Jnal Audit Pmnt Actions
|i| SANDAG TEST SUB |;,_] %25 Sub No ;,I MNo Add Sub

5. Complete the Add Subcontractor form.

Vendor Information

Vendor * Click Get Vendor to select the subcontractor from the vendor database. If the subcontractor is not
in the vendor database, add the vendor to the database and then create the contract.

Vendor Compliance

Enter the subcontractor’s compliance contact for this contract from the drop down.
Contact * P 4 f P

Vendor Address * Enter the subcontractor’s address for this contract from the drop down.

Applicable Vendor Certifications

Any certifications for this vendor will be displayed here.

Subcontract Information
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Subcontractor Tier *

The subcontract tier and prime consultant will be displayed.

Reference Identifier

Enter any reference information.

Contracted Percent &
Amount *

Select either:
O By Amount and enter the full amount of the subcontract, or

U By Percent and enter the subcontract percent of the prime contract amount.

Type of Participation *

Select one of the following from the drop down menu:

[ Joint Venture

[J Fees & Commission Broker

[J Subcontractor
[ Supplier — Manufacturer
1 Supplier — Regular Dealer O Trucking & Hauling

[J Supplier — Packager, Broker, Distrib.,
Wholesaler, Manuf. Rep.

O Trucking & Hauling Brokerage

Percent of payments to be counted: % enter the percent of the subcontract value to
be counted. A traditional subcontractor will be 100%. A Supplier- Regular Dealer will be 60%. A
broker will be the amount of the broker percentage. Some percentages will auto-populate once
selected above.

Amount not to be included in award verification: $ enter

Starting Paid to Date
Amount

Leave this amount $0. All payments must be entered into CIS for the month in which they are
paid. Subcontractors must confirm these payments.

Final Amount
Adjustment/Paid
Retainage

Include in Compliance
Audits? *

Leave this blank.

Selected Yes if this subcontractor is active. If the subcontractor will not start until later in the
project, select No and be sure to include the Work Start Date below.

Count Towards
Certified Goal *

Selected Yes if this subcontractor is to be counted toward the U/DBE goal/commitment for this
contract. Be sure to select the Goal Type from the drop down menu.

Select No if this subcontractor should not be counted toward the contract goal/commitment.

Add vendor to
existing compliance
audits for this
contract? *

Select Yes if you would like to add this subcontractor to prior audits for this contract and select
the month and year. If a subcontractor is added after their work has begun, select the month and
year of the start of the subcontract work to include them in audits.

Select No if you would like to add this subcontractor to all future audits for this contract.

Final Payment Made?

Select Yes or No

Subcontract Award
Date *

Enter the award date of the subcontract.

Work Start Date

Enter the date work for this subcontractor is scheduled to begin.

Work End Date

Enter the date work for this subcontractor is scheduled to conclude.

Work Description

Enter a brief description of the work the subcontractor will be providing.

Work Codes

Attach File(s)

Click Add Work Codes to add NAICS codes for this subcontractor on this contract.

Additional Information

Click Attach File to attach a file for this subcontract.

Comments *

Enter any comments for this subcontractor.

SAINDAG
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6. Click Review.

Spell Check | ‘ Reviewﬁ

7. Review the data, verifying that the data is correct. If necessary, edit data by clicking Edit.

8. When finished, click Save.
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AUDITS

Once a contract is entered into the system, an audit is generated on a monthly basis to track payments to the
prime and any subcontractors. The following image represents the audit process.

The prime logs into the
system and reports
payments to all
subcontractors for that
month.

Prime receives an email
day o 0 indicating there is an
triggers the audit. audit to which they must

respond.

The audit is complete for Subcontractors log into
the period. The cycle the system and confirms
continues each month the payment(s) made to
until the contract is them by the prime(s) for
complete. that month.

Subcontractor receive an
email indicating there is
an audit to which they
must respond.

If the prime has no subcontractors, the prime will not receive a notice of an outstanding audit. An audit will still
be created, but it will only show the payment from SANDAG to the prime, as applicable.

If the prime did not pay a subcontractor that month, the prime will still need to enter S0 for each subcontractor
that was not paid for that month.

Primes do not need to confirm amounts paid by SANDAG. However, SANDAG recommends that all primes, as a
matter of good practice, to log into the system to check the status of payments and verify accuracy.
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AUDITS: PRIME CONTRACTOR

HOW DO | REPORT PAYMEN BCONTRACTOR(S)?

1. There are two ways to access the audit and report payments to subcontractors.

a) You can log into the system and go directly to the audit by clicking on the link in the email audit notice,
shown below.

SANDAG =sandag@sbdbe.com=> 3:51 PM (2 minutes ago)
to me [~

San Diego Association of Governments June 2015 Prime Contractor Contract Compliance Monitoring Report

Contract: User Manual Sample

Prime Contractor: SANDAG VENDOR

Contract Number: 0000999

Audit Time Period: June 2015

Contract Compliance Officer: Sarah Davis, (E) sdavis@acapsenices.com, (P) 916-728-1415

Dear

The Small Business Development Department monitors participation on all San Diego Association of Governments contracts with
goals. To assist our office in the monitoring process, please login to your account in the Diversity in Small Contractar
Opportunities Compliance System and provide the requested subcontractor payment information for June 2015,

If you have received this notice, then you are currently listed as a PRIME contractor on an active San Diego As
Governments contract. You are required to respond to this notice with the payment information request

To view the audit notice and respond, visit: https//sandag. sbdbe. com/?GO=397&TID=3418012
To view all audit notices, visit: https://sandag sbdbe com/?GO=753&TID=3418012

PLEASE REFER TO THE BOTTOM OF THIS NOTICE FOR ADDITIONAL HELP

This will take you to the log in page.
After logging into the system, you will be taken directly to the audit.

b) You can also log directly into CIS and access the audit from the Dashboard. Click the number next to
Incomplete Audits to view a list of outstanding audits.

