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1 Introduction

1.1 Purpose

The purpose of this document is to 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:

e  Registration and Login

e  (Certification Application

e  Upgrade Application

e  Recertification Application
e  Payments

e  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

Internal Use Only Page 1
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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.

Fields with an asterisk > are required 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 (Z to A).

Help is available by selecting the Help Icon g Help Jocated on the upper right
corner of pages within the CBE Online.

b b 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
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4 Kids =

DC HOME | bpceupE | RESIDENTS BUSINESS VISITORS | DC GOVERNMENT |

WELGOME 1o WaSHIATON L. | o 5 : : 3 < Y Ha

~— District of Colum LW v 2, L)
B ;

Department of Small and Local Business

Development
Services DSLBD NEWS
* LSDBE Business Center ) DC Major League Baseball Park Pre-Bid Opportunity
* Search the LSDBE Company Directory Facility Management Services Group invites certified small businesses to sttend a pre-hid meeting

s Enterprize Zone Program July }‘2 far t};:alli\l]a_shlngton Mationals Ballpark project regarding furniture, fixtures and equipment
tallation,
e Local Business Advacacy installasian. Full Tew
Insurance for Small Businesses: Explore the Benefits of Insure-u
DELBD Director Erik A, Moses iz a featured speaker at the DG Department of Insurance, Securities
and Banking and the Washington, DC Econamic Partnership’s usinessfremier program to discuss a

Office of Contracting and Procurement
Reports and Publications

INFORMATION Information new comprehensive resource, which helps small business owners and managers make sound
dar insurance decisions. Full Text
* Agency Calendar
e Agency Compliance Monitoring DC DSLBD Receives 2007 Best Bar Project Award
Updates o Agency Law Updates igency honored for outreach and service to certifisd business enterprises, Full Text

+ Business Resource Center : » : g

e e DC Council Confirms Erik A. Moses as Director of Department of Small

+ LSDBE Business Roundtable andilocaliBuslness Deuelopmgnt_ o s 2 .
g Mr, Moses has served most recently as acting director and previously as interim director since his

+ LSDBE Certified Vendors mayoral appointment in January, Full Text

+ MIGP Codes

.

.

ONLINE SERVICE
REQUESTS

Department of Small and Local Business Development
441 4th Street, MW, Suite 970N
YWashington, DC 20001 {202) 727-3900

Government of the District of Columbia Telephone Directory by Topic | Agencies | DC Council | Search | Elected Officials Jofin & wilson Building
Cityweicde Call Center : (202) 727-1000 Feedback T Jat a il Pri 2% 1 T 2 Condht 1350 Pennsylvania Avenue, Moy
TTYITOD Directory eedback | ranslations | Accessiilty | Privacy ecurity | Terms oncitions Washingtan, DC 20004

Figure 1: DSLBD Home Page
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You can learn what the CBE Business Center can do by selecting the pages that are linked to the
CBE Business Center page. You can:

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

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

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

e  Search the CBE Company Directory—Look for a District-certified CBE company (see
Figure 5).

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

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

DC HOME | obceue |  RESIDENTS VISITORS GOVERNMENT | ¢t Kids 2

777777 l'IE-lGONE To WASHI'HGTO?{I j o i 5 | ! Lt 1T i v v ; A \ - 4
— {District of Colum i 3 W = Ao w
Small and Local Business Development

DELEDHONE LSDBE Business Center
SERVICES Introduction and Overview

UL TEAN O The online Local, Small and Disadvantaged Business Enterprise (LSDBE) Business Center allows companies who wish to fulfill contract
g oppattunities with the District government as LSOBEs to perform the following functions without having to register or log in:

Learn Details about LSDBE Business Cerification
Add Citywide LSDBE Opportunities

Check a Business Enterprise Zone

Search the LSDEE Company Directory

Search LSDBE Opportunities

Apply for Yending Cerification™

INFORMATION

ONLINE SERVICE
REQUESTS

Companies must register with the LSDBE Business Center to receive a username and password, then log in to access these special features:

« Cerify a business as an LSDBE + Add LSDBE subcontracting opportunities

e Recertify a business as an LSDBE + Modify company and contact information

« Upgrade LSDBE certification + “erify payments from prime contractars

e Complete and submit application + “iew and record payments to LSDBE subcontractors
« Yiew application status

To access these special features and register your business with the LSDBE Business Center, select the Register button below

If you are a returning user, select Log In and enter your username and password.

Download a PDF Reader or Learn Maore About PDFs.

