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Chapter One 

Adding a Contractor (Admin Level Access Only) 
 

1. Select the Add New Contractor hyperlink located at the left bottom of the Contractor List. 

 

2. Start typing the Contractor Name in the space provided. 

 



 
3. As you type the letters, the database is checked for existing contractor names.  If one exists, 

another box with available contractors pops up as shown in the screen below.  If the contractor 
exists in this list, you can select it and the Contractor Name will be populated with that name. 

 

4. Once the Contractor Name has been selected, you can click on the Lookup Address button 
shown in the screen above.  A screen with available addresses for that contractor pops up as 
shown below.  If no address exists, just enter the information in the appropriate boxes. 

 

5. Once you select an address, the rest of the screen will populate with the information as shown 
below.  Make sure you press the Create button shown in the screen below so the record will be 
saved. 



 

  



Edit a Contractor (Admin Level Access Only) 
 

1. Select the contractor you want to edit from the Contractor List. 

 

2. The contractor information will be displayed.  Select the Edit Contractor link directly below the 
information. 

 

3. All fields can be modified with the exception of the Modified By & Modified Date.  Once you 
have completed making changes, click on the Save button.  To cancel the changes select the 
Back to Details button. 



 

  



Chapter Two 

Adding a Suspension/Agreement Record (Admin Level Access Only) 
 

1. Select a contractor from the Contractor List.  Choose Add Suspensions or Add Agreement to 
add a suspension/agreement record to the selected contractor. 

 

2. Enter the data in the appropriate fields.  The Date Suspended and Action Termination dates 
can be populated from the calendar control located on the right side of the date box or by 
typing in the date in mm/dd/yy format as shown below.  The month, day, and year must be 
separated with a “/”.  Two or four digit years will be accepted. 

 



3. As you type in the Action Taken and Comments fields the database is checked for any existing 
records containing the letters/words you are typing.  If any exist, they appear in a drop down 
box directly below the field you are typing in.   

 

4. If you wish to select the word(s), just highlight it by clicking on it in the drop down as shown 
below. 

 

5. The field will automatically populate with the information.  If you don’t want to use the 
information just continue to type. 



6. Once you have entered in the Action Taken or Comments fields, you can check the spelling by 
selecting the Check Action Spelling or Check Comments Spelling links shown in the screen 
below. 

   

7. If there is a spelling error, it will be underlined in red.  Click on the Edit Text link and the box 
becomes available to edit.  Make sure you press the Create button to save the record.

 

  



Editing a Suspension/Agreement Record (Admin Level Access Only) 
 

1. Select a contractor from the Contractor List.  Select View Suspensions to get a list of 
suspensions for that contractor.  The contractor shown below has 2 suspension records 
associated to it. 

 

2. Select the suspension record you wish to view by clicking on the hyperlink. 

 

3. The details of the record will be displayed.  You can then select Edit Suspension to make 
changes to the record. 

 



 

4. Make the needed changes and be sure to press the Save button.  If you don’t want to save the 
changes press the Back to Details button and the record will revert back to its original form. 

 

  



Chapter Three 

Adding/Deleting an Attachment (Admin Level Access Only) 
 

1. Once you have created a suspension/agreement, you can add attachments to the record.  Click 
on the Add Attachment button in the upper right hand corner of the screen. 

 

2. The screen shown below will appear.  Click on the Browse button to locate the file you wish to 
attach. 

 

3. Highlight the file you wish to attach and press the Open button. 



 

4. The file name will be populated in the box next to the Browse button.  Make sure you press the 
Upload button to attach the document to the record. 

 

5. The attachment will be displayed on the suspension record in the upper right hand corner 
under the label Attachments.   



 

6. To open the documents just click on the magnifying glass shown.  You can also delete the 
attachments on this screen by pressing the Delete button.  You will be asked to confirm the 
delete as shown below. 

 

  



Chapter Four 

Running Reports 
 

1. There are 2 report options available once you have entered in data into the Suspension 
application.   

 

2. Click on the PDF link and the following report will be displayed.  This report contains all active 
or pending suspensions found in the database.  An example of the report is shown below. 

 

3. The second report is available by pressing the By Contractor link.   



 

4. A screen will pop up that allows you to select a contractor by name.  Just highlight the 
contractor name that you want the report for.  You can also select a Sorted By option – either 
by Contractor Name or Vendor ID. 

 

 

5. Once you have selected the contractor press the PDF link to display the report. 



 

6. The report shown below is an example of the report sorted by Contractor Name. 
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