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1 Introduction

1.1 Purpose

The purpose of this document isto provide instructions for Internet users—specifically
companies—to use the CBE Business Center. Companies can register and enter applications for
CBE certification, enter payment information, and post opportunities for CBE companies.

1.2 Scope

This document covers only those functions accessed via the Internet. The document has been
broken into sections by functionality. The following functions are covered:

Registration and Login
Certification Application
Upgrade Application
Recertification Application
Payments

Opportunities

1.3 Audience

The audience for this document consists of companies that access the CBE Business Center via
the Internet.

1.4 Overview

This application was developed to assist the Department of Local, Small, and Disadvantaged
Business (DSLBD) to track companies as they apply for CBE certification and monitor the
various awards and payments to ensure local businesses are receiving the benefits that are set
aside for them.

If you have any questions about the certification process you can contact DSLBD at:
Department of Small and Local Business Development
Attention: Certification Division
441 4™ Street, NW, Suite 970N
Washington, DC 20001
Phone: (202) 727-3900 Fax: (202) 724-3786
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2 General Rules for Usage

Do NOT use the Browser's back button; use the “Go Back” button within the
application to return to the previous page.

Any user that has a password reset or has forgotten a password and received a
temporary one will be required to change the password at the first login. Users will
be automatically directed to the Change Password screen.

Fieldswith an asterisk  arerequired fields.

Selecting a column heading allows you to display the entire table, sorted by the
selected column heading. Selecting the heading one time will display that column
in an ascending order (A to Z); selecting it a second time will sort in a descending
order (Zto A).

Help is available by selecting the Help Icon @ tew |ocated on the upper right
corner of pages within the CBE Online.

b IS b b@

3 Welcome to CBE Online

To find the CBE Online, go to the dc.gov website and search for the Department of Small and
Local Business. Once you get to the department's website, select the link for CBE Business
Center.

Page 2 Internal Use Only



CBE Business Center Version 1.4
Internet User Manual Date: 14 September, 2007
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Figure 1: DS.BD Home Page
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Y ou can learn what the CBE Business Center can do by selecting the pages that are linked to the
CBE Business Center page. Y ou can:

Learn Details about CBE Business Certification—This tells you how and why you
should become a certified CBE in the District.

Add Citywide CBE Opportunities—This allows any company to submit ajob
opportunity that could be filled by a CBE company (subject to review and approval by
DSLBD) (see Figure 3).

Check a Business Enterprise Zone—Find out in what enterprise zone your company
address belongs (see Figure 4).

Search the CBE Company Directory—L ook for a District-certified CBE company (see
Figure5).

Search CBE Opportunities—If you are already a CBE, look in our listing of
opportunities available (see Figure 6).

Apply for Vending Certification — Y ou can submit a Street Vendor CBE Certification
Application. (see Figure 7).

Figure 2: CBE Business Center Home Page

If you would like to register your company, select the “ Register” button. If you already have a
username and password, select “Log In.”

Page 4
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All companies must register with the system. Thisincludes:
@ - Companiesthat are bidding on contracts that require a set-aside

for small businesses and a subcontracting or CBE plan

Companies that are applying for CBE certification,
recertification, or an upgrade

Companies need only register onetime. An email is sent that contains the
username and password that are set up during registration.

3.1 Add Citywide CBE Opportunities

Figure 3: Add Citywide CBE Opportunity

To enter awork opportunity open to any city CBEs, enter information into the following fields:

Or ganization—Enter the name of your company or agency (required field).

Phone—Enter a phone where CBE firms can contact you about this opportunity
(required field).

Email—Enter an email where the responses to this opportunity will go (required field).

Contact Name—Enter the name of a person who will be available to discuss the
opportunity (required field).

Opportunity Name—Enter a descriptive name for your opportunity (required field).
Opportunity Value—Enter the dollar value for this opportunity (required field).
Begin Date—Enter the date that this opportunity was posted (required field).