Dashboard Displaying records assigned to vour company -
Contract
Total 1
Open 1
Soon to end (3 mo) 1
Contract Audits Total < 90 days = 90 days
Total Audits 2 o
Incomplete Audits » 1 * ]
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Click on Incomplete to view the audit and report payments to subcontractors.

Contract Audits Help & T *_

Messagesl Contract Audits | Bid Solicitations | Qutreach

Displays all audits. Click the transaction number or status to view. To view older audits, select a different time 5
period in the Audit Period drop down menu. To display only incomplete audits. select a different status in the Show ALL Incomplete Audits
Current Status drop down menu. Results may be listed on multiple pages.

[7] Show ONLY records assigned to you
1 - 1 of 1 records displayed: Previous Page < Page 1 v > Next Page Records per page 20 =
Refresh Table

To resort click on column title. To filter click on the drop down menu.

Paid

Status Audit Period Contract Number & Title Organization to
Prime

Incomplete - - Al o~ All -
Incomplete 5 0000999: User Manual Sample San Diego Association of $25.00
Governments

2. Click on the Report # subcontractor payment link to report subcontractor payments for the month.

Compliance Audit: Audit Notice for July 2015 Help & Tools 3¢

Contract Main' Wiew Contrad' Subcontrac‘iors' Compliance Audit List| Messages' Comments | Reponsl

0000999: User Manual Sample Status: Open
Prime: SANDAG VENDOR 6/1/2015 - 5/30/2015
Current Value: $100

This is an audit notice for the contract listed below. Submit a response for each item listed below by clicking each link in the Audit
Actions table. It is possible that some actions are not available at a specific time due to pending reports from other contractors.

Audit Information

Time Period July 2015
Date & Time Posted Local: 8/11/2015 5:49:22 PM CDT
System: 8/11/2015 5:49:22 PM CDT

Submit a response for each item listed below by clicking each link. It is possible that some actions are not available at a specific time. As
the prime contractor your responsibility is to report payments made to subcontractors.

Audit Actions

Action Required & Response Due Date

Category
Prime Contractor Report 1 subcontractor payment due by 91072015
audit lock on 10/10/2015

3. If all payments from SANDAG have been received by the prime and all payments to all subcontractors have
been received and confirmed by all subcontractors, mark the audit as final to stop audits from continuing.

Compliance Audit: July 2015 Help & Tools ﬁ

Contract Main' Wiew Contradl Subcontradors' Compliance Audit List| Messages | Commentsl Reponsl

0000999: User Manual Sample Status: Open
Prime: SANDAG VENDOR 6/1/2015 - 9/30/2015
Current Value: $100

Listed are subcontractors assigned to this contract. Click the links to the right of the vendor's name to submit or edit a response. You
must submit data on each subcontractor to complete the audit.

Audit Information

Audit Response Status Not complete
1 sub response to be submitted

Reporting deadline is 9/10/2015
Audit will be locked 10/10/2015

Audit Period July 2015

Payment to Prime $25.00
Marked As Final Audit? No (mark audit as ﬁnal}_

21

The contents on this page shall be subject to the use and nondisclosure legend on page i.

SAINDAG



VENDOR/CONSULTANT USER GUIDE JULY 2023

4. Click Submit Response to report each subcontractor payment.

Subcontractor Payments for July 2015

Inc. Paid _ Total To
Subcontractor Certified Type in Actions Amount in B July Frnileres Loeiel

Goal July 2015 by Sub Goal Percent

SANDAG TEST SUB ©  Sub No  Submit P $10.00  25.000% 13.333%
Sarah Davis Response eported

sarahd220@gmail.com

Click subcontractor name to view payment history for this contract. Click contact person's name to send them a message.

5. Enter the amount paid, payment date, and prompt payment for the audit month and any additional
details.

Audit Information

Enter the audit amount for the designated time period. You can attached files or add comments, if necessary.
Amount PAID for December 2015 *# g

»> Do NOT enter invoice amount.

Payment Date *

==> Enter payment date if you made a payment for December2015
== |[f multiple payments weare made, enter the date of the first payment.
Prompt Payment? * »> Select a choice below ifyou made a paymant for December 2015
Yes - the subcontractor was paid within 10 days of payment from SANDAG
Ma - the subcontractor was not paid within 10 days of payment from SANDAG
M4 - we cannot determine if the subcontractor was paid promptly.

Payment Detail Enter details of PAID check numbers (or ACH references) and amounts for December 2015. This
information is optional but will speed up the confirmation process.

6. Click Review and Save to complete.

Spell Check | | Reviewh]

7. To enter amounts for all subcontractors:
e Click Submit ALL Incomplete Records.

Mark 6 Remaining Subcontractors as Zero Mark Audit as Final |

Submit ALL Incomplete Records Report Errar |
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e Enter payment details for all subcontractors.

Subcontractor Payment Information
Total Payment Date
Through Payment for & Prompt .
Subcontractor November Fororiber oo AT Payment Details & Comments
2015 2015 10 days)
|I| APW Construction, Inc. dba Ace Fence Co. £0.00 Mot included in audit
Payment
|I| Detail: P Dacs
Elue Iron, Inc. 0,00 § |
Y n /A Comments: P
E DIVERSIFIED LANDSCAPE CO. £0.00 Mot included in audit
Payment
Detail: - Docs
E FIRST FUEL, INC. £0.00 & =
v n WA comments: i

e C(lick Save to save the payment data.

