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| NTRODUCTI ON

The Equal Opportunity Complian€&OC) is a web based applicataesignedo
manage the DBE Program and ensure compliaDBEMIBE reporting. The EOC
contractor/onsultant module fer Prime contractorsand cnsultantsstatewide to
report their Bidder Opportunity List, DBE Commitments, and DBE/MBE
Sulpayments The Primecontractor/onsultant is responsibfer DBE/MBE
reporting orConstruction, Maintenance, Professional ServicesidLocal agency
contracts.

Once the Prime contractooiosultant iawarde@ FDOT contract, the diagram below
provides a quick snapshot of#bguence aftepghey are requido performin order
to be complianih EOC

Setup Report DBE
Subagreements : and MBE

Login into EO(Q
for DBE/MBE Payments
Subs monthly

The purpose of this manual iptovideinformation forcontractor/c onsultant users
on how to use th EOC system in submittii@jdders Opportunity List, DBE
Commitments anDOBE/MBE Paymentstems discussed in the manual include:

U Brief overview of how contracts get into EOC

U Request EOC Access

U Create Bidders opportunityist & Subcontractor list

U Create Sub agreements

U Create DBE mmmitments(i.e. Anticipated DBE Participation)

i Report DBE/MBE payments (new payments, revise existing payments,
retainageetc.)

U Report DBE commitments and myments with 60% material supplier code
U Local Agencycontracts

U RunAdhoc EOC reports




1.BUSI NESS FLOW OF CONTRACTS

Contracts in EOC get ported into the application bgtch programs that run nightly
These btch jobs add and update contracts from the following three enterprise

applicationsvhichareAASHTOWare, PDA and LAPIT.

1 AASHTOWare:source foConstruction/Maintenan@®ntracts
9 PDA: source foProfessional Servicentracts
i LAPIT : source foLocal Agencgontracs

Batch Load E0C >

Contracts




2.EQOCCKESS

Primecontractors/onsultantthat need to apply faEOCnew account
will need tacomplete 3 items

(1) EOC accesdorm
(2) User Agreement form
(3)View the computer security awareness CBT and send certificate

The forms can be accessdatatink below:
https://www.fdot.gov/equalopportunity/eoc.shtm

Pleaseomplete the items asendo EOOHelp @dot state.fl.us.

Note: All Prime Contractors and Consultants are required to complete the Computer
Security Awareness Training coamsially. This is applicabte users that have an

existing EOC account.



https://www.fdot.gov/equalopportunity/eoc.shtm
mailto:EOOHelp@dot.state.fl.us

3.BIl DDER OPPORTUMNTT Y

BidderOpportunity list isa list of vendors that yoftenget quotes for your bidding.
Contractors/Consultants should complete the Bidder Opportunity list in BQC w
3 business daysf submission of the bid proposal.

NOTE: The Bidder @portunity submission in EOC closes &tatays from
contract execution this means that EOC will not allow aseisubmit their
Bidder Opportunity afted0days from the time the contract was executed

Before setting up yolri dder s o yor drst tstepnistot sgtup lyaurs t
Subcontractor ontactslist. TheSubcontractor contactistis more like a black book

or address book that enables #er to setup their Subcontractors or@uisultants

for their Bidders list.

NOTE: Once you setup your subcontractor contact list, you can reuse it for
bids in the future. agdibu dondt havct

3.1SET BBBCONTRACTORTACTS

Add/Maintain Use Subcontractor
Subcontractor contacts for Bidder
Contacts in EOC > Opportunity List

To setup your Subcontractor Contacts, perform the following steps:

U Click theSubcontractor @ntactstab

Home l Subcontractor Contacts } Bidder Opporiunity l Sub Agreements l DBE Commitments l Sub Payments I DBE Directory l Repoml
Contractor | Maintain Sub ctor Contacts &)

Vendor Search

To Add a new Vendor to your Subcontractor Contacts, click Search EOC Vendor File.

Search EOC Vendor File




U SelecBearchEOC VendorFile button

M Subcontractor Contacts | Bidder Opportun ity
Contractor | Maintain Sub Contractor Contacts @

Vendor Search

| To Add a new Vendor to your Subcontractor Contacts, click Search EOC Vendor File.

seuncocvenaorrie

U Enter either the Vendor IBr Vendor Name. When searching by Vendor ID; put
anF at the beginning of the vendor i@#g. F123456789)

Find Subcontractor

Vendor Search

Vendor ID # é
F6511565091

Find Subcontractor

Vendor Search
Vendor ID # /
] ‘Search on either Vendor ID or Vendor Name. The Vendor ID must be fully entered. A partial name
may be entered and either Begins With or Contains must be selected. The Search EQC Vendor File
OR button will look for vendors already used in EOC, the Extended Search of Master Vendor file will look
Name: atthe entire FDOT vendor directory.
Begins With @ Contains -
Note: 3 character min when using 'Begins With', 5 character min when using ‘Contains’

U Next, dick theSearch EOC Vendor Fildutton orExtended Search of Master
Vendor button

U ClickSelectbeside the desired firm

Showing item 1 of 1
Select / Vendor D # Vendor Name
Select F061792923 5 STAR ENTERPRISE INCORPORATED

U SelectheAdd Selected Vendorbutton

Vendor{s) Selected:
Showing item
Remove VendorID 4 Wendor Name MBE DBE
Remove F200531542 PAUL PATRICK ELECTRIC INC Ho Yes




U To add theéSpecialt€ode (type of workjelect theAdd New Specialty coddink
choosdhedesired Specialty code from the drop down box

=

F591911968 - JENKINS PAINTING INC
Certification: DBE mov ndor

P Remove Specialty Code

Remove Select Speuéﬂ%
Add New Spedialty Code

U Click theSavebuttonwhen done

F591911968 - JENKINS PAINTING INC

Certification: DBE Remove Vendor

Remove Specialty Code

Remove 030000 - HIGHWAY ROADWAY DESIGN ~ g
Remove 070200 - LIGHTING ~ g

Add New Specialty Code @

z—

Save  Reset

U You will getanatification that your contacts have been addedORlisken done.

| Home | tor Contacts | Bidder Opportunity | Sub Ag | DBE Commi | sub It

Contact modifications have been saved.

!\

NOTE: Youcanalso select the specialty codditigngthe magnifying glassto
search the code by description.

x  Side note:To use the Mgnifying glass select the specialty cooerform the
following steps
1 Selecthemagnifying glagson




F591911968 - JENKIN S PAINTING INC

Certification: DEE Remove Vendor

Remove Specialty Code
Remove Click the search icon to select 3 Spacialty Area Code —> g ?

Add New Specialty Code @

1 Enter description in the description hdext,click theSearch Specialty codes
button

‘ Search for Specialty Area Codes x
& Specialty Code Search
Code’ | Begins with © Contains '*
Description: Begins With ' Contains ®

Snowing ftems 1-2 01 2

Coe e Desorionon

315 PIPE HANDRAL FURNISHING, ERRECTING., AND PAINTING

56X BRIDGE PAINTING (INCLUDES 561, 562

1 <elect the desired code when it populates.

[ Search for Specialty Area Codes x
& Specialty Code Search
Code: [ | Begins With Contains *
Description Begins With Contains ®

Snowing items 1-2 01 2

Coke +  Desoromn

313 PIPE HANDRAL FURNISHING. ERRECTING. AND PAINTING

= CE DANTNG (NCLUDES 31 52

9 Click theSavebuttonwhen done

—

3.2 SETBUBDERS OPPORTUNITY LI ST
After setting up youBubcontractor Contacts listyou camproceed to the Bidders
Listtah This section will show you how to regotr Bidder opportunity list




Subcontractor Setup Bidders

Contact List Opportunity List

U Enterproposal Id in theproposald box You can alssearch by usimgoposal
category drop down to select the Contract cajeginsrtise dates adtidtrict
fields.

Enter a Proposal ID OR Select a Proposal Category and select any of th
optional fields {Start Dates, End Dates, District) to search the avaliable
Proposals.