Closing Date—Enter the date that you expect to announce who will be awarded the
contract (required field).

Internal Use Only
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Bid Due Date—Enter the last date that you will accept bids from CBEs who are
responding to this opportunity (required field).

Work L ocation—Enter the location where the work will be performed (optional field).

Bid Requirements—Enter information that CBE firms must include in their response
to this opportunity (optional field).

Description of Work—Enter a brief description of the work that you are offering
(optional field).

Edit NIGP Code(s)—If you know the code(s) that you require CBE firms who reply to
have, select them from the NIGP Codes screen by sdlecting this button.

Select the “ Submit Opportunity” button to submit your opportunity to the DSLBD office, where it
will be reviewed. If it meets the criteriafor posting, DSLBD will post your opportunity on the
web, if not your opportunity will be rejected. Y ou will be notified by email of the status of your
opportunity.

3.2 Check a Business Enterprise Zone

Figure 4: Check a Business Enterprise Zone

To determine if a business address within the District fall into any enterprise zones, enter the
addressin the field and select the “Find It” button. A small map and text information about the
address will be displayed below the entered address.
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3.3 Search the CBE Company Directory

Figure 5: Search the CBE Company Directory

Tofind out if acompany is a certified CBE for the District, enter some company information into
one or more of the fields on the screen. Select “ Search” to see the results displayed in atable. If
the information you entered does not match any information in the CBE database, the company
may not be certified. You do not need to enter afull Business Name, the search results will show
any company that matches the letters you entered.

3.4 Search CBE Opportunities

Figure 6: Search CBE Opportunities

Internal Use Only Page 7
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If you are a certified CBE, you can seeif there are any opportunities for your company. Enter
keyword(s) into the field and select “ Search” to see the results displayed in atable. Y ou may just
select “ Search” without entering any keywords to see al opportunitiesin the system. If you see
an opportunity you like, select the opportunity to see more details.

Page 8 Internal Use Only
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3.5 Apply for Vending Certification

Figure 7: Street Vendor CBE Certification Application

Street Vendor Application is presented in PDF format; therefore, you will need to have Acrobat
Reader installed to view and print the application. Follow application instructions and submit all
the required documentation upon completion to the:

District of Columbia Government

Department of Small and Local Business Development
441 4th Street, NW, Suite 970N

Washington, DC 20001

Tel: (202)727-3900

Internal Use Only Page 9
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4  Registration
All companies must register with the system. Thisincludes:

Companies that are bidding on contracts that require a set-aside for small businesses
and a subcontracting or CBE plan.

Companies that are applying for CBE certification, recertification or an upgrade.

Companies need to only register onetime. An email is sent that contains the username and
password that are set up during registration. The Registration screen looks like the following:

Figure 8: Registration Screen

Y our information is kept on a secure server and is only used by DSLBD. Y ou should check the
email account you provided in the Contact Information section because that is where any email
from DSLBD will be sent.

Page 10 Internal Use Only
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5 Login

Y ou must login to the system by entering your Username and Password. If you cannot remember
your username or password, select the “Forgot Y our Password or Username” link.

Figure 9: Login Screen

5.1 Forgot Your Password or Username

Selecting the “Forgot Y our Password or Username” link displays the following screen.

Figure 10: Forgot Password Screen

Enter the first name, last name, and email of your contact person. Select “Submit.” You will be
sent an email with your username and atemporary password.

Internal Use Only Page 11
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5.2 Change Password
Selecting the “Change Y our Password” link displays the following screen.

Figure 11: Change Password Screen

If you were sent atemporary password, you must enter it in the “ Current/Temporary Password”
field and type anew password in the “New Password” and again in the “ Confirm Password”
fields. Select “ Submit” to save the changes.

6 Company Options

Once you successfully login, you will see a Company Menu screen. This screen will vary
depending on what your company is associated with in our database.