Save to Vendor List

8. To enter all subcontractor payments for this month as $0, click Mark X Remaining Subcontractors as Zero.

Mark & Remaining Subcontractors as Zernh Mark Audit as Final |

Submit ALL Incomplete Records | ReportError |

WHAT IF MY SUBCONTRACTOR REPORTS A DIFFERENT PAYMENT AMOUNT?

If your subcontractor reports a different amount paid for an audit period, an audit discrepancy will be initiated.
You will be notified of the discrepancy by email immediately.

1. From the Dashboard, click the number corresponding to Audit Discrepancies.

Q— Dashboard Displaying records assigned to  vour company
& =5 [ S Contract

Total 1
Home

Cpen |
View » Soon to end (3 mo) 1
o Contract ﬁf.udits Total < 90 days = 90 days

Total Audits 2 2 ]
Message » Audit Discrepancies » LN o
Settings »
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2. This will display a list of audit discrepancies. Click on the discrepancy to view.

Contract Audits *K‘Wx

Messages' Contract Audits | Bid Solicitations' Outreach'

Displays all audits. Click the transaction number or status to view. To view older audits, i
select a different time period in the Audit Period drop down menu. To display only ‘ Show ALL Incomplete Audits ‘
incomplete audits, select a different status in the Current Status drop down menu.
Results may be listed on multiple pages.

[] Show ONLY records assigned to you

1 - 1 of 1 records displayed: Previous Page <Page 1 ~ > Next Page Records per page 20 -

To resort click on column title. To filker click on the drop down menu. Refresh Table

Status Audit Period Contract Number & Title Organization l?r'i—crlnt:
Discrepancy ~ All - Al - All -
1 Discregancy__ 0000999 User Manual Sample San Diego Association | $3,000.00
of Governments

3. Scroll down to Audit Action and click on Resolve 1 discrepancy to view.

Audit Actions
Category Action Required & Response Due Date
Prime Contractor Resolve 1 discrepancy

4. Scroll down to the Subcontractor Payment section. Click on Resolve Discrepancy in the audit details.

Subcontractor Payments for June 2015

Inc FELL Total To
Subcontractor Certified Type in  Actions i_\mount Confirmed June Contract Actual
in June by Sub Goal Percent
Goal 2015
2015
SANDAG TEST SUB (V] sub (@ VMiew Edit $200.00 Rejected $200.00 0.250% 6.667%
Sarah Davis 100% pge Resolve
Discrepancy

Click subcontractor name to view payment history for this contract. Click contact person’s name to send them a message.
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5. Review the Original Audit Data Reported, including amounts reported by prime and subcontractor.

Compliance Audit: Discrepancy Resolution

I'.'Iainl View' Setting,s' Suhsl Dncsl Change Orders & Task 0rder5| Alertsl Cnmmentsl I'.'Iessagesl Clusenm'

Compliance Audit List' Compliance Audit Summaryl Compliance Audit FYl Rwiewsl Site Visits' Repurts'

0000999: User Manual Sample Status: Open
Prime: SANDAG VENDOR Current Award: $100
6/1/2015-9/30/2015 Goal: 0.00% Total Paid: $200

% Cradit: 0.00% For Cradit:  $0

Adiscrepancy has been repaorted for this audit for the listed time period. Ifthe audit is pending a response, click the Resolve
Discrepancy button to submit information.

l Resolve Discrepancy I l June 2015 Audit ‘ l Subcontractor Payment History ‘

Discrepancy Resolution

Status Awaiting prime and subcontractor response.

Audit Information
Audit Time Period June 2015
Audit Number 01480467-002

Original Audit Data Reported

Amount Reported by Prime $200.00 NOT included in Goal (change)
Amount Reported by Subcontractor $20.00

Payment Date (Prime Repored) 62012015

Payment Date (Sub Reported) 62012015

Prompt Payment? (Prime Reported) Yes - paid within 10 days

Prompt Payment? (Sub Reported) Yes - paid within 10 days

Waoark Performed (reparted by Paid $80.00 for INV #099-1. Check #584268 dated 6M15/2015
subcontractor)

Subcontractor Private Comments Paid different amount

Discrepancy Resolution Data Reported

Mew Amount Reported by Prime No response yet.

Mew Amount Reported by
Eubcontractor

No response yet.

6. Click Resolve Discrepancy to provide your response.

Resclve Dsuepanqhm |
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7. Enter additional detail of the payment as a response to the subcontractor. Include a copy of the check(s)
and add notes.

Compliance Audit: Discrepancy Resolution Help & Tools #

Contract Mainl View Contradl Subcontradorsl Compliance Audit List | Messages | Comments | Reponsl

0000999: User Manual Sample Status: Open
Prime: SANDAG VENDOR 6/1/2015 - 9/30/2015
Current Value: $10,000

A discrepancy has been reported for this audit for the listed time period. If the audit is pending a response, click the Resolve
Discrepancy button to submit information.

Audit Notice

Resolve Discrepancy l

Select a resolution option, enter comments if needed, and click Save Response. You can respond to this discrepancy
notice once. Further changes must be processed by the compliance officer.