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. This includes:

6 e  Companies that are bidding on contracts that require a set-aside

for small businesses and a subcontracting or CBE plan

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

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

3.1 Add Citywide CBE Opportunities

DC HOME

| pceuie RESIDENTS BUSINESS VISITORS
= [

WELCONE To WASHINGTON

Development

DSLBD HOME

SERVICES
mpl

INFORMATION

ONLINE SERVICE
REQUESTS

Submit Subcontracting Opportunity

If your company has a subcontracting opportunity that you would like posted on the DSLBD website, please enter the following information

Organization:™ | ' Phone:®| | |
Email:* | | Contact Mame:* |
Opportunity Mame:™ Opportunity Walue:™ [
Begin Date:* i | Closing Date:™ L A |
mmdd mm o dd oy
Eid Due Date:* "1 L Work Location: |
mm o dd

Bid Requirernents: q

Description of
Work

Edit NIGP Code(s) Mo selected NIGP codes

Note: DSLED will review your submission and post it to the website if the agency accepts the opportunity. You will receive an email indicating if DSLED rejected ar accepted your
[uli)

Submit Opportunity

Governmert of the District of Columbia Telephone Directory by Topic | Agencies | DC Council | Ssarch | Elected Officials dohin A, Wilson Building
Citywide Call Center | (202) 727-1000 S e e 1350 Penmsylvania Avenus, N/
P cedhack | Translations | Accessibity | Privacy & Security | Terms & Condiions e

Figure 3: Add Citywide CBE Opportunity

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

Organization—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).

e  Work Location—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).

e 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 selecting this button.

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

3.2 Check a Business Enterprise Zone

DC HOME DCGUIDE | RESIDENTS | BUSINESS | VISITORS | bc GOVERNMENT & Kids o

Department of Small and Local Business
Development

District Enterprise Zone Finder
Avariety of incentive pragrams are available ta help District businesses obtain financing, reduce their costs, and compete far business opportunities with the District

View Enterprise/Economic Development Zones

Enterprise Zones and Ecomornic Development Zones are both areas in the District designated by law for special initiatives to stimulate economic growth and job
dewelopment including taxable and tax-exempt revenue bonds to finance the acquisition, construction and renovation of a wide array of capital projects owned by
ror faaan private enterprises and nonprofit institutions and providing wage credits, and additional expensing allowance, a zero federal capital gains tax rate on certain
Enterp investments, and tax-exempt bond financing. Businesses that are located within either of these zones and have received a "DZE" certification from DSLED will alse
ONLINE SERVICE b eligible for two preference points and a two percent price reduction for proposals and bids. Select an icon to the left to see the boundaries of either zone and
REQUESTS print the maps to help you decide your business location. For maore details, the link below will transfer you to the Deputy Mayor for Planning and Economic

@ Development website

* This document is presented in Portable Document Format (PDF). A POF reader is required for viewing,
Download a POF Reader or Leam More About FDFs:

Enter an address to see if it is located in the District Enterprise Zone (EZ)

L |LFind it! | . amples: 441 dth Strest by, 421 Alabama Averue SE

Government of the District of Columbia Telephone Directory by Topic | Agencies | DC Councll | Search | Elected Officisls dohin &, Wilson Builcing

Citywide Call Certer : (202) 727-1000 4 1350 Pennsylvarnia Averue, NV
Festback | Translations | Accesshity | Privacy & Securty | Terms & Condtions \astington, DG 20004

TTV/TDD Directary

Figure 4: Check a Business Enterprise Zone

To determine if a business address within the District fall into any enterprise zones, enter the
address in 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

DC HOME DC GUIDE RESIDENTS

— o - l -
WE}GOME Io VIASKI'HGTO?{T‘ j ! '. o
= = District of Colum o -
Small and Local Business Development
DSLED HOME

LSDBE Certified Contractors

LSDBE Business

the "Search" buttan.

VISITORS

| DCGOVERNMENT | <1 Kids =
. . =
f -5

The Department of Small and Local Business Development maintains a datahase of all cerdified local, small, and disadvantaged business enterprises. The
database is updated on a monthly basis, and includes LSDBE contact information, business description, and NIGP code. Search the database alphahetically
by typing the first letter of the business name, or use the advanced search engine by entering the desired search criteria in the following boxes, then selecting

Business Mame:

Whard:

Certification Expiry: all

| M Year

V :Manth
NIGP Codes ||

Category: -- all categories -

L]

Showing: 1-10 of 899

2P Solutions, Inc.

3 Eyes Graphics & Printing

3P, Inc.

40 Acres Realty & Development Enterprises, LLC
A& A Parking And Investment Corp.

A & E Limousine & Tour Services, Inc.