Figure 12: Example of a Company Menu Screen
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All buttons that are available from this screen are listed below. Some may apply to your
company; others may not. The buttons are also linked to the navigation in the left side of the
screen.

Start Certification—Select this button to start your CBE certification process. Y ou
will only see this button if you have not started the certification process. Once you start
a Certification application, this button becomes the CBE Applications button.

CBE Applications— This button displaysif you have already started the CBE
Certification process. Select to view and check the status of the submitted CBE
applications. If your company will not be applying for CBE certification, do no select
this button.

CBE Plans—If you are a prime contractor with a contract that requires you to submit a
subcontracting plan, select this button to view or print out your CBE plans by contract
number, to enter payment information to your subcontractors, or view payment
information that you have entered.

Subcontractor Opportunities—If you are a prime contractor and need to look for
additional CBE subcontractors for your current contract, you can submit an opportunity
that will be posted on the CBE website, where many CBE subcontractors who are
looking for additional work will seeit.

Verify Payments—If you are a certified CBE company and a subcontractor on a
contract, select this button to verify that you have received payments from the prime
contractor on the contract.

Update Profile—Select this button to update some of the information on your profile.
Some fields may affect your CBE certification status and will require you to submit an
Upgrade application or notify the DLSBD office by telephone.

Change Passwor d—Sel ect this button to change your password. The email contact
address used for registration will receive an email from DSLBD with atemporary
password. Once you log in with the temporary password, you will be required to change
it.

L og Out—Select this button to log out of the system and return to the Login screen.

6.1 Update Profile

All users can update their own profile. Y ou cannot change your company's name or the Federa
Employee Identification Number (FEIN) you entered when you registered.

Internal Use Only Page 13
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Figure 13: Update Profile Screen

Change or add any information that you want. Fields with an asterisk must contain valid
information.

Note: Y ou may update your Business Location Addressif you have not been certified asa CBE.
If you have at |east one approved application with DSLBD, you must contact DSLBD directly to
change your Business L ocation Address.

Select “ Update Profile” to save the changes. Select “Cancel” to return to the previous screen
without any changes being saved.

Page 14 Internal Use Only
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6.2 Change Password
Selecting the “ Change Password” displays the following screen.

Figure 14: Change Password Screen

Y ou may change you password whenever you want. If you were sent atemporary password, you
must enter it in the “Current/Temporary Password” field and type a new password in the “New
Password” field and again in the “ Confirm Password” field. Select “ Submit” to save the changes.

6.3 Start Certification

Selecting the “ Start Certification” button from the main menu screen alows you begin the CBE
certification process by entering a 16-page Certification application.

Internal Use Only Page 15
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Figure 15: Certification Application

The number of pages for the application appears above the first question as arow of humbered
boxes. The current page is shown as a white numbered box, completed pages are blue numbered

boxes, and pages not yet completed are shown in grey boxes. The application in Figure 15 has
just been opened, so all the boxes are grey.
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Each application page has additional information available to help you fill out the application.
Select the Help icon @ telpgo display step-specific information.

Select “ Save & Continue” to proceed to the next step of the application. All fields with an asterisk
are required and must contain information before you can continue to the next step.

According to the DC Law, in order to be certified as a CBE your company’s principal office must
be located in the District of Columbia. Y ou will not be able to proceed with an application if you
enter anon-DC address in the “Business Location Address’ field.

When you enter a District “Business Location Address,” it will be verified against the Master
Address Registry (MAR) and if it does not quite match what isin the database, you will be asked
if the address is the one you want. Y ou may opt to accept the address as it was entered or use the
corrected one provided by the MAR.

You can print out a Summary Report of all information on the application by selecting the Print

=

iconPrint.

When you reach the end of the application, the final “ Save & Continue” will display an
information page. The page contains information on other documentation that you must gather
and send into DSLBD so they can complete your certification process. Select the links to print out
acopy of the Application Checklist, Affidavit, DBE Form and Waiver Application. Once an
application is electronically submitted, you cannot change any information on it. Select “ Submit
Final Application” to send the application to the DSLBD office.