Proposal ID | LAP Agreemept ID (Required); . |
-0OR- /

Proposal Category (Reguired): K
COMSTRUCTION -

Begin Advertise Date:

End Advertise Date:

District:
ALL -

U Next,dickthe Searchbutton
U A set of proposal &lis displayedick on the desired proposal Id

L=

- Audhwertise Date Descri
1 Z2d description

4180 SZ2/2005 SR-T3I6/Dawvie
E1C13 2IZ2852001 SR 45 (USs 41
21 C30 ASZ2ES2001 MINFREHAB
SCOUR COUM

U Selecthe Add Subcontractorsbuttonon theproposal smmary screen




Proposal Summary for Proposal: A1234 - description

Advertisement Date: 9/26/2010
Total Number of Subs: 0
Total Number of DBEs: 0

Add Subcontractors  {7)) \

Submit with No Subcontractor

NOTE: I f you dondt

button

h a v eSulsnit with MorStubcoatadton r <

U After selectingdd Subcontractorsbutton, yu will notice that thBubcontractors
that you setup in yoGubcontractor Contactsab page wilbe displayed

| Home | Bidder Opportunity | Sub Agl

] DBE Cc

| SubF | DBE Directory | Subcontractor Contacts | Reports _

Contractor | Bidder Opportunity | Create New Bidder Opportunity List

Backto Proposal Search

Proposal Summary for Proposal: E1B86 -
Advertisement Date: 11/23/2000
Total Humber of Subs: 0

Total Number of DBEs: 0

County

Add Subcontractors @

Submit with No Subcontractor

Step 1: Select

The Selected list can be

from the

Contacts or by ing the master vendor file by Vendor ID or Name and selecting

from those results.

Search Master Vendor File

Select from Subcontractor Contacts

F593685527 - ANGCO INC /
F591911968 - JENKINS PAINTING INC

Selected Subcontractor(s)

P
&

U Select the desired sub and clicblthmarrovw@ yto add it-> (Helpful tip: To
select multiple vendors, hold down Shift key on keyboard and click the subs

you want to add

Select from Subcontractor Contacts
F200531542 - PAUL PATRICK ELECTRIC INC

U Click theContinue button

Selected Subcontractor(s)




U Click theSave and Submito FDOT buttonwhen ane and ready to submit to
FDOT. Howeveyif you arenot ready to submit to FDOT but would like to save,

clickthe Save Do Not Submit to FDOT.

F133386737 - SMITH & WESSON CORP.

Certification: None Remove Vendor

Specialty Code

Remove NAICS
v @ sclectspedaty

Remave Select NAICS

Add New MAICS

Save and Submit to FDOT Save and Do Not Submit to FDOT Reset

0 ClickOk whenconfirmation message displays

| DBE & | sub Payments | DBE Directory | &

| Home | subcontractor Contacts | Biader O | sup

Bidder Opportunity List for Proposal: A1234, has been saved and
submitted to FDOT.

oK

NOTE: If you clicked th&ave Do Not Submit to FDOT, the proposal will still
appear in youmsubmittedist. You can make edits to it.

To Edit an Existing list, choose selection criteria and select proposal

from list.
Show Me:
@ with Bidder O List
" All Proposals
Showing item 1 of 1
Proposal D + Advertise Date Description
E1D93 10/2/2003 us 27

U To view and print your Bidders List submissioncgouun théidder
Opportunity List Report located in th&eporstab

Reports

Report Menu @ /

Bidder Opportunity

Report Criteria for the Bidder Opportunity List Report |

B'dderOPMYMM Select All / Proposal ID Report Format
® PDF
Contract Al v Excel “

10




4. O9ETUP SUBAGREGEMENT

TheSub agreement talin EOC is where the

subcontrator(s)/subconsultarf§DBE primesaresetupn preparation for DBE
commitments, DBE/MBE @ayments reportind-hediagram below outlines the basic
process flow afteps the user needs to accurately do their reporting.in EOC

epor
DBE/MBE
Payments

Setup i Report DBE

Subagreement Commitment

To setup your Sub agments, perform tifigllowingsteps:
0 SelectheSub Agreementdab

Contractor | Maintain Sub Agreements @)

Select Contract
U Enter thecontract Id in the contract id box
Contractor | Maintain Sub Agreements @
Select Contract
Contract I1D: iEzca.s OR- Select a Contr:

U ClicktheGet Contractsbutton
U Select theontractid and tick theAdd New Sub Agreemenbutton

Contradt D # Descrigtion Lead Project Exscution Date Staius Summary

Exme x =10 21330125201 2012 OPEN FOR REPORTING —

Sub Agreements for Contract: E2F53 Sort By: ® Sub Name Tier Hired By




U Select th&ier Levelin thedrop-downbox

Tier: Sub: AJAX PAVING INDUSTRIES OF FLORI Sub Vendor ID: F261871966
PRIME : Hired By: ** Prime ** Hired By Vendor ID: ** Prime **
Select

-—

SUB TIER 1
SUBTIER 2
SUB TIER 2
SUB TIER 4
SUBTIER 5

T

Internet Privacy Poli

i

Florida Department of Transportation, Office of Information Systems
Contact Help: email fdot.servicedesk@dot.state.fl.us or call 1-866-955-42357(HELFP)

Disclaimers & Credits

NOTE: Tier level defaults to 1st tier; seleetier leveby selecting thdrop-down arrow
on the tier levelst tier sub is directly hired by the Prime; 2nd tier is hired by the first
sub, 3rd tier is hired by the second level subSetegPrime when theorime is a DBE

as they have to set themselves as a Sub for DBE reporting.

U Next, dick Select Sulbutton to add your Sub

U Click on th&eOC Vendor Filesearchbutton.] f f i

z
Select Sub [

Select Hired By
Delete[ ]

Sub Vendor ID: NiA
Hired By Vendor ID:  NIA

Click Select Sub
Click Select Hired By

Tier: Sub:
Select . w  HiredBy:

0 Youcan search lgitherthe Vendor ID #or the Name of the desired Subhé t

Vendor IDis used, must be fully entered beginning \aitlr at beginningA
partial name may be entered and &tgins With Cotainsnust be selected).

Vendor Search
Vendor ID # -

F650469324 Search on either Vendor ID or Vendor Wame. The Vendor ID must be fully entered. A partial name
may be entered and either Begins With or Contains must be selected. The Search EOC Vendor File
button will look for for vendors already used in EOC, the Extended Search of Master Vendor file will

Name look atthe entire FOOT wvendor directory.

Begins With @ Contains

Mote: 3 character min when using ‘Begins With', 5 character min when using 'Contains’
Search EOC Vendor File | Extended Search of Master Vendor

rm doesnodt
on theExtended Search of Master Venddsutton

R B e e D R e ST 5 R S vt e T T PR DA AT S A e b A T £

Vendor Search

Vendor ID #

F650460324 Search on either Vendor 1D or Vendor Name. The Vendor ID must be fully entéred. A parial name

may be entered and either Begins With or Contains must be selected. The Search EOC Vendor File

N tton will look for for vendors already used in EOC, the Extended Search of Master Vendor file will

o ook at the entire FDOT vendor directory

Begins With 9 Contains
Note: 3 character min when usi s Wih', 5 character min when using ‘Containg

Search EOC Vendor File |  Extended Search of Master Vendor

12
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U Choose the vendor by clickiBglect

Available Vendor(s):

Select Vendor ID # Vendor Name
Select FB50469324 A2 GROUP INC

U Click theSavebutton when done

B
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5. DBEOMMI TMENTNS EOC

After the Sub agreements have been setumroceed toreporing your DBE
commitmentsDBE Commitments must be entetsxfore DBE payments for a DBE

firm with a particular NAICS code in EFCDBE commitment is th®BE subcontract
amountof work performed by DBESPrimecontractors/consultants that aertified

DBEs are required to report DBE Commitments and Payments for work performed by
their own workforces in EOC. This appliearttendmei)dollars receiveéailure to

timely input DBE commitment information into the EOC system will adversely
impact the DBE commitment letter grad€s) for your firm. DBE Letter Grades are

based on what the Primgeportsunder the DBE commitment tab.

Primes.

Setup
Subagreement

5 _REPORT A DBE COMMI TMENT
x ToreportaDBE Commitment, perform the steps below:

[ NOTE: DBE Commitment reporting is only applicablBBE Subsand DBE

0 ClicktheDBE Commitments tab.(You can also use the DBE commitment link
on the sub agreement scrieeget to the DBE commitment tab)

Contractor | Home @

U EnterContract id in the contract id bayou can also use contract category to
locate your contract)lext, tick Get Contractsbutton

Contractor | DBE Commitments &

© Step 1: Select Contract

Contract ID: E1J08 OR- Select a Contract Category: | CONSTRUCTION El

\ Show Contracts Having Commitments: | ALL




U SelecBubby clicking on the name

y @ step 2: se
Sub Name # / !
C FULLERTON SOD & LANDSCAPING CO INC A
JASONS HAULING INC A

U Click theAdd New Commitment button

Step 3: Maintain Commitment Details for Sub Agreement with: ROAD RUNNER HIGHWWAY SIGNS INC

Add New Ci

L

Action HAICS

Specialty Code
Mo Change 700 - HIGHWAY SIGNING

Status: READY TO INCLUDE INTO REFORT

237310 - Highway, Street, and Bridge Constn w| @

Delete Submit Date: 4/19/2011 Date Reported: 4/1/2011

U Select thevorktype Sub is performing by pickim@§lCs from the NAICs
dropdown an&pecialty code€rom the Specialty code drop down.

step 3: Maintain Commitment Details for Sub Agreement with: JENKINS PAINTING INC

10w Commitments with Status: ALL

-
Add New Commitment
Action MHAICS - ¥ Specialty Code Commitm
Add 238990 - All Other Specialty Trade Contractors v @ (& Select Specialty -
[ pelete Select NAICS Status: IN-WORK
238990 - All Other Specialty Trade Contractors

D
Contract Category: COMSTRUCTIOMN

NOTE: TheNAICS is the work type the firm is certified to do work. If you

dondt know t he t yperormodon theproject, pldase
contact youproject managess you will need it for DBE Commitments and
DBE Payment reporting.