Discrepancy Resolved? * (©) The $200.00 originally reported by the prime is cormect.
(©) The $0.00 originally reported by the subcontractor is correct.
) None of the amounts are correct. The amount should be 5

Public Comments These comments are visible to the compliance officer and the prime contractor.
Private Comments These comments are visible ONLY to the compliance officer.

Attach File(s) Attach File

Confirmation Send me confirmation of my response.

8. Once complete, a notice will be sent to the subcontractor for further review.

9. Once an agreement is reached, the audit discrepancy will be closed.

HOW DO | VIEW AN AUDIT FOR A SPECIFIC CONTRACT?

1. Search for a contract either using the Dashboard or Search. Select the contract and click on the
Compliance Audit List tab.

Contract Management: Compliance Audit List Help & Tools x

Contract Mainl View Contrac‘[l Subcontradorsl Compliance Audit List | Messages Commentsl Repor‘[sl

0000999: User Manual Sample Status: Open
Prime: SANDAG VENDOR 6/1/2015 - 9/30/2015
Current Value: $100
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2. Click View Audit to open the audit detail. Incomplete audits will be shown in red under Status.
Help & Tools 3¢

Contract Management: Compliance Audit List

Contract Main| View Contradl Subcontrac’[ors' Compliance Audit '—iStl Messages' Comments' Repoﬂs'

0000999: User Manual Sample Status: Open

Prime: SANDAG VENDOR 6/1/2015 - 9/30/2015
Current Value: $100

Compliance Audit List
Audit Period Status Paid to Prime __Audit Date Posted  Actions
Reference
July 2015 Incomplete 52500 View Audit
June 2015 Completed $50.00 811/ View Audit

3. Click View audit responses to see a summary of the audit and individual subcontractor payments.
Help & Tools 3%

Compliance Audit: Audit Notice for June 2015

Contract Main' View Contradl Subcontradors' Compliance Audit List| Messages | Comments' Reponsl

0000999: User Manual Sample Status: Open

Prime: SANDAG VENDOR 6/1/2015 - 9/30/2015
Current Value: $100

This is an audit notice for the contract listed below. Submit a response for each item listed below by clicking each
link in the Audit Actions table. It is possible that some actions are not available at a specific time due to pending

reports from other contractors.

Audit Information

Time Period June 2015
Date & Time Posted Local: 8/11/2015 5:49:18 PM CDT
System: 8/11/2015 5:49:18 PM CDT
Submit a response for each item listed below by clicking each link. It is possible that some actions are not available

at a specific time. As the prime contractor your responsibility is to report payments made to subcontractors.

Audit Actions
Action Required & Response Due Date

Category

Prime Contractor

View audit response
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4. View the audit.

Compliance Audit: June 2015 Help & Tools
Contract Mainl View Cu-ntractl Subcuntraciu-rsl Compliance Audit Listl Mezzages Cu-rnmentsl Repurtsl

0000999: User Manual Sample Status: Open
Prime: SANDAG VENDOR 6/1/2015-9/30/2015

Current Value: $100

Listed are subcontractors assigned to this contract. Click the links to the right of the vendor's name to submit or edit a response. You must
submit data on each subcontractor to complete the audit.

Audit Information

Audit Response Status Complete
Audit Period June 2015
Paymentto Prime $50.00
Marked As Final Audit? Ho (mark audit as final)
Audit Summary - Total Contract Through TODAY (8/12/2015)
Avard Payments Difference

] Parcent (RS Parcant (Payments - Award)
Prime Contract $100.00 $75.00
For Credit $0.00 0.000% $0.00 0.000% Goal matched
For Credit to DBE Goal $0.00 0.000% $0.00 0.000% Goal matched
For Cradit to SB Goal $0.00 0.000% $0.00 0.000% Goal matchead
For Cradit to UDBE Goal $0.00 0.000% $0.00 0.000% Goal matchead
For Credit Progress I

Avard values may not match due to differences betwean overall contract geal and subcontractor assignments.

Mark Audit as Final ‘

l Mark 0 Remaining Subcontractors as Zero

l Submit ALL Incomplete Records | l Report Error

Subcontractor Payments for June 2015

Inc. Paid
Confirmed Total T Contract Actual
Subcontractor Certified Type in Actions Amountin I:vl.‘;'ub P 2“:5 n ral Peﬂ:l::nt
Goal June 2015
m SANDAG TEST SUB '\,;.;' Sub Mo View Edit £20.00 '\‘;f:l £20.00 23.000% 40.000%

Sarah Davis
sarahd220@gmail.com

Click subcontractor name to view payment history for this contract. Click contact person's name to send them a message.

HOW DO | VIEW THE CONTRACT GOAL/COMMITMENT ATTAINMENT?

1.
2.
3.

Search for the contract either using the Dashboard or Search.
Select the contract.

View the Compliance Audit List tab.

Contract Management: Compliance Audit List

Confract Main' View Contraci' Subcontradors' Compliance AuditList | Messages Comments' Repor‘[s'

0000999: User Manual Sample Status: Open
Prime: SANDAG VENDOR 6/1/2015 - 9/30/2015
Current Value: $10,000
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4. Click View Audit for the most recent month.