Figure 16: Submission & Checklist Screen
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6.4 CBE Application

This screen displays the status of any applications that you have started or any that are currently
in the system. Y ou can also use the “View/Print Company Information” button (if available) to
see what information is currently in the system about your company.

Figure 17: CBE Applications screen

Applications that are in the system are listed in the table. To look one of the applications, select
the“Details...” link in the View/Edit column. Y ou may change information in any application
that has a status of “ Data Entry.” When you submit the application, the status becomes “ Pending”
and DSLBD office will begin reviewing the application at this point. Y ou may review the
application to see any status changes on the Status tab.

If the “ Start New Application” button is not accessible, you cannot start a new application. You
are only allowed to have one application open at atime. The system useslogic to determine when
to make the button available. Once you have been approved and you are not expired, you may
enter an Upgrade application.

The system automatically knows when you need to apply for recertification. It will make the
Recertification application avail able starting 90 days before your certification expires and up to
one year after your certification expires. If your certification has expired more than two years
ago, you will need to start abrand new Certification application. If you are entering a Joint
Venture, you must contact the DSLBD office directly as thisis not available online.

If you have questions about the application process, contact DSLBD:
Department of Small and Local Business Development
Attention: Certification Division
441 4™ Street, NW, Suite 970N
Washington, DC 20001
Phone: (202) 727-3900 Fax: (202) 724-3786

Page 18
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Select the “View/Print Company Information” button to obtain a summary report of all the

information in the database. Y ou can print this out if you have a printer available. The report will
look similar to the following figure.

Figure 18: Company Information Report
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If the “ Start New Application” button is available, you can select an application type from the
drop-down list in the “Select Application Type” field. Select “ Create New Application” to display
the selected application.

6.5 CBE Plans

If your company has submitted a proposal that required you to submit a CBE subcontracting plan
and you have been awarded the contract then the “CBE Plans’ button will be shown after you log
in. Select this button to see these contracts. The CBE plan has been input from your paper
submission by the Contract Manager at the Office of Contracts and Procurement (OCP).

Figure 19: CBE Plans Screen

6.5.1 View a Plan

This page consists of a search box and aresultstable. Thetable displays all contracts awarded to
you. This may be several pages.

Use the Search fields to narrow down the list of contractsif you like. Enter information into any
or dl of the fields as desired. If you enter multiple fields, the system will display only those
results that match all entered criteria

Enter “ Contract Number” search criteria by entering the whole contract number into the field. If
thisisthe only criteriayou want to see, select the “ Search” button, and the results will be
displayed in the table below. If you want to enter other criteria, you may do so before selecting
the “Search” button.

Enter “Award Date” search criteriain mm/dd/yyyy format. Y ou should enter a“To” date and a
“From” date. If thisisthe only criteriayou want to see, select the “ Search” button, and the results
will be displayed in the table below. If you want to enter other criteria, you may do so before
selecting the “ Search” button.

Enter “Agency” search criteria by selecting an agency from the drop-down list. If thisisthe only
criteriayou want to see, select the “ Search” button, and the results will be displayed in the table
below. If you want to enter other criteria, you may do so before selecting the “ Search” button.
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All active contracts that that meet all search criteria entered will be displayed in the results table.
Selecting a column heading allows you to display the entire table, sorted by the selected column
heading. Selecting the heading one time will display that column in an ascending order (A to Z);
selecting it a second time will sort in adescending order (Z to A). To view the CBE plan for a

particular contract, select the View icon at the end of the row. Thiswill take you to the
View/Record Subcontractor Payment screen.