U Next, enter thecommitment amount in the @ommitment box and select the
contract category to choose the tym®ofract

Specialty Code Commitment Amou,
3 - ASPHALT PAVING - ROADWAY (INCLUI w 5000
Status: IN-WORK DBE Credit: M/A
Contract Category: CONSTRUCTION b4 .k———

15




U Select th&ubmit checkbox

Action NAICS Specialty Code C i Amount Details
Mo Change 233990 - All Other Specialty Trade Contractor w €3} 530 - RIPRAP - $3,000.00 *
[“IDelete  Submit Date: NiA Date Reported: N/A Status: UNSUBMITTED BY PRIME VENDOR DBE Credit: $3,000.00

Submit: Dx Contract Category: CONSTRUCTION -

squired fields are marked with *

U ClickSavebutton

2 -

0 ClickOK when onfirmation that sub has been saved is displayed

Commitments for Confract: E7G64, have been saved.

L

U Toview orprintout theDBE commitments you have submitjedceed to the
report sectioand rurthe Contract Commitmentdetails report

W

Report Menu @ Report Criteria for the Contract Commitment Details Report ’

Bidder Opportunity

Bigder Opportunity List Report [cmgug ID: 3 ]

Contract

Contracts Not Reported -
Contracts Not Reported Active
Contract List Report

tract Profile Report

it t P; nt rigon R it

DBE Commitments

tract Comm

Good Job! ¥u have just reported your DB&mamitment(s)

16




5. REVI SE A DBE COMMI TMENT

If you need to increasedecrease an existbBE commitment that has already
been submittediser will need to createeav commitment with an adjustment
amount (i.e. difference) Alsoif the DBE is no longer on the project, then user will

have to creatgew commitment withreegative amouta zero outhe DBE
commitment

Enter Adjustement
amount with same

Create a new DBE

Commitment

NAICS/Specialty code

To revise aDBE commitment, perform the stepslow:
ClickontheDBE Commitments tab

Home

Contractor | Home @

EnterContract id in the contract id boxNext, ClickGet Contractsbutton

Contractor | DBE Commitments

/— © step 1: Select Contract

ContractIl:  BDXOT -OR- Select a Contract Category: | Selec Contract Category
Show Contracts Having Commitments: | ALL
Get Contracts. €
SelecBub
) O step2:

pp—— /

C FULLERTON SOD & LANDSCAPING CO INC

JASONS HAULING INC




U Click theAdd New Commitment button

- Step 3: Maintain Commitment Details for Sub Agreement with: JASONS HAULING INC
Show Commitments with Status:| ALL Iz'
Action NAICS Specialty Code Commitment Amount
No Change | 434220 - Specialized Freight (except Used G |+ | @[ [ TRK-TRUCKING FIRMS [+] ] $80,000.00F
Delete  Submit Date: 10/1/2011  Date Reported: 10/1/2011 Status: READY TO INCLUDE INTO REPORT DBE Credit: $80,000.00
Submit: ¥ Contract Category:| CONSTRUCTION

U Selecthe sam®&AIC SandSpecialty codeas the record being adjustedismnges
are reflected correctiyext, enter theadjusting DBE Commitment amount
(E.g Amount will benegativef you need teoid (cancelj out; if you need to
decreagmcreasat, enter difference

Step 3: Maintain Commitment Details for Sub Agreement with: JASONS HAULING INC

Show Commitments with Status: ‘ ALL E]

Action NAICS K Specialty Code / C it t Amount

Add [ 484220 - Speciaized Freight (except Used G [ @ (d [T TRK - TRUCKING FIRIS [=] -80,000f
! Delete  Submit Date: NiA Date Reported: NiA Status: IN-WORK DBE Credit: N/A
Submit: ) Contract Category: CONSTRUCTION
Action NAICS Specialty Code Commitment Amount
No Change | 434220 - Specialized Freight (except Used G Z] @[ [TRK-TRUCKING FRMS |Z| 580.000.00# Details []

Delete  Submit Date: 10/1/2011 Date Reported: 10/1/2011 Status: READY T DBE Credit: $80,000.00
Submit: ¢ T e TRK - TRUCKING FIRMS .

U Select th&ubmit checkboxanddick Save

Step 3: Maintain Commitment Details for Sub Agreement with: JASONS HAULING INC

Show Commitments with Status: ALL El
Action NAICS Specialty Code C Amount
Add [ 484220 - Speciaized Freight (except Used G [+ ] @ (@ [7]| TRK - TRUCKING FIRMS = | -80,000
" Delete Submit Date: N/A Date Reported: NA Status: IN-WORK DBE Credit: N/A
Submit: ¥ Contract Category: | CONSTRUCTION
Action NAICS Specialty Code Commitment Amount
No Change | 484220 - Specialized Freight (except Used G [~ | @[ | TRK- TRUCKING FIRMS =] $80,000.00 Details
Delete  Submit Date: 10/1/2011  Date Reported: 10/1/2011  Status: READY TO INCLUDE INTO REPORT DBE Credit: $80,000.00
Submit: Contract Category: | CONSTRUCTION

e
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53REPORT ZERO DBE UTI LI ZATI ON
If primeis NOT using any DBBubcontractorsub-consultantsn your project,
theyarerequiredo indicate in EOC bgelectinghe Submit with Zero DBE
commitment button in EOC. See below steps:

U Click theDBE Commitments tab and enter contract id in the contract box

beontractor Contacts | Bidder Opportunity | Sub Agreements

Home C or Contacts | Bidder O DBE Commitments | Sub Payments | DBE Directory | Lookups | Reports |
Contractor | DBE Commitments & \

Contract ID: T2482 -OR- Select a Contract Category: | Select Contract Category E

@ Step 1: Select Contract

Show Contracts Having Commitments: | ALL

U Next ClickGet Contractsbutton

Contractor | DBE Commitments &

@ Step 1: Select C

Contract ID: T2482 -OR- Select a Contract Category:

Show Contracts Having Commitments: | 4

U Selectthecontracid by clicking on it

Gst Contracts
Showing item 1 of 1

CoratD ¢ Descrigon Lead Project Execution Daie S Summary

U Next,selectthe Submit with Zero DBE Commitments button as shown below

© Step 2: Select Sub Agreement for Contract: T2482

There are NO Sub Agreements for the Selected Contract with the Selected Search Criteria

Submit with Zaro DBE Commitmants @

U Confirmation that sub has been daselisplayed, Cli€k

NOTE: If you get DBE Subs on the project in future, you can always
your sub agreements and then report your DBE Commitment.
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6. PAYMENTS

Once theprime pays theisubcontractqs) subconsultanfs) they need repothe
paymer(® accordingly in EQayment reporting in EOC is I0BE and MBE
subcontractor(s)/ subconsultantgs).

6. REPORT A DBE SUBPAYMENT

DBE commitments must be entereefore DBE payments for a DBE firm with a
particulaNAICS code in EOCBelow is a set of instructions that will guide you on how
to report youDBE sub @yments.

DBE Payment
Housekeeniny

4. Proceed
with
submitting

3.Make note of theNAICS
code(s)listed in the DBE
Commitment section as you

2. Setup the
DBE

Subagreement Commitment

section for DBE Sub(s s

Payment

will need it for theDBE credit
on the Payment screen

0 Select th&ub paymentdab
U SelecAdd New Sub payments

acts | Bidder Opportunity | Sub Agreements | DBE Commitments | Sub Payments | DBE Directory | Lookups | Reports

Add New Sub Payments
Maintain Sub Payment




U EnterContract ID in thecontracid box(OR,you can also u§€ontract Category
drop dowrto search)

Contractor | Add New Sub Payments @

© step 1: Select Contract

Contract ID: -OR- Select a Contract Category: | Select Contract Category ... E‘

U ClicktheGet ContractsButton

U SelecContract id by clicking on it

Add New Sub Payments

© step 1: Select Contract

ContractID:  E7GE4 -OR- Select a Contract Category:  select Contract Category ... -
Showing item 1 of 1
Contract ID Description Lead Project Execution Date Status Summary
EVG84 US 19 RESURFACING 40373115201 212472011 OPEN FOR REPORTING

[ NOTE: The summary icahown belowgives a summary of the contra}

Showing item 1 of 1

Contract ID + Description Lead Project Execution Date Status Summary
T4038 SR 845 (Powerline Rd) - Broward Co Line to Glades. 22981215201 1172004 OPEN FOR REPORTING ﬁ

U Clickon the name of the Sub

o

KINS PAINTING IN

21




U ThePayment Summasgreensdisplagdasshownbelow Enter the details in the

Paymensummary.