Compliance Audit List

Audit Period Status Paid to Prime  Audit Reference  Date Posted Actions
July 2015 Completed $4.500.00 8/11/2015 View Audit
June 2015 Completed $3.000.00 8/111/2015 View Audit

5. Click View audit response to view more information.

Audit Actions
Category Action Required & Response Due Date
Prime Contractor View audit response

6. The Audit Summary- Total Contract Through TODAY section will display the following information:

Current contract award amount
for the prime and the amount
committed for goal, expressed in

Committed goal Summary of payments to
percentage, the prime and the amount

e of goal attainment
overall and by of goal participation
both dollars and as a percentage goal type overall and by goal type overall and for each

credit. includina by aoal tvpe goal type

Current percentage

Audit Summary - Tota! Contract Through TODAY (8/12/2015)
\\/
Award Payments Difference

RLER Percent FENIELE Percent (Payments - Award)
Prime Contract $10,000.00 $7,500.00
For Credit $1,000.00 10.000% $875.00 11.667% 1.667% abowve goal
For Credit to DBE Goal %1,000.00 10.000% $875.00 11.667% 1.667% above goal
For Credit to 5B Goal $0.00 0.000% $0.00 0.000% Goal matched
For Credit to UDBE Goal %0.00 0.000% %0.00 0.000% Goal matched
Contract Progress
For Credit Progress i
Award values may not match dbu!tn differences betweenWtract goal and subcontractor assignments.

y 4 B

Percentage of the contract Percentage of the committed Amount by which goals

award that has been paid goal amount that has been are or are not being met
to the orime paid to subcontractors

The Audit Summary compares the awarded amounts to the actual payments. The % Credit percentage is the
U/DBE commitment achieved to date based on payments made.

WHAT TYPES OF AUDIT NOTIFICATIONS WILL | RECEIVE?

The system will send you the following email notices:

1. Initial Audit notice
The Initial Audit notice will be sent on the first of every month to alert you to the creation of a new audit.
This is your notice to report any payments to subcontractors for this month. All audits should be
completed within 15 days. After 30 days the audit response is PAST DUE.
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2. REMINDER- Contract Monitoring Notice
The Reminder notice will alert you that you have not yet completed an outstanding audit and you need to

do so soon.

3. Unresponsive Subcontractors Notice
The Unresponsive Subcontractors notice will alert you to an outstanding audit that your subcontractor has
not yet completed.

4. Discrepancy notice
The Discrepancy notice will alert you to a discrepancy in the amount you entered for a subcontractor

payment and the amount the subcontractor entered as received.
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AUDITS: SUBCONTRACTOR

1. Once the prime contractor enters the payment amount for your subcontract for this audit period, a
Contract Monitoring email notice will be sent to you alerting you to a new audit. You can go directly to the
audit by clicking on the link in the email audit notice.

SANDAG <sandag@sbdbe.com>= 11:31 AM (1 hour ago)

to me |~

San Diego Association of Governments July 2015 Subcontractor Contract Compliance Monitoring Report

Contract: User Manual Sample

Prime Contractor: SANDAG VENDOR

Contract Number: 0000999

Audit Time Period: July 2015

Contract Compliance Officer: Sarah Dawvis, (E) sdavis@gcapsenices.com, (FP) 916-728-1415
Reference: N/A

Dear Sarah Davis,

The Small Business Development Department monitors participation on all San Diego Association of
Governments contracts with goals. To assist our office in the manitoring process, please use the link below to
provide the requested subcontractor payment information for July 2014,

If you have received this notice, then you are currently listed as a SUBCONTRACTOR. on an active San Diego
Association of Governments contract. You are required to respond to this notice with the payment information
requested.

To respand, visit: httos;..f..fsandau.sbdbe.com..fca.aso?Code:GDmWSBF&P|N:TGchm3_

Audit Code: GDTAWSEBF
Audit PIN: TGCZGTM3

To view all audits on this contract, visit: https://sandag.sbdbe com/?G0O=753&TID=3418013

2. You have 2 methods by which you can verify your subcontract payment.

3. Option 1is Rapid Reporting. Click Use this method under Option 1 to use Rapid Reporting.

Option 1 - Rapid Reporting
Use Audit Code and PIN from notification to enter payment information.

« Best for reporting one contract at a time

+ Does not require login

» Cannot edit previously reported information
+ Cannot attach files

Use this method » _

SAINDAG The contents on this page shall be subject to the use and nondisclosure legend on page i. 31



JULY 2023

VENDOR/CONSULTANT USER GUIDE

e [f you clicked on the link from the email, the Access Verification will automatically appear. Click on

Submit to respond to the audit.

Option 1 - Rapid Reporting
Use Audit Code and PIM from notification to enter payment information.

« Best for reparting one contract at a time

« Does not require login
= Cannot edit previously reported information
e Cannot attach files

Use this method »
Access Verification

Enter the Audit Code and Audit PIN from the notification in the field
below and click Submit. The Code and PIN are not case sensitive.

Audit Code: HDRAWSZZ
Audit PIN: GTWBH7MZ

e C(Click Confirm payment received to confirm the payment.

San Diego Association of Governments

L! DAG Diversity in Small Contractor Opportunities Compliance System
Back

You are reporting information on behalf of Sarah Davis of SANDAG TEST SUB. If you are not Sarah Davis please log into your own account
or [equest a new user account.

Audit Information

Contract Number 0000999

Contract Title User Manual Sample
Prime Contractor SANDAG VENDOR
Audit Time Period July 2015

Date & Time Posted 8172015

Submit a response for each item listed below by clicking each link. It is possible that some actions are not available at a specific time. As a
subcontractor your responsibility is to confirm payments made to you by the prime or higher level subcontractors.

Compliance Audit Actions

Category
Tier 1 Subcontractor to SANDAG VENDOR Sub: Confirm payment received due by 9/11/2015
audit lock on 10/11/2015

Action Required & Response Due Date
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e Select Correct if the amount reported by the prime consultant is correct. If amount reported by the
prime is incorrect, please see WHAT IF THE AMOUNT THE PRIME CONSULTANT REPORTED IS
INCORRECT?