6.5.2 View/Record Subcontractor Payment

Figure 20: View/Record Subcontractor Payment Screen

This page displays al subcontractors that are associated with the contract selected on the previous
screen. CBE subcontractors are either In-Plan or Out of Plan. In-Plan subcontractor names,
FEINs, award dates, and plan dollars are displayed. Only Subcontractor Names and FEINs are
displayed for Out-of-Plan subcontractors. Selecting a column heading allows you to display the
entire table, sorted by the selected column heading. Selecting the heading one time will display
that column in an ascending order (A to Z); selecting it a second time will sort in a descending
order (Zto A).

To view the details for a subcontractor, select the View icon at the end of the row. Thiswill
take you to the detailed screen for that subcontractor where you can see the subcontractor's
payment information and record new payments. Y ou may also use the link “Record payment to
CBE Subcontractor not in plan for contract” to enter payment for subcontractors not in the plan.
Thiswill add them to the list in the Out-of-Plan table.

Use the “Go Back” button to return to the previous screen.
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6.5.3 View Payments

Figure 21: View Payments Screen

This page consists of a search box and aresults table. The default view shows only unverified
payments made to the CBE subcontractor selected in the previous screen. This may be several

Use the Search fields to narrow down the list of contractsif you like. Enter information into any
or adl of the fields as desired. If you enter multiple fields, the system will display only those
results that match all entered criteria.

Enter “Payments Made” date search criteriain mm/dd/yyyy format. Y ou should enter a From/To
date range. If thisisthe only criteria you want to see, select the “ Search” button, and the results
will be displayed in the table below. If you want to enter other criteria, you may do so before
selecting the “ Search” button.

Select which payment types to “Include” in your search criteria by checking the boxesin front of
the type of payments you want to see. If you do not want to see a particular type of payments,
uncheck the box and that type will not show up in the resultstable. If thisis the only criteriayou
want to see, select the “ Search” button, and the results will be displayed in the table below. If you
want to enter other criteria, you may do so before selecting the “ Search” button.

All payments that meet al search criteria entered will be displayed in the results table. Selecting a
column heading allows you to display the entire table, sorted by the selected column heading.
Selecting the heading one time will display that column in an ascending order (A to Z); selecting
it asecond time will sort in a descending order (Z to A).

Select the “Record New Payment” button to enter a new payment to this subcontractor.
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6.5.4 Record New Payment

Figure 22: Record Paymentsto CBE Screen

This page allows you to record a new payment to the subcontractor you selected from the
previous screen. The subcontractor and contract information isin the blue information bar above
“Payment Issue Date.”

Payment | ssue Date—Enter the date you issued the payment (today's date is always
displayed); thisisarequired field.

Payment Amount—Enter the amount you are paying the subcontractor; you may enter
dollars and cents (required field).

Services/Goods Provided—Enter text describing the reason for the payment (optional
field).

Optional Comment—Enter any other comments you wish to note about the payment
(optional field).

Select “Save” to record the payment and send an email to the subcontractor aerting them that a
new payment has been posted and that they should verify the payment.
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6.6 Subcontractor Opportunity

Figure 23: Subcontracting Opportunity Screen

If your company has been awarded a contract, you are considered a prime contractor. The
contract may have required you to submit a subcontracting CBE plan. If so, you may wish to
offer opportunities to other CBE companies. The opportunity you submit will be associated with
the contract(s) on which you are the prime contractor. If you have opportunities that are outside a
contract that you are the prime contractor on, please log out of the system and submit the
opportunity viathe Internet link, without logging in. If you have logged in, your opportunity must
be associated with one of your awarded contracts.

To enter awork opportunity for more CBEs, enter information into the following fields:

Select Contract No.—Select one of your awarded contracts from the drop down list
(required field).

Opportunity Name—Enter a descriptive name for your opportunity (required field).
Opportunity Value—Enter the dollar value for this opportunity (required field).
Begin Date—Enter the date that this opportunity was posted (required field).

Closing Date—Enter the date that you expect to announce who will be awarded the
contract (required field).