Payment Summary

Payment Date:
Work Complete Date:
Total Payment Amount:

Retainage Amount:

Add Payment Detail

Work Performed Begin Date:
Zero Dollar Payment

Zero Payment Reason:

Select Zero Payment Reason hd

Work Performed End Date: Delete

Payment Type: REGULAR hd

Final Payment

Select SIM Pay Estimate |

x Below is a description of the payment fields. The fields vasighskare

required fields.

Fields
Payment date*
Work performedBegin Date*

Work Performed End Date*

Retainage
Total payment
Payment Type

Work complete Date(should be
filled in when entire job is done

Zero Dollar Payment

Description
Date when payment was made to sub

Begin date is the service period that the Sub perfor
the work

End date is the service period that the Sub perform
work ended

Amount withheld fronBub

Amount paid t&ub
If regular payment or if it is an adjustment

Date when the entire work is complete for the Sub.
Whenfinal paymentis made, this date should be fill:
in.

Thisisopt i onal I't can be
payments to report for the month. Note: If you use
selection, you will need to specify the Zero Paymer
reason.

0 Next,dicktheAdd Payment Detailbutton to add th&lAICS/ Specialty cods
andDBE credit amount. Payment detail is whe@u claim the DBE credit dme
paymentsThe DBE Credit amount is thepayment amoutthat is being claimed
for DBE Credit, in most cases it is the same as the total payment.amount

Add Payment Delail\

Payment Detail

Delete NAICS

Submit

jomment:

Once the submit button is ¢

=
238980 - All Other Specialty Trade Contracta w _A‘QLL 530 - RIPRAP -

Select SIM Pay Estimate c]

&«

DBE Credit Amount
500 =

7

_ Specialty Code\

checked, the record is not
editable. It is sent to the
Districts staff for review

Make suréo use thesameNAICS and Specialty coddor both youDBE
commitments and DBE paymentsreporting.Tip: Run theContract
Commitment details repdotview theNAICSreported for the DBE
Commitment.
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U ClickSavebutton when done

3.

U A confirmation that payment has been saved will be receive@kClick

Payments for Contract: T4036, have been saved.

4
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6. REPORT A -INEDN SUBPAYMMBE Sobly
Once the pme pays their MBEubcontractor(s)/ subconsultantys), they need
report thesulpaymer(s)in EOC. Below is a set of instructions that will guide you on
how to report youMBE Sub Payments

U Select th&ub paymentdab
U ChooseAdd New Sub paymentoption

INDUSTRIES OF FLORI

tnenis 5 Pyt 0 Dreton| susentacor Coracs eors e I
Add New Sub Payments e
Maintain Sub Payment

Add New Sub Payments

U EnterContract ID inthecontracid box(OR you can also u§mntract Category
drop dowrto search)

Contractor | Add New Sub Payments @

© step 1: Select Contract

Contract ID: OR- Select a Contract Category: | Select Contract Category . [+]

U ClicktheGet Contractsbutton
mz

U ClickontheContractid

Add New Sub Payments

& step 1: Select Contract

ContractID:  g7Ge4 -OR- Select a Contract Category:  Select Contract Category .. -

Showing item 1 of 1
Contract ID Description Lead Project Execution Date Status Summary
ETGE4 2 US 19 RESURFACING 40373115201 202412011 OPEN FOR REPORTING
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U Select thdesiredsub

& Step 2: Select Sub Ag

Zub +
JASONS HAULING INC

Sub Vendor ID

—

ROAD RUNNER HIGHWAY SIGNS INC

F593219239

ROMINE CONSTRUCTION LLC F208136493

Showing items 1-3 ¢

Hired By Tier Summary

AJAX PAVING INDUSTREES OF FLORI v [EH
AlA G INDUSTRIES OF FLORI v EH
AJAX PAVING INDUSTRIES OF FLORI U EH

U ThePayment Summary scredihdisplay as beloanter the details in the Payment

Payment Summary
Payment Date: Work Performed Begin Date:
Work Complete Date: Zero Dollar Payment

Total Payment Amount: Zero Payment Reason:

Retainage Amount: Select Zero Payment Reason

Add Payment Detail

*  Work Performed End Date: Delete

Payment Type: REGULAR -
Final Payment.

Select SIM Pay Estimate |d]

X
required fields.

Fields
Payment date*
Work performed Begin Date*

Work Performed End Date*

Retainage
Total payment
Payment Type

Work complete Date(should be
filled in when entire job is done

Zero Dollar Payment

U ClickSavebutton when done

Below is a description of the payment fields. The fields vasidghskare

Description
Date when payment was made to sub

Begin date is the service period that the Suk
performed the work

End date is the service period thiz¢ Sub
performed the work ended

Amount withheld from Sub

Amount paid to Sub
If regular payment or if it is an adjustment

Date when the entire work is complete for tr
Sub. Whefinal paymentis made, this date
should be filled in.

This is optional It
any payments to report for the month. Note:
you use this selection, yeill need to specify
the Zero Payment reason.

U A confirmation that payment has been saved will be receive@kClick

Payments for Confract T4036, have been saved
\ 4

0K
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6. REVI SE AN EXDBHIUBBAYMENT

There are two ways a payment can be adarstegay is by using tmaintain option and
the second way is txgating a new payment

Option 1:Using the Maintain Sub Payment

U Select th&ub paymentdab
U Choose th#laintain Sub payment

ar Opportunity SubAgreemen‘ts DBE Commitments ! Sub Payments mmm

Add New Sub Payments
Mantaln Sub Payment _

U EnterContractid , clickGet Contractsandselect contractd

Contractor | Maintain Sub Payments @

—

1

& step 1: Select C

Contract ID: [T1583 -OR- Select a Contract cater r: Select Contract Category ... v

Showing item 1 of 1
Contract ID escription Lead Project Execution Date Status Summary
T1588 SR 93 (1-75) 41304225201 8/18/2014 'OPEN FOR REPORTING

U ClicktheSubname

© step 2 Select Sub Agreement for Contract; T1588

Showing items 1-2 of 2

Sub Name # Sub Vendor ID Hired By Tier  Summary
CFULLERTON 30D & LANDSCAPING CO INC “ FA92654296 AJAX PAVING INDUSTRIES OF FLORI M
CONSOLIDATED PRODUCTIONS GROUP INC F651045359 AJAX PAVING INDUSTRIES OF FLORI 1)

26




U Selecthepayment dateof the record that you would like to make
revisions/adjustments

@ step 3: Select Payment Summary for Sut

2ayment Date fymentAmoum Retainage Work Complete Final Pz

12/7/2011 $1,254.86 $32.18 No
12/7/2011 $873.91 $22.41 No
12/7/2011 $1,814.44 $46.52 No
2/15/2012 $1.814.44 $46.52 No
8/10/2012 $10.958.26 $280.98 No

0 TheMaintain Paymentinformation screen is displayed.

( e Step 4: Maintain Payment Information for Payment Summary on: 11/3/2014
ContractID: T1588  Sub: C FULLERTON SOD & LANDSCAPING COINC ~ Tier SUBTIER 1 Hired By: AJAXPA\HMGINDI Before changes are made I