Compliance Audit: Subcontractor Response Help & Tools

Mainl \-’iewl Seﬂingsl Subsl Ducsl Change Orders & Tazk Ordersl Alertsl Cummentsl Messagesl Cluseuutl
Compliance Audit Listl Compliance Audit Su mmaryl Compliance Audit FYI Reviewsl Site Vls'rtsl Repurts'

0000999: User Manual Sample Status: Open
Prime: SANDAG VENDOR Current Award:  $100
6/1/2015-9/30/2015 Goal: 0.00% Total Paid: $7,500

% Credit: 0.00% For Credit: $0

This compliance audit requires that the amount reported by SANDAG VENDOR on this contract be )
confirmed or rejected. Fill in the form and click Review. View Payment History

* required entry

Audit Information Prime Information

Audit Time Period July 2015 Prime Contractor SANDAG VENDOR
Prime Vendor Number 20230379

Previous Payment Information

Total Through July 2015 $875.00 Prime Payment Information

$4,500.00 by San Diego Association

Amount Paid TO Prime for July 2015 of Governments to SANDAG VENDOR

Audit Information
Amount Reported by the prime contractor for July 2015 as PAID to You

Confirm Reported Amount? *
1 Correct -the amount reported by the prime contractor as PAID to us is correct (5675.00).

Show all options
and fields
“ Incorrect - the amount reported by the prime contractor as PAID to us is not correct.

e Enter the date the payment was received, whether it was paid within the prompt payment policy, and
describe the work performed.

Audit Information
Amount Reported by the prime contractor for July 2015 as PAID to You

Confirm Reported Amount? *
@ Correct - the amount reported by the prime contractor as PAID to us is correct ($675.00).

Show all options

and fields 1. Payment Date: * (mm/ddiyyyy)

¢ If multiple payments were received, enter the date of the first payment.

2. Were you paid in accordance with the organization's prompt payment policy? *

" Yes - we were paid within 10 days ofthe prime being paid.
~1 Mo -we were not paid within 10 days of the prime being paid.
_) MiA - we cannot determine if we were paid promptly.

3. Detail the work you performed for this payment: *

' Incorrect - the amount reported by the prime contractor as PAID to us is not correct.
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e Indicate if this payment is your final payment on this contract. Please note, only indicate a final
payment if you have no outstanding invoices and will have no further invoices on this contract.

Final Payment? *

() Ma - our work on this contract continues.

) Yes - this is our last payment for this contract.

) MIA -we have not begun work on this project or we have not been paid yet for our work.

e You may attach any files applicable to this payment and any comments.

Attach File

These comments are visible to the compliance officer and the prime contractor.

Antach File(s)

Public Comments

Private Comments

These comments are visible ONLY to the compliance officer.

e Since this method uses the Rapid Reporting option and you did not log into the CIS system, you will
need to verify your identity by using an electronic signature.

For your eSignature, type your full, legal name as your signature, your position/title, organization, and today's date.

eSignature

Your Full Name *
Your Position/Title *
Your Organization * SANDAG TEST SUB

Today's Date * 8/13/2015 (mm/ddlyyyy)

Confirmation Send a confirmation of my response. Message will be sent to the user assigned to this record.

| am submitting this form with information that | understand to
be correct and accurate.

l Cancel

l Save l Spell Check

e When complete, check the box to verify the accuracy of the information provided and click Save.

4. Option 2 is Login and Report. Click Use this Method under Option 2 to login and report your payment.

Option 2 - Login and Report

Login using your usemame and password to report requested information.
» Best for reporting information for multiple contracts at the same time
« Allows editing of reported information

« Can attach files

Use this method »
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e C(lick Login to log into CIS with your username and password.

Option 2 - Login and Report

Login using your username and password to report requested information.
+ Best for reporting information for multiple contracts at the same time
+ Allows editing of reported information

+ Can attach files

Use this method »

After logging in, you wi
password remind

irected to the audit. If you do not know your usemame, or need a
n lookup your user account.

Lookup User Account

e You can view incomplete audits from your Dashboard. Click the number corresponding to the
Incomplete Audits to view.

Dashboard Displaying records assign;d your company
Contract
Total 1
Cpen 1
Soon to end (3 mo) 1
Contract Audits Total < 90 d days
Total Audits 2 2 o
Incomplete Audits » 1 1 o

e C(Click Incomplete to view the audit and verify your payment.

Contract Audits Help & Tools %

Messages| Contract Audits | Bid Solicitations' Dutreach'

Displays all audits. Click the transaction number or status to view. To view older audits, :
select a different time period in the Audit Period drop down menu. To display only l Show ALL Incomplete Audits ]
incomplete audits, select a different status in the Current Status drop down menu.
Results may be listed on multiple pages.

[7] Show ONLY records assigned to you
1 - 1 of 1 records displayed: Previous Page < Page 1 ~ = Next Page Records per page 20 -

To resort click on column title. To filter click on the drop down menu. Refresh Table

Status Audit iod Contract Number & Title Organization ?rli—trlnteo
Incomplete - > Al - All -
Incomplete July 2015 0000959; User Manual Sample San Diego Association  $4,500.00
of Governments
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e Click Confirm payment received to verify your payment.