A B Brown's Heating & Cooling

A 1l Banks & Associates, LLC

6335 WISCONSIN AVENUE NYY, Suite 440
5006 4TH STREET MW/
1900 L STREET MWW, Suite 600
1927 QUINCY STREET NE
B934 32MD STREET MwY
4012 15T PLACE SWY
737 50TH STREET ME
6411 16TH STREET MY

|-——— Search for a Company

0 Help

Page10f90 12345678 910([11+4]

(202) 2741818
(202) 245-2199
(202) 2236119
(202) 269-9455
(202) 244-2247
(202) 265-1199
(202) 3851715
(202) 723-4456

A WWash. & Associates
A G Hill & Associates, PC

110 16TH STREET SE, 1A
7603 GEORGIA AVENUE MY, 300

(202) 544-9575
(202) 371-8050

Figure 5: Search the CBE Company Directory

To find out if a company 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 a table. 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 a full Business Name, the search results will show
any company that matches the letters you entered.

3.4 Search CBE Opportunities

DC HOME |

DCGUIDE | RESIDENTS BUSINESS VISITORS | pceovernment | <1 Kids &
4
= i

WELCOME 1o WASHIHGMNIF - 4 4 &
i & X
- SRR

District of C"—'"”‘%‘; : \ A

Department of Small and Local Business
Development

DSLED HOME

MAYOR
Adrian M. Fenty

LSDBE Business Center
Contracting Opportunities

Add keywords to the blank field below and select Search to view specific LSDBE contracting and subcontracting opportunities. Select the Oppaortunity Name for more details about a cerain

listing
| -. Search

[ [

sed on the criteria entered

INFORMATION

ONLINE SERVICE
REQUESTS

Gowernmert of the District of Columbia
Citywvide Call Certer : (202) 727-1000
TTV/TOD Directory

John & Wikson Building
1350 Pennsylvania Avenue, N
Washington, DC 20004

Telephane Dirsctory by Topic | Agencies | DC Councl | Search | Elected Officials
Feeback | Transistions | Accessiiity | Privacy & Securty | Terms & Condtions

Figure 6: Search CBE Opportunities
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If you are a certified CBE, you can see if there are any opportunities for your company. Enter
keyword(s) into the field and select “Search” to see the results displayed in a table. You may just
select “Search” without entering any keywords to see all opportunities in the system. If you see
an opportunity you like, select the opportunity to see more details.

Page 8
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3.5 Apply for Vending Certification

DC HOME | bceuibE

WELCOME 1O WASHINGTON

| RESIDENTS BUSINESS VISITORS

= | District of Colum ‘1
i

DSLED HOME Find: = |

SERWICES B Save a Copy [ Q ﬁ Search

| Previous Tlext

of © [ |- @ 0% Bg o e

‘3

@- [t
Ll

BUSINESS CENTER

INFORMATION

OMLINE SERVICE

REQUESTS A
@
=l
5|
£l
g &
5
£
kS
» B.
@
5
2 C.
s
g
o
D.

GOVERNMENT OF THE DISTRICT OF COLUMBIA
DEPARTMENT OF SMALL AND LOCAL BUSINESS DEVELOPMENT

STREET VENDOR LSDBE CERTIFICATION APPLICATION

On behalf of the business identified below, the undersigned understands andfor agrees to the following:

This certification application is being submitted pursuant to the Small, Local, and Disadvantaged Business Enterprise Development and Assistance A
2005 (the “Act™), effective October 20, 2005 (D.C. Law 16-33; 52 DCR 7503); the Department of Consumer and Regulatory Affairs Vending Licensi
Moratorium Amendment Act of 2005 (the “Act™), effective January 4, 2006, Section 2, § 47-2834 of the District of Columbia Official Code as ame nd
applicable re gulations;

All supporting documents, if not submitted with this application, will be provided directly to the Small and Local Business Opportunity Commission
(SLBOC) for consideration. Failure to submit any required documentation could result in the denial of this application:

The Vending applicant will cooperate with the SLBOC during the certification process and, if required by the SLBOC, will allow Public Space/Vend
inspections, access to records (if required), and/or discussions with representatives of the Vending business in order to assist the applicant in fulfilling
application requiremanis;

Any change in information submitted with this application that would affect the eligibility of the business for certification will be timely reported to t

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
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Registration
All companies must register with the system. This includes:

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

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

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

DC HOME DC GUIDE RESIDENTS BUSINESS VISITORS DC GOVERNMENT a Kids & |

= f 3
¥ = . ' ] : -
2 = : iai : GO R L 8
WELGOME T0 WASHINGTON 5 o1 F o s Ha " 3 h

~ [District of Columbl; § = S0 2 R L s

Rl LSDEE Business Online @ new
LSDBE Business Registration

Complete the infarmation helow and select Submit to create your username and passward. Your information i= protected by our secure site and will only
be used for application purposes. Only one regisiration is allowed per company. You should frequently monitor the email address you provide for
important correspondences from the Departrment of Small and Local Business Developrment.