- Payment Summary -
Payment Date: 11132014 * Work Performed Begin Date: [10/1/2014 *  Work Performed End Date: [10/10/2014 | * [ Delete
Work Complete Date: l:l () Zero Dollar Payment Payment Type:
| REGULAR v |
Total Payment Amount: $5,000.00 Zero Payment Reason:
Retainage Amount: | Select Zero Payment Reason v ] (] Final Payment
Select SIM Pay Estimate |5
Comment:| | You heve[200|characters isft
- Payment Detail -
Delete  NAICS Specialty Code DBE Credit Amount
< Submit (238990 - All Other Specialty Trade Contrac ¥ |@®[ED [ 102 - MAINTENANCE OF TRAFFIC v 55,000.00/* Details [T
Comment: | | You have 300 |ehsracters left
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U To make changes to this record, e.g. to void this record, user will need to
1) Clear out total payment amount
2) Click Add payment detaito create arecordwith anegativeamount; this
will void the existing payment detail. See scresinsloot

r & step 4: Maintain Payment Information for Payment Summary on: 11/3/2014 3
Contract|D: T1588  Sub: C FULLERTON SOD & LANDSCAPINGCOING ~ Tier: SUBTIER1  Hired By: AJAX PAVING INDUSTRIES OF FLORI
- Payment Summary -
Payment Date: 11/3/2014 5 Work Performed Begin Date: [10/1/2014 *  Work Performed End Date: [10/10/2014 |~ [ Delete
Work Complete Date: L) Zer ment Payment Type:
1 | REGULAR v |
Total Payment Amount: $5,000.00 0 SON:
Retainage Amount: ‘ | ‘ Select Zero Payment Reason v I || Final Payment
Select SIM Pay Estimate g
Comment: | You heve[300 | characters ieft

—4—ﬁ

- Payment Detail
Delete  NAICS Specialty Code DBE Credit Amount
< Submit 238990 - All Other Specially Trade Contrac_ ¥ |@ [ [ 102 - MAINTENANCE OF TRAFFIC v $5,000.00] * Details [0

Comment: |

| Youhave[300|characters let

AFTER

e Step 4: Maintain Payment Information for Payment Summary on:

Screen shot after changes
ContractID: T1588 Sub: C FULLERTON SOD & LANDSCAPING CO INC Tier: SUBTIER 1 Hired By: AJAX PAVING INDUSTRIES O are made
- Payment Summary - 2
Payment Date: 11/32014  |*  Work Performed Begin Date:[10/1/2014  |*  Work Performed End Date: [10/10/2014  |* [ Delete
Work Complete Date: :l (] Zero D Jrent Type:
1. clear out total amount Butar v |
Total Payment Amount: :l 0 Pay! .
Retainage Amount: | Select Zero Payment Reason v ] || Final Payment
Select SIM Pay Estimate |5
Comment: | | ¥ou have[300_|characters eft
2. enter a negative to zero out
- Payment Detail - 1 detail
o Delete NAICS Specialty Code DBE Credit Amounr |
# submit [ 238990 - All Other Specialty Trade Contrac ¥ | @ (61 [0[ 102 - MAINTENANCE OF TRAFFIC v -500]
Comment: [ | vouhave[300_|eharacters left
- Payment Detail -
Delete  NAICS Specialty Code DBE Credit Amount
+ Submit [ 238990 - All Other Specialty Trade Contrac ¥ |@E) [ 102- MAINTENANCE OF TRAFFIC v $5,000.00/" Details
Comment: | | You have chars:aers left.

U Clickthe Savebutton

= (save.
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U Payment has now been voided (zeroed out)

Florida Department of Transportation
Contract DBE Payment Details
Contract : T1588
Prime : AJAX PAVING INDUSTRIES OF FLORI

g
B

DBE
Credit Date Date Current
NAICS Description Specialty Area Amount Submitted Reported Status

C FULLERTON SOD & LANDSCAPING CO INC - F592654296 Tier: 01 Hired By: AJAX PAVING INDUSTRIES OF FLORI

DBE Credit: $.00

Payment Date: 11/03/2014 Service From: 10/01/2014 Service To: 10/10/2014 Work Complete: Date Updated: 12/08/2014  Final Payment: N

Total Payment Amount: $.00 Retainage Amount : Zero Payment Reason:

238990-All Other Specialty Trade Contractors 102-MAINTENANCE OF TRAFFIC $5,000.00 12/08/2014  12/08/2014 READY

-$5,000.00 12/08/2014  12/08/2014 READY

U To print out theevisiong/ou have submittegou can run th€ontract Sub
Payment Detailsreportlocated in the Report tab

Reports

Report Menu @ Report Criteria for the Contract Sub Payment Details Report

Bidder Opportunity

Bidder O rtunity List Report Contract 1D: T1588

Contract -

Contracts Not Reported ) Begin Date: :l
Coniracis Not Reporied Active

Coniract List Report )

Contract Profile Report End Date: L 1
Commitment Payment Comparison Report

DBE Commitments
Confract Commitment Details Report -
Contracts With No Commitments Report 3

DEE Utilzation Summary Report
DEE Utilization Detail Report

Sub Payment

Closed Contract Sub Pavments Report -
Confract Sub Payment Details Report

Vendor

Certification History Report
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Option 2: Using the Add New Payment Option
U User carcreate aew paymentof anegativeamountto zero out an existing
paymentlf there is an existing payment of $7,000 and user needs to delete it,
user will create new payment ofgative$7,000

U Create amew paymentof negative-$7,000for total payment amountand
negative-7,000¥or thepayment detailas shown belowhis will zero out the
payment.

Contractor | Add New Sub Payments @

& siep 1: Select Contract

Contract 1Dz -OR- Select a Contract Category: [ Select Coniract Category ... v
Get Contracts
Showing item 1 of 1
Contract ID ¢ Descri Lead Project Execution Date Status Summary
11588 SR 93 (1-75) 41304225201 81872014 OPEN FOR REPORTING =)
S step 2: Select Sub Agreement for Contract: T1588
‘Showing items 1-2 of 2|
Sub Name Sub Vendor ID Hired By Tier Summary
C FULLERTON SOD & LANDSCAPING CO INC F592654296 AJAX PAVING INDUSTRIES OF FLORI 01 T3
CONSOLIDATED PRODUCTIONS GROUP INC FB51045359 AJAX PAVING INDUSTRIES OF FLORI 0 |
e Step 3: Add New Pay! ion for Sub A with: C FULLERTON SOD & LANDSCAPING CO INC
Contract|D: T1588  Sub: CFULLERTON SOD & LANDSCAPING COING  Tier SUBTIER 1 Hired By: AJAX PAVING INDUSTRIES OF FLORI
Add Payment Summary
Payment Summary
Payment Date: Mz08/2014 |+ Work Performed Begin Date: [12/01/2014 |*  Work Performed End Date: [12/05/2014 | * U Delete
Work Complete Date: |:| Zero Dol - Payment Type:
negatwe | REGULAR v
Total Payment Amount: 700 "0 Paymen amou nt
Retainage Amount: | | | Select Zero v () Final Payment
Select SIM Pay Estimate &)
Comment: | | Younsve[300 |cnarscters len.
‘Add Payment Detail neg ative
Payment Detail amou nt
Delete NAICS Specialty Code DBE Credit Amouv
 Submit [ 238990 - All Other Specialty Trade Contrac ¥ | @ (Gl[TI[ ITO - OWNER OPERATOR v | -7000]
Comment | | You heve [300_|characters left
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U The two payments offasitive $7,000and anegatives-7,000will zero out

C FULLERTON SOD & LANDSCAPING CO INC - F592654296  Tier: 01 Hired By: AJAX PAVING INDUSTRIES OF FLORI
DBE Credit: $.00

Payment Date: 12/08/2014 Service Fro
Total Payment Amount: $7,000.00 Retainage
238990-All Other Specialty Trade Contractors

Both the positive and negative payments zero

out ated: 12/08/2014  Final Payment: N

ITO-OWNER OPERATOR §7,00000 12/08/2014 12/08/2014 READY
Payment Date: 12/08/2014 Service Fr 12014 Service To: 12/052014  Work Complete: | Date Updated: 12/08/2014  Final Payment: N

Total Payment Amount: -57,000.00 " Retainage Amount:  Zero Payment Reason:

238990-All Other Specialty Trade Contractors ITO-OWNER OPERATOR -§7,00000 1210812014 12/08/2014 READY
Payment Date: 11/03/2014 Service From: 10/01/2014  Service To: 10110/2014 ~ Work Complete:|  Date Updated: 12/08/2014  Final Payment: N
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6. REVI SE AN EXI STDBNEUBIPAY MENT
To revise a payment to a NDBE Subyou can use the delete checkbox. The
steps below will assist you on how to delete a payment:

U Select th&ub paymentdab
U Choose th&laintain Sub payment

Add New Sub Payments

Maintain Sub Payment h

U EnterContract ID, clickGet contractsandselect contract id number

Contractor | Maintain Sub Payments @

I 1 Step 1: Select Contract
ContractID: [T1588 -OR- Select a Contract Category: ‘ Select Contract Category ... v
Showing item 1 of 1
ContractID + Description Lead Project Execution Date Status Summary
Ti588 SR93(1-75) 41304225201 8182014 OPEN FOR REPORTING