Compliance Audit: Audit Notice for July 2015 Help & Tools ¥

Contract Main' View Contrad' Subcontrac’fors' Compliance Audit List| Messages I Comments | Reportsl

0000999: User Manual Sample Status: Open
Prime: SANDAG VENDOR 6/1/2015 - 9/30/2015
Current Value: $10,000

This is an audit notice for the contract listed below. Submit a response for each item listed below by clicking each link in the
Audit Actions table. It is possible that some actions are not available at a specific time due to pending reports from other

contractors.

Audit Information

Time Period July 2015

Date & Time Posted Local: 81172015 5:49:22 PM CDT

System: 8/11/2015 5:49:22 P CDT

Submit a response for each item listed below by clicking each link. It is possible that some actions are not available at a
specific time. As a subcontractor your responsibility is to confirm payments made to you by the prime or higher level
subcontractors.

Audit Actions
Category Action Required & Response Due Date
Tier 1 Subcontractor to SANDAG VENDOR Sub: Confirm payment received due by 9/11/2015

audit lock on 10/11/2015

e Select Correct if the amount reported by the prime consultant is correct. If amount reported by the
prime is incorrect, please see WHAT IF THE AMOUNT THE PRIME CONSULTANT REPORTED IS

INCORRECT

Compliance Audit: Subcontractor Response

I'u'Iainl Viewl Seﬂings' Subs' Dncs' Change Orders & Task Ordersl AIerts' Cnmments' Messages' CIuseu-ut'

Compliance Audit Listl Compliance Audit Summaryl Compliance Audit FY| Reviewsl Site \-’ls'rtsl Repurtsl

0000999: User Manual Sample Status: Open
Prime: SANDAG VENDOR Current Avard:  $100
6/1/2015 - 9302015 Goal: 0.00% Total Paid: $7,500

%% Credit: 0.00%& For Credit: $0

This compliance audit requires that the amount reported by SANDAG VENDOR on this contract be )
confirmed or rejected. Fill in the form and click Review. View Payment History

* required entry

Audit Information Prime Information

Audit Time Period July 2015 Prime Contractor SANDAG VENDOR
Prime Vendor Number 20230379

Previous Payment Information

Total Through July 2015 $875.00 Prime Payment Information

) ) $4,500.00 by San Diego Association
Amount Paid TO Prime for July 2015 of Governments to SANDAG VENDOR

Audit Information
Amount Reported by the prime contractor for July 2015 as PAID to You

$675.00

Confirm Reported Amount? *

~) Correct - the amount reported by the prime contractor as PAID to us is correct (5675.00).
Show all options
and fislds

~ Incorrect - the amount reported by the prime contractor as PAID to us is not comrect.
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e Enter the date the payment was received, whether it was paid within the prompt payment policy, and
describe the work performed.

Audit Information
Amount Reported by the prime contractor for July 2015 as PAID to You

$675.00
Confirm Reported Amount? *

@ Correct - the amount reported by the prime contractor as PAID to us is correct ($3675.00).

Show all options

and fields 1. Payment Date: * (mmiddiyyyy)

¢ If multiple payments were received, enter the date of the first payment

2. Were you paid in accordance with the organization's prompt payment policy? *

) Yes - we were paid within 10 days of the prime being paid.
() Mo -we were not paid within 10 days of the prime being paid.
() MIA - we cannot determineg if we were paid promptly.

3. Detail the work you performed for this payment: *

() Incorrect - the amount reported by the prime contractor as PAID to us is not correct.

e Indicate if this payment is your final payment on this contract. Please note, only indicate a final
payment if you have no outstanding invoices and will have no further invoices on this contract.

Final Payment? *
) Mo - our work on this contract continues.
) Yes -this is our last payment for this contract.

() MIA -we have not begun work on this project or we have not been paid yet for our wark.

e You may attach any files applicable to this payment and any comments. You may also send a
confirmation of your response to your email.

Attach File

Theze comments are visible to the compliance officer and the prime contractor.

Attach File(s)

Public Comments

Private Comments

Thesze comments are visible ONLY to the compliance officer.

Confirmation Send me confirmation of my response.

e When complete, check the box to verify the accuracy of the information provided and click Save.

| am submitting this form with information that |
understand to be correct accurate.

Save Spell Check ‘ ‘ Cancel |
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WHAT IF THE AMOUNT THE PRIME CONSULTANT REPORTED IS INCORRECT?

1. After using either the Rapid Reporting or Login and Report method for viewing the audit, select Incorrect
in the Confirm Reported Amount section.

Audit Information
Amount Reported by the prime contractor for July 2015 as PAID to You

$675.00

Confirm Reported Amount? *
() Correct - the amount reported by the prime contractor as PAID to us is correct ($675.00).
Show all options

and fields
—':' Incorrect - the amount reported by the prime contractor as PAID to us is not correct.

2. Select either no payment or a different amount.

Confirm Reported Amount? *
() Correct - the amount reported by the prime contractor as PAID to us is correct (3675.00).

Show all options

and fields
@ Incorrect - the amount reported by the prime contractor as PAID to us is not correct.

O We received no payment in July 2015.
O We were paid a different amount in July 2015 than reported (5675.00).

3. If you received a different amount than the prime reported, enter the amount you actually received and a
brief description of the work performed.

Confirm Reported Amount? *
() Correct - the amount reported by the prime contractor as PAID to us is correct (5675.00).

Show all options

and fields
@ Incorrect - the amount reported by the prime contractor as PAID to us is not cormrect.

O We received no payment in July 2015.
© \We were paid a different amount in July 2015 than reported ($675.00).