Bid Due Date—Enter the last date that you will accept bids from CBEs who are
responding to this opportunity (required field).

Email—Enter an email where the responses to this opportunity will go (required field).

Phone—Enter a phone where CBE firms can contact you about this opportunity
(required field).
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Bid Requirements—Enter information that CBE firms must include in their response
to this opportunity (optional field).

Description of Work—Enter a brief description of the work that you are offering
(optional field).

Edit NIGP Code(s)—If you know the code(s) that you require CBE firms who reply to
have, select them from the NIGP Codes screen by sdlecting this button (see figure
below).

Select the “ Submit Opportunity” button to submit your opportunity to the DSLBD office, where it
will be reviewed. If it meets the criteriafor posting, DSLBD will post your opportunity on the
web, if not your opportunity will be rejected. Y ou will be notified by email of the status of your
opportunity.

6.6.1 Edit NIGP Code(s)

Figure 24: NIGP Codes Screen

If you chose to add NIGP codes to your opportunity and selected the “Edit NIGP Codes’ button,
the screen shown above was displayed. Use this screen to select NIGP Codes to attach to your
application or opportunity submission by using this page.
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To find an NIGP code, enter keyword(s) in the NIGP Description Word Sear ch field and select
the Sear ch button. To perform an exact search for a phrase, type words in quotes, i.e. “civil
engineer” and only those NIGP Codes will be displayed that contain civil engineer in their
description. To view al NIGP Codes that contain either “civil” or “engineer” in their description,
type the following in the search box without quotes: civil, engineer. The search is not case
sensitive.

Y ou can aso search for NIGP codes by entering a numeric commodity code (or code prefix) in
the NI GP Code Sear ch field and select the Sear ch button. Y ou may enter the entire code
(hyphens are not required) to find a specific NIGP Code or enter a part of the code (i.e. 68000) to
view al NIGP Codes that contain entered numbers.

All results are displayed in the bottom | eft of the screen in atable called Available NIGP Codes.
Y ou may need to scroll down to see the first 10 items that match your search criteria. Frequently
your results will be displayed on several pages, to see each page, select the page number shown
just above the results listing.

To add the NIGP Code(s) to your application or opportunity:

Select the desired code(s) from the search list by selecting the checkbox in front of your
selection; you may select all NIGP codes on the page. Y ou are not allowed to select
multiple codes on multiple pages at the same time; you must select codes on a per page
basis.

After selecting the desired checkboxes, select the “ Add” key, this placesthe codesin
the “ Selected NIGP Codes” table. Repeat the selection and “Add” process until you
have all your desired codes in the “ Selected NIGP Codes” table. New NIGP Codes that
were not previoudy included on the most recently “approved” application (i.e.
Certification, Recertification, or Upgrade) will be displayed in blue in the “ Selected
NIGP Codes’ table.

Scroll to the bottom of the page, if necessary, to see the “Apply Changes’ button. Select
the “Apply Changes’ button to place all the NIGP codes you have in the “ Selected
NIGP Codes’ tableinto your application or opportunity submission. This page will
return you to the application or opportunity page when the action has compl eted.

Selecting the “Cancel” button will return you to the application or opportunities page that you left
in the first place without applying any changes.

6.7 Verify Payments

If you are a CBE and a subcontractor on an active CBE plan member, you are required to verify
payments that have been made to you by the prime contractor on the contract. Select the “Verify
Payments’ button.
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Figure 25: Verify Payments Screen

If you are participating on several contracts, they will al be listed in the table at the bottom of the
screen. If thisis alarge table, you may want to enter some search criteriato narrow down the
results. Enter information into any or all of the fields as desired. If you enter multiple fields, the
system will display only those results that match all entered criteria.

Enter Contract Number search criteria by entering the whole contract number into the
field. If thisisthe only criteria you want to see, select the “ Search” button, and the
results will be displayed in the table below. If you want to enter other criteria, you may
do so before selecting the “ Search” button.