U ClicktheSubname

0 Step 2: Select Sub Agreement for Contract: T1588

Showing items 1-3 of 3
Sub Name # SubVendor ID Hired Tier  Summary
CFULLERTON 50D & LANDSCAPING CO INC Fa926542% AJAX PAVING INDUSTRIES OF FLORI 0 m
CONSOLIDATED PRODUCTIONS GROUP INC Fe51043359 AJAX PAVING INDUSTRIES OF FLORI

SMITH FENCE COMPANY INC. ﬁ F200410914 AJAX PAVING INDUSTRIES OF FLORI 0 [

32




U Selecthepayment dateof the recordo be adjusted

e Step 3: Select Payment Summary for Sub Agreement with: SMITH FENCE COMPANY INC,

Showing item 1 of 1

Payment Date 4 Payment Amount Refainage  Work Complefe  Final Payment  Zero Dollar Payment Work Period Starf Date \Work Period End Date

1282014 ' 56,000.00 No No 12112014 12472014

U Click on thedelete checkbox as shown belan the payment summary

e Step 4: Maintain Payment Information for Payment Summary on: 12/8/2014

Contract ID- T1588 Sub: SMITH FENCE COMPANY INC Tier: SUBTIER 1 Hired By- AJAX PAVING INDUSTRIES OF FLORI

Payment Summary
Payment Date: 12)8/2014 |+ Work Performed Begin Date:[12/1/2014  |*  Work Performed End Date: 12742014  |* [ Delete
Work Complete Date: |:| | Zero Dollar Payment Payment Type:
| REGULAR v
Total Payment Amount: $6,000.00  Zero Payment Reason:
Retainage Amount: | Select Zero Payment Reason \A [ Final Payment

Select SIM Pay Estimate | g

You hi chi left
Comment | Enter Comment oot Jeroscies

Required fields are marked with *

Note: The Delete function only works when sub is aon-DBE and payment
does not have gayment detailattached.

U ClickSavebutton when done

3.
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6. RELEASE RETAI NAGE FOR FI NAL

Retainages the amount withheld from thébsRetainage is entered in the retainage field

as part of a payment enRgtainage is released when user is mékihgla payment.

SUBP

em&wm- ion for Sub Agr with: SOUTHEAST ATTENUATORS INC

Contract ID: E4M5Z Sub: SOUTHEAST ATTENUATORS INC Tier: SUBTIER 1 Hired By: WEEKLEY ASFHALT PAVING, INC.
Payment Summary

Payment Date: 1/1/2013 r Work Performed Begin Date: 1/2/2013 * Work Performed End Date: |1/9/2013 r
Work Complete Date: [) Zero Dollar Payment Payment Type: | REGULAR [=]
Total Payment Amount: 5000/ Zero Payment Reason:
Retainage Amount: [ 52.00 Select Zero Payment Reason lz‘ ! Final Pa;
_ Select SIM Pay Estimate | g

x Toreleasgour retainagperform thefollowingsteps

0 Go to SubpaymentsandSelecNew Payment

Add New Sub Payments
Maintain Sub Payment

U Enter yourcontract id in the contract id box

© step 1: Select Contract

ContractID: E7a64 OR-

Selecta Contract Catedory: - Select Contract Category ..

U SelectheSub
p @ step 2 Select Sub Agreement for Cont
Sub Name Sub Vendor ID Hired By
C FULLERTON SOD & LANDSCAPING CO ING FE92654298 AJAX PAVING |
JA&QH& HAULI N§ |i§ \ F593219239 AJAX PAVING |
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i

In theretainage amoubbx, entetheretainage to dateas anegative amount
Next, enter thpositive amountof the retainage in thatal payment amountbox
asshown below

e Step 3: Add New Payment Information for Sub Agreement with: SOUTHEAST ATTENUATORS INC

Contract ID: E4M52 Sub: SOUTHEAST ATTENUATORS INC Tier: SUB TIER 1 Hired By: WEEKLEY ASPHALT PAVING, INC

Add Payment Summary
Payment Summary
Payment Date: 01/01/2013  |* Work Performed Begin Date: 01/03/2013 |* Work Performed End Date: 01/04/2013
Work Complete Date: wnar Payment Payment Type: REGULAR
Total Payment Amount: 52 ro Payment Reason:

Retainage Amount: -52 éﬂﬂa ment Reason

Next, enterwork complete dateand mark thefinal paymentcheck box

e Step 3: Add New Payment Information for Sub Agreement with: SOUTHEAST ATTENUATORS INC

Contract ID: E4M52 Sub: SOUTHEAST ATTENUATORS INC Tier: SUB TIER 1 Hired By: WEEKLEY ASPHALT PAVING, INC

Add Payment Summary
Payment Summary
Payment Date: 01/0172013 [ Work Performed Begin Date: [01/03/2012 | * Work Performed End Date: 01/04/2013
Work Complete Date: 01/10/2013 Wllar Payment Payment Type: REGULAR E
Total Payment Amount: 52 Zero Payment Reason:
Retainage Amount: -52 Select Zero Payment Reason  Final Paym
o Select SIM Pay Estimate g ﬁ

To getDBE credit for the retainage, click on theéd Payment Detailbuttonand
enterDBE credit amounClickSave

Add Payment Detail
\ Payment Detail

Select SIM Pay Estimate |q

Delete  NAICS ) Specialty Code DBE Credit Amount
¢ Submit | 237210 - Highway, Street, and Bridge Const [w] @ (G [T 200 - ROCK BASE [v] N
Comment: Youhave 300  charactefgt

\

NOTE: Once a user submits a final paymemtgarticular Sub agreement, they
no longer be able to submit further payments. However if they redumio
additionapaymery theycanunmark the final payment checkbox. To do so, they
refer to thenext section that outlines on how to uncheck the Final Payment b
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6. A NCHECK THE FI NAL SUBPAYMENT BOX
The final payment checkbox should be selected when users are submiittialg their
invoice. In instances whesers need tancheckthe final checkbokgelow are the

steps outlined:

0 Select th&ub paymentdab
U SelecMaintain Sub payments

Sub Paymen
Add New Sub Payments

Maintain Sub Payment _

U EnterContract ID in the contract id boendclickGet Contractsbutton

Contractor | Maintain Sub Payments &

© step 1: Select Contract

Contract ID: [ESNOZ -OR- Select a Contract Category: | Select Contract Category .. =l

U Select th&ub
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U Locatethepaymenthat ha® Y e listéd undeFinal paymentcolumn

°ht Select Pyment Summary for Sub Agreement with: § | OF OSCEOLA INC (DBA SEGLER-INDUSTRIES)

$howing tems 111201 12
PametDse ¢ PamewAmost Feanage  WonComes  Fraiamet  ZeoDolarPamet  MorPerisSanDa ott Periog Eng Dae
822012 LREEREY 000 NO No 012 7312012
aan T 20 ¥ No M 712012

0 Select thayment cate accordingly

© Step 3: Select Payment Summary for Sub Agreement with: § | OF OSCEOLA INC (DEA SEGLER-INDUSTRIES)

U Uncheck th&inal paymentbox as shown below agalve

This Payment Summary cannot be edited unless Final Payment is and Payment y is saved.
Payment Date: 22012 |*  WorkF Begin Date: [/72012 |* Work Performed End Date: /212012 |* ["] Delete
Work Complete Date: [ "] Zero Dollar Payment Payment Type:
REGULAR [+
Total Payment Amount: { 558932@ Zero Payment Reason:
Retainage Amount: [ $0.00 [ Select Zero Payment Reason ]ZI Final Payment
Payment Detail /
[Joelete nwcs SpecialtyCode Credit Amount | UNCheck
[7] Submit | 237310 - Highway, Street, and Bridge Con | |@ [ [ 430 - PIPE CULVERTS [5] [__ssesa2ss:
Comment: CONV | Yoursve 556 e .

U ClickSavebutton when done
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/.0 REPORDBHKEERI ME COMMI TMENTS
PAYMENTS

PRIME Contractors/Consultants that eeetified DBESs are required to report DBE
commitments andagments for work performed by their own workfarcE©C.

Example:
1. DBE Prime selfperforms (contract dollar amount is $100,000)DBE
prime gets awarded a FDOT contract of $100,0@%iav@ldoes not sub out
the work but selfperformson the entire project, then primieuld report 100%
of the amount as DBE commitment and payments as they get paid.

2. DBE Prime subs out some of the work (contract dollar amount is $100,000):
However, if th®BE prime does sub out $40,000 2£/MBE suband
$60,000 is sederformedy the primethenprime will need to report the $60,000
as a DBE commitment and payments as they gé&rpaelwill also need to
report theb40,00@or theDBE/MBE Sub.