1. Enter the amount you actually received from the prime contractor in July 2015: *

5

2. Detail the work you performed for this payment: *

4. Indicate if this payment is your final payment on this contract. Please note, only indicate a final payment if
you have no outstanding invoices and will have no further invoices on this contract.

Final Payment? *
(0 Mo - our work on this contract continues.
() Yes - this is our last payment for this contract.
() NI& - we have not begun wark on this project or we have not been paid yet for our work.
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5. You may attach a copy of the invoice or check by clicking Attach File. It is recommended that you also

include check numbers, check amounts (if multiple checks were received), and check dates. This will help
the prime verify your amount.

Attach File

These comments are visible to the compliance officer and the prime contractar.

Check #49852 received on 7/08/2015 for $350.00
Check #49902 received on 7/28/2015 for $200.00

Attach File(s)

Public Comments

Private Comments

These comments are visible ONLY to the compliance officer.

Check #49852 received on 7/08/2015 for $350.00
Check #49902 received on ?l’28f2[}15 for $200.00

Confirmation Send me confirmation of my response.

6. When complete, check the box to verify the accuracy of the information provided and click Save.

| am submitting this form with information that |
understand to be correct and accurate.

Save P Spell Check ‘ ‘ Cancel ‘

7. This creates an audit discrepancy. The prime consultant and the Contract Compliance Office will receive an
email notification of the discrepancy.

HOW DO | RESPOND TO A DISCREPANCY?

1. After you report an audit discrepancy, the prime consultant will need to respond. When the prime

consultant responds, you will be notified. From the Dashboard, click the number corresponding to Audit
Discrepancies.

Displaying records
Dashboard assigned to | YOUF cOmpany ~
Contracts
Total i
Open 1

Contract Audits Total < 90 days ays
Total Audits 13
Audit Discrepancies » 1 0

-
| fra
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2. This will display a list of audit discrepancies. Click on 1 Discrepancy to view the discrepancy.

Contract Audits Help & Tools

Messages| Contract Audits | Bid Solicitations' Outreach'

Displays all audits. Click the transaction number or status to view. To view older audits, select i

a different time period in the Audit Period drop down menu. To display only incomplete l Show ALL Incomplete Audits ‘
audits, select a different status in the Current Status drop down menu. Results may be listed
on multiple pages.

[7] Show DMLY records assigned to you

1 - 2 of 2 records displayed: Previous Page < Page 1 * > Next Page Records per page 20 «
To resort click on column title. To filter click on the drop down menu. Refresh Table
Status Audit Period Contract Number & Title Organization P:rli—‘:nt:
Discrepancy - > Al -~ All -
1 Discrepancy July 2015 0000599: User Manual Sample San Diego Association of  $4,500.00
Governments

3. Scroll down to Audit Actions and click on Resolve discrepancy to view.

Audit Actions

Category Action Required & Response Due Date
Tier 1 Subcontractor to SANDAG VENDOR Sub: Resolve discrepancy

4. Review the resolution data reported by the prime.

Compliance Audit: Discrepancy Resolution HolplTooh x

Contract Mainl View Contract' Subcontradorsl Compliance Audit List| Messages | Comments | Reportsl

0000999: User Manual Sample Status: Open
Prime: SANDAG VENDOR 6/1/2015 - 9/30/2015
Current Value: $10,000

A discrepancy has been reported for this audit for the listed time period. If the audit is pending a response, click the Resolve
Discrepancy button to submit information.

l Resolve Discrepancy ‘ l Audit Notice ‘

Discrepancy Resolution

Status Prime and subcontractor have responded to discrepancy. Awaiting CCO action.

Audit Information

Audit Time Period July 2015
Audit Number 01482117003

Original Audit Data Reported

Amount Reported by Prime $675.00

Amount Reported by Subcontractor $550.00

Work Performed (reported by Graphics

subcontractor)

Subcontractor Public Comments Check #49852 received on 7/08/2015 for $350.00

Check #49902 received on 7/28/2015 for $200.00

Subcontractor Private Comments Check #49852 received on 7/08/2015 for $350.00
Check #49902 received on 7/28/2015 for $200.00

Discrepancy Resolution Data Reported
Mew Amount Reported by Prime $675.00 NOT included in Ggl

Mew Amount Reported by
Subcontractor $675.00
Mew Prime Public Comments CK #49913 in the amount of $100.00 was sent out on 6/30/2015.
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5. If you agree with the prime’s information and the discrepancy has been resolved, click Resolve
Discrepancy.

Compliance Audit: Discrepancy Resolution Help & Tools *‘.

Contract ru'Iain| View Contrac’[' Subcontradors' Compliance Audit List | Messages Comments' Reponsl

0000999: User Manual Sample Status: Open
Prime: SANDAG VENDOR 6/1/2015 - 9/30/2015
Current Value: $10,000

A discrepancy has been reported for this audit for the listed time period. If the audit |
Discrepancy button to submit information.

ending a response, click the Resolve

Audit Notice

l Resolve Discrepan

6. The discrepancy is now closed.

WHAT TYPES OF AUDIT NOTIFICATIONS WILL | RECEIVE?

The system will send you the following email notices:

1. Initial Audit notice
The Initial Audit notice will be sent when the prime reports their payment(s) to you. This is your notice to
confirm or dispute the payment reported by the prime. All audits should be completed within 15 days.
After 30 days the audit response is PAST DUE.

2. REMINDER- Contract Monitoring Notice
The Reminder notice will alert you that you have not yet completed an outstanding audit and you need to
do so soon.

3. Discrepancy notice
The Discrepancy notice will alert you to a response from the prime consultant in regards to your
discrepancy.
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