Enter Prime Contractor search criteriaby FEIN or Company Name. If thisisthe only
criteriayou want to see, select the “ Search” button, and the results will be displayed in
the table below. If you want to enter other criteria, you may do so before selecting the
“Search” button.

Enter Award Date search criteriain mm/dd/yyyy format. Y ou should enter a“To” date
and a“From” date. If thisisthe only criteriayou want to see, select the “ Search”
button, and the results will be displayed in the table below. If you want to enter other
criteria, you may do so before selecting the “ Search” button.

Enter Agency search criteria by selecting an agency from the drop-down list. If thisis
the only criteria you want to see, select the “ Search” button, and the results will be
displayed in the table below. If you want to enter other criteria, you may do so before
selecting the “ Search” button.

All active contracts that that meet all search criteria entered will be displayed in the results table.
Selecting a column heading allows you to display the entire table, sorted by the selected column
heading. Selecting the heading one time will display that column in an ascending order (A to Z);
selecting it a second time will sort in adescending order (Z to A). To view the CBE plan for a

particular contract, select the View icon at the end of the row. Thiswill take you to the plan

screen.
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Figure 26: View Payments—Detail Screen

This screen will display all unverified payments for the selected contract. This may just be afew
or may be more. Y ou can view all payments made to your company by entering search criteriain
the search fields. Enter information into any or all of the fields as desired. If you enter multiple
fields, the system will display only those results that match all entered criteria.

Enter Payments M ade date search criteriain mm/dd/yyyy format. Y ou should enter a
From/To date range. If thisis the only criteria you want to see, select the “ Search”
button, and the results will be displayed in the table below. If you want to enter other
criteria, you may do so before selecting the “ Search” button.

Select which payment types to Include in your search criteria by checking the boxesin
front of the type of payments you want to see. If you do not want to see a particular type
of payments, uncheck the box and that type will not show up in the resultstable. If this
isthe only criteria you want to see, select the “ Search” button, and the results will be
displayed in the table below. If you want to enter other criteria, you may do so before
selecting the “ Search” button.

All payments that meet al search criteria entered will be displayed in the results table. Selecting a
column heading allows you to display the entire table, sorted by the selected column heading.
Selecting the heading one time will display that column in an ascending order (A to Z); selecting

it asecond time will sort in a descending order (Z to A). Select the Update icon to see the
payment information and verify or dispute a payment.
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Figure 27: Verify Payments—I ndividual Payment Record
Use this screen to verify that you have received a payment that a prime contractor entered.
The following fields have been entered by the prime contractor and are read-only:
Payment Issue Date
Payment Amount
Services/Good Provided

Select “Yes' if you agree with the information, or select “No” if you do not agree with the
information or you have not yet received the payment. It is recommended that you alow afew
days between the issue date and the date that you verify the payment, in case the payment has not
yet been received due to mail or bank posting delays. If you select No, you must enter a comment
in the comment field.

Select “ Save” to record your payment action. Select “Back” to return to the previous screen, with
no action taken.

6.8 Log Out
Selecting the “Log Out” button logs out the user and returns to the Login screen (see Figure 1).
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Term Definition

ANC Advisory Neighborhood Commission

CAD Contract Activity Database

CADS Contracting Activity Database System
COTR Contracting Office Technical Representative
DBE Disadvantaged Business Enterprise

DSLBD Department of Small and Local Business Devel opment
DZE Development Enterprise Zone

FEIN Federal Employee |dentification Number
LBE Local Business Enterprise

LRB Longtime Resident Business

CBE Certified Business Enterprise

MAR Master Address Repository

NIGP National Institute of Government Purchases
ocCP Office of Contracting and Procurement
OCTO Office of the Chief Technology Officer

ROB Resident Owned Business

RSD Requirements Specification Document

SBE Small Business Enterprise
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