3. DBE Prime subs out some of the work to nofiDBE/MBE _(contract dollar
amount is $100,000Mowever, if the DBE Prindoes sub out $40,000 to a
non-DBE/MBE suband$60,000 is sgderformedoy theDBE prime, then
prime willonlyneed to report the $60,080a DBE commitment and payments
as they get paid

7. REPORTIDEBE Commi t mé Nt EOC

NOTE: User needs ftiirst setup up the PRIME in the SUBAGREEMENTsdab
follows:
0 Select th&ub Agreementdab

lHomeISubcontractor Contacts lBidder Opponunityl Sub Agreements lDBE Comrnitmentsl

Contractor | Maintain Sub Agreements &
|.~ , Select Contract

U Enter thecontract ID in the contract id box & Click tlet Contractsbutton

Contractor | Maintain Sub Agreements @

Select Contract

Select a Contr

) N —

Contract ID: Ez2Qss
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U Select theontract id and click thédd New Sub Agreemenbutton

showing itsm 1 of 1
ContratID # Descrigtion Lead Sroject Execution Date Stsus Summary
E2P% K =10 21330125201 TRV2012 OPEN FOR REPORTING (|
Sub Agreements for Contract: E2P335 Sort By: ® Sub Name Ter Hired By

U Select th@ier Levelin the drop down box and sele&IME

Tier: Sub:

= AJA PAVING INDUSTRIES OF FLORI Sub Vendor ID: F261871966
PRIME : Hired By: == Prime ** Hired By Wendor ID: ** Prime =%
Select ... ‘

PRIME

SUB TIER 1

SUBTIER 2
SUBTIER 3
SUB TIER 4
1SUB TIER 5

Florida Department of Transportation, Office of Information Syste|
Contact Help: email fdot.servicedesk@dot.state.fl.us or call 186&9554357(HELP)
Internet Privacy Policy, Disclaimers & Credits

U Click theSavebutton

Tier: Sub: COMPLETE HIGHWAY IMPROVEMENT INC Sub Vendor ID:
| PRIME v | HiredBy: " Prime* Hired By Vendor
ID:

s P—

NOTE: After the Prime is setup in the Subagreemeniproceed to the DBE
Commitment tabto report the DBE commitment->

U Click theDBE Commitments tab. (You can also use the DBE commitment link
on the sub agreement screen to get to the DBE commitment tab).
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U EnterContract id in the contract id boseNext, clickGet Contractsbutton.

Contractor | DBE Commitments @

© Step 1: Select C

Contract ID: E1J08 -OR-

Select a Contract Category: | CONSTRUCTION [«]

\ Show Contracts Having Commitments: | ALL

U Select theame of the sub

empzzsaeumh'., t for Contract: E1L82-R0
Sub Name + /

Sub Vendor ID Hired By
COMPLETE HIGHWAY IMPROVEMENT INC COMPLETE HIGHWAY IMPROVEMENT INC

F412051311

U ClickAdd New Commitment(1), select thBIAIC S codé?) from the NAICs

dropdown an&pecialty codé€3) from thegpecialty code drop down. Next enter
commitment amount(4) and glect the&Submit checkbox5).

-

Step 3: Maintain Commitment Details for Sub Agreement with: COMPLETE HIGHWAY IMPROVEMENT INC

Show Commitments with Status: | ALL v

——] ] ] e

- Commitment Amount
Add [ 237310 - Highway, Street, and Bridge Consl v | @ (dl =3[ 200 - ROCK BASE v 200"
[Delete  Submit Date: NIA Date Reported: N/A Status: IN-WORK DBE Credit: N/A
Submit: ¥ Contract Category: | MAINTENANCE v |
L 5

U ClickSave

T— e e
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/. REPORT PRI ME DBE PAYMENT
NOTE: After the DBE commitments are reported, once a payment is received,
prime can report the DBE payments.

U Select th&ub paymentdab and chooskdd New Sub payments

e ———

Add New Sub Payments
Maintain Sub Payment _
M . B

sontractor | Add New Sub Payments @

U EnterContractid in the contract id box awlick theGet Contracts

e Step 1: Select Contract —

Contract ID: |E1L82-R0 I -OR- Select a Contrac

| —

U Select th€ontract id by clicking on it

Contract ID # Description Lead Project
E1L82-R0 ROADSIDE MOWING 42950717201

U Selecthename

( 5 Step 2: Select Sub Agreement for Contract: E1L82-R0
Showing item 1 of 1
Sub Name 4 Sub Vendor ID Hired By Tier  Summary
COMPLETE HIGHWAY IMPROVEMENT INC F412051311 COMPLETE HIGHWAY IMPROVEMENT INC P
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U Enter the details in tlpaymensummaryas below:
o Enterpayment datework completeandend dates
o0 EnterTotal paymentamount
0 Select thAdd Payment Detailbutton addNAICS/ Specialty

codes

o Enter theDBE credit amount
Note: The Payment detail is where you claim the DBE forettiie
paymentsThe DBE Credit amount is thepayment amourthat is
being claimed f@BE Credit, in most cases it is the same as the total
payment amount.

6 Step 3: Add New Payment Information for Sub Agreement with: COMPLETE HIGHWAY IMPROVEMENT INC

Contract ID: E1L82-R0

Add Payment Summary

Payment Date:
Work Complete Date:

11/25/2014
Total Payment Amount:
Retainage Amount:

Comment:

Add Payment Detail h

Sub: COMPLETE HIGHWAY IMPROVEMENT INC

Tier: PRIME

/ Payment Summary

Work Performed Begin Date: 11/03/2014
|-) Zero Dollar Payment

3000 m} Payment Reason:

Select Zero Payment Reason

Payment Detail
 Delete NAICS y ~ Specialty Code
¥ Submit 237310 - Highway, Street, and Bridge Const ¥ @ [l 5] 200 - ROCK BASE

Comment:

Hired By: COMPLETE HIGHWAY IMPROVEMENT INC

Work Performed End Date: 11/07/2014 | ! Delete

Payment Type:
REGULAR v

! Final Payment

Select SIM Pay Estimate | g
You have 300 characters left

’ DBE Credit Amount«
v 3000*

You have 300 characters left.

«quired fields are marked with *

U ClickSave

Nm
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8.0 REPORTI NG A DBE PAYMENT Wi
COMMI MI MENT

DBE Commitments must be entebedflore DBE paymentsThe

NAIC Scode used on the commitment must match the NAICs code used
on the payment. This applie€XBE subs as well as DBE primesf a

user puts in BBE payment first without a commitment, the system will
NOT create a pay adjustmentinstead, it will direct the user to go to
thecommitment screda first put in a commitment for thedecific

NAICs code.

Below is a sample notifioa message that the usersed\Whenuser

gets this messagangans they need to go to the D&tenmitment tab
andreport acommitment equal to or greater than the payment atmount
be reportedEnsure to use tleame NAICscode listed in the
commitment tab and payment fabis will ensure consistency and
accuracy in data reporting.

Warnings

Warning:Commitment Amount needs to be entered

You must first enter a Commitment amount equal to or greater than this payment for the following NAICS :

Action Required:

NAICS: 238990 - All Other Specialty Trade Contractors

Commitment Credit Amount to Date: $0.00  Payment Credit Amount to Date: $3,000.00  Over Payment Amount: $3,000.00

Commitment Status Specialty Code  Commitment Last Updated Timestamp ~ Submit
Credit Amount
TOTAL COMMITMENT AMOUNT TO SUBMIT $3,000.00
Back to commitment screen
- —
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9. CALCULATIOGPNO % EOGCFORDBE
SUB S

This is applicable to material supplier codes. For work types/NAICs codes that are
material suppliesgecialtycode 220, the prime will get DBE credit of 60#6the

DBE Commitment screen, the systemill calculate the 60b&sed on what the user
inputs forthe DBE Commitment amounHoweverpn thePayment side the
systendoes notcalculate th@0%.Thereforethe user will have tomanually put in

the 60% in the payment detafior the DBE credit in the payment side

9.1 REPORT 60% CODE DBE COMMITMENT
To enter a material supplier DB&mmitmentperform the steps below

U Click on thédDBE Commitments tab and enter contract id in the contract box

| Home: | Bioger Gpponunay | Sub Agresments | DBE Commitments | Sub DBE ‘Subconlractor Contacts

< | Add DBE C @
D Step 1: Select Contract

\

Comtract It BOTT4 AR Select & Conlract Cabegony:  Splgc Conirac Calegory -
Show Contracts Having Commitments: a1 ) -

Comtsst D # Danerpten Lass Drogset Exseutinn Date Siwisn Sormrmary
BoTTY CINTRAL FLORDIA. Staten fnishes AT AR CPEN FOR REPORTNG i

19 step 7: Select Sub Agreement for Contract BOTT4

Zub tama # Sub Vesder £ s By Tar  Sommary
ANCHS PANTIG NG [ ARCHER WESTERM CONTRACTORS LAC o

U Selec6Get Contractsbutton
U Click theAdd New Commitment button

Step 3: Maintain Commitment Details for Sub Agreement with: ROAD RUNNER HIGHWAY SIGNS INC ——

0 Select th&lAICs from the NAICs dropdown ar8becialty coderom the
Specialty code drop davitext enterDBE commitment amount.

Action NAICS Specialty Code Commitment Amount
Add 423610 - Electrical Apparatus and Equipment [w] @ (G (| 220 - MATERIAL SUPPLER - WHOLESALE [] 5000*
Delete  Submit Date: /A Date Rewd: WA tus: IN-WORK DBE Credit: N/A
Submit: ¥ Contract Category: CONSTRUCTION
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NOTE: The EOC systemwill calculate the 60% based off the DBE Commitmen
amount you put in. For instance, the system calculated the 60% basgsl0ficthe
and now DBE credit &3,000.

41361 B At mmmw Z0-WATERWLSFPURR - WHOLESKEE (RZ0M 000 S0 O SUBMITED
Siles Rk e
s

U ClickSavebuttonwhen done
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9.2 REPORT 60% CODE DBE  SUBPAYMENT

On the myment sidd,the user has a material supplier ¢hdeysterdoes not
calculate th&é0% Thereforetheuser will have tmanuallyput in the60%in the
payment detailfor DBE credit.

To obtain the 60% for DBE credit on the payrselfg please perform the following
steps:

U Select th&ub paymentdab
U SelectheAdd New Sub payments

,ommitments | Sub Payments | DBE Director mm

Add New Sub Payments
Maintain Sub Payment

U EnterContract ID in the contract id boand selecget Contracts

Contractor | Add New Sub Payments ()

r ’ e Step 1: Select Contract

Contract ID: [E1L82-R0 ‘ -OR- Select a Contract Category:

™

U Selectthe ontractid byclickngon it

Contract ID # Description Lead Project
E1L82-R0 ROADSIDE MOWING 42950717201
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U Click on theSub

@ step 2 Select Sub Agreement
Showing items 1-3
sub + o Sub Vendor D Hired By Ter  Summary
JASONS HAULING INC F593218239 AJAX PAVING INDUSTREES OF FLORI o
ROAD RUNNER HIGHWAY SIGNS INC FB50506853 AJAX PAVING INDUSTREES OF FLORI o
ROMINE CONSTRUCTION LLC F20B136433 AJAX PAVING INDUSTRIES OF FLORI o

U Enterthepayment amountin thetotal payment amoufi¢ld Next, selecdd
Payment detailbuttonand then enteheactual 60% amounin the DBE credit
amountas shown in the diagram below.

! '
? & step 3: Add Nlew Payment Information for Sub Agreement with: POWERLOGICS INC
Contract |D: E100¢  Sub: POWERLOGICSINC  Tiem SUBTIER 1 Hired By: AJAX PAVING INDUSTRIES OF FLORI
S et S user puts in
the actual =
payment
Payment Date: 01082014 amount 13 ' Work Performed End Date: 1210572013 user needs to
Work Complete Date: Payment Type: | REGULAR manually put in
Total Payment Amount: 4000 Zero Payment Reason: the 60%' iI'I the
| Retainage Amount: Select Zero Payment Reason 3 DBE .
credit
aadE Deall Select SIM Pay Estimate | g
\ Payment Detail /

Delete  NAICS Speciaity Code DBE Credit Amount
# Submit [423610 - Electrical Apparatus and Equement [ @ (71 220 - MATERAL SUPPLER - WHOLESALE [v] 2400
Comment: You have 300  characters eft

NOTE: For DBE Credit on the Payment side, user haamoallyut in the
60% amount in theayment detaskection as the system does not automatice
calculate it.

U ClickSavebuttonwhen done

—NT
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10 0 OCAL AGENCY CONTRACTS

EOCruns a batch program to dudical agencycontractsfrom an applicatiocalled
LAPIT . Certain key information needs to be present in LAPIT for it to appear in
EOC. Thelocal agencyis responsible for inputting the key informationLAfeIT.
This information is:

+ Local AgencyContract Number

+ Prime Name and Federal Tax id Information

+ Local Agency Contract Execution date

+ Contract Amount

NOTE: If any of this information is missing in LAPIT, tioedl agency
agreememill notbe available iEOC.

Once this information is entered in LAPIT, then the lap agreement will appear in EOC
for thePrime ContractofConsultant to submit their DBE reporting.

EOC pulls Local

Information from ‘ application

LAPIT
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11REPORTS

Users can run different reports in EOC by selecting the RepdRepafis display
EOC data that has been submitted by the user

Report Menu © Select a report from the Report Menu

Bidder Opportunity
Bidder Opportunity List Repor
Contract

LConiracts Not Reporied
Contracts Not Reported Active
Conltract List Report

Report

Commitment Payment Comparison Report
DBE Commitments.

Contract Commitment Details Report
Contracts With No Commitments Report
DBE Utilization Summary Report
DBE Utilization Detail Report
Executive Board
Executive Board Report
Executive Board Active Report
Other

Federal Uniform Report
Sub Payment

Ciosed Contract Sub Payments Report
Contract Sub Pavment Details Report

11.1 KEY R EPORTS

Below is a listing oéports that arelpfulto the EOC user. These reports ashist
userto tracktheir DBE Commitment percentage, DBE payments, DBE grades and
overall contract data.

Contract KeyReportsto ~ Use in EOC
Profile Report

DBE Utilization
DBE Detail Contract Sub

Commitment Report(DBE Payment
Details Report letter grades) details report

Certification
History report
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Below are the steps outlined on how to run the different EOC reports:

1) Contract Profile Report: This report allows you to vieantract details for
a specific contract. It gives detailed information such as general contract
information, contract amounts, DBE commitments and DBE sub payment

‘

Report Menu @ Report Criteria for the Contract Profile Report

Bigaer Oppontunity List Regon

Bidder Opportunity
Contract ID ’

To run the report, complete the following steps:
U Enter Contract ID

U ClickSubmit

| Report Output

Tatie of Contents for Conact (I

\\

2) Contract Commitment Details Report: The user caviewDBE
Commitment detailsuch agvork type & DBEpercentagfr a specific
contract. This is similar to the DBE Anticipated statement.

[T TXEN

Reports

Report Menu & Report Criteria for the Contract Commitment Details Report

= | ]

R'....

To run the report, complete tlelowing steps:
U Enter contract ID

Bidder Opportunity

Dats Commitment DBECredit %O  Dats
NAICS Dascription Speclalty Coos Submitted Amount Amount Contract Reported Current Status
Sub: Tier -01
Z5T310. vighwey, Steat, and Brcign Coratucton | $98 - ACPHALT RUBBER BINDER B 20000 0000 oz ACCEPTED
96000 - A Ot Spmciaty Trade Coracton 705 - OBLECT MARVERS AND sz smrnTs s e READY
CELNEATORS
‘Sub Total $S4TRTS  SSATIZTS  GAT%

Report Output
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3) DBE Utilization Detail Report: Thisreportprovideghe user a snap shot of
theirDBE utilizationletter grade3his DBE Utilization report is baseifithe DBE
Commitments that are reported in EOChis is why wstrongly encourage our

EOC users to submit DBE commitments for their Subs as this will have an impact on
their DBE letter grades

Reports
Report Menu @ Report Criteria for the DBE Utilization Detail Report
Bidder Opportunity Select Contract Categories:

Bidder Opportunity List Report g Q(L)LNSTRUCT\ON K
Contract [C] MAINTENANCE

[C] PROFESSIONAL SRVC CONSULTANT

Contracts Not Reported [ LOCAL AGENCY CONSTRUCTION

Contracts Not Reported Active [F] LOCAL AGENCY CONSULTANT

Contract List Report

Contract Profile Report Vendor Name: Vendor ID:

Commitment Payment Comparison Report

DBE Commitments Open Vendor Search ,

Contract Commitment Details Report . o
Report Begin Date: 10/1/2013 * Report End Date: 1/13/2014
Contracts With No Commitments Report > g s

DBE Utilization Summary Report N 3 . -
{DBE Uiization Dtz Report & Funding Type: Federal and State [*] Sort By: Prime

w District: ALL El

Executive Board

Executive Board Report

Executive Board Active Report
Submit

Other

To run the report, complete the following steps:

Select Contract Category

Fillin Report Begin Date and End Date
Fill in Fund type

Click Submit button

[t e et

Report Output
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