Company Information Business Location Address
Company Mame:™ | | Address 1%
FEIN/SSN Number:* | 1 Address 2: |
Business Phana:™ _. . 0 . City:* [
Website State:™ D_lsmclofCDIumb\a v
Zip Coder™ | 1.7 |
Public Contact Information
tete: o below will be yed on the public websife.
First Mame:*| | Mailing Address Check, if same as Business Location Address []
Last Name‘*’" Address 1.“:.
e [ [ Ext: | Address 2: |
1 G|
Email:™ ¥ =
r State:* District of Columbia |
Username:™ | = - =
- Tip Code:* |
Password:™ -

(Enter & to 25 charasters, case-sensitive)

Caonfirm Password:™

*Indicates reguired fields

Figure 8: Registration Screen

Your information is kept on a secure server and is only used by DSLBD. You 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
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5 Login

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

\ DC HOME | DC GUIDE | RESIDENTS BUSINESS VISITORS GOVERNMENT {1 Kids
~ .

WELEOME To wnswrlcmﬂr

~i|District of Colum| W RN N TR : S Reliani M. o
Department of Small and Local Business Development
DSER BeHOHE LSDBE Business Online
LSDBE Online Online Business Processing

In
To begin the anline process, vou will need to selectthe Register bution below o create a username and password.

Ifyou are a returning applicant enter your usernarme and password below and select Submit

Username: | |

Pagsgword [

ForgotYour Password of Username ! Change Your Password

[ Return to LSDBE Business Center ]

Government of the District of Columbia Telephone Dirsctory by Topic | Agencies | DCCouncil | Search | Elected Otficials John & Wikson Building
Citywide Call Center : (202) 727-1000 e g e e e 1350 Pennsybeania Avene, Mo
TTYAIDD Directars sedback | Translations | Accessibifty | Privacy & Security | Terms & Conditions \ashingtan, DG 20004

Figure 9: Login Screen

5.1 Forgot Your Password or Username

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

DC HOME DC GUIDE RESIDENTS BUSINESS VISITORS DC GOVERNMENT

& Kids
¥

WELCOME I'0 WASHINGTON 1

~ Dishict of Colum

DSLBD HOME LSDEE Business Online

LSDBE Business Forgot Password

Online

5 Ifyou have fargotten your current username or passward, please type inyour name and email address, and select Submit. You will receive an email with
your usernarme and a termporary password. You must change the termparary password the next time you access LSDBE Business Genter.

+

First Mame:

Email:*

i,
Last Mame:™ |
i,

*Indicates required fields

Governmert of the District of Columbia Telephane Directory by Topic | Agencies | DC Council | Search | Elected Officials Johin & 3ilson Buiding
Citywide Call Center : (202) 727-1000 Feeback T 1t o il Bri a5 i T & Condit 1350 Pennsylvanis Avenue, M
TTITCD Directory eedhack | ranslstions | Accessibiity | Privacy ecurity | Terms onditions Washington, DG 20004

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 a temporary password.

Internal Use Only Page 11
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5.2 Change Password

Selecting the “Change Your Password” link displays the following screen.

DC HOME | beceupe | RESIDENTS VISITORS | DCoOVERNMENT | <& Kids =
© ‘WELCOME 1o WDSNIHGION. g . 4 i 1 3 > A & 2
= —District of Colum ) T L MAYOR
= 1 A Y N | i 1 Adriari M. Fenty
Department of Small and Local Business Development
DSLED HOME User Profile 0 Help
on I|n: Rustisen Change Password Log Out Julio Gomez
JBE

Ifyau wish to chanae vour nassward. fill in the fields below and select Submit. If vou forpot vour nassword and received a temparary password in your emall,
Profil enter it into the "CurrentTemporary Password" field, type in a new password underneath and select Submit.

Fields marked with an asterisk (*) are required.

Username:™ | ‘

Current/Temporary Password ™ |

MNew Password: | \ (Enter 5 to 25 characters, case-senzitive)

Confirm Passward™ [- J

John & Wilson Building

Gowernment of the District of Columbia Telephons Directory by Tapic | Agencies | DG Councl | Ssarch | Electad Officials
Citywide Call Center : (202) 727-1000 e e e 1350 Pennsylvania Avenue, A
DD Directors esdback | Translations | Accessibiity | Privacy & Security | Terms & Conditions Washingtan, De 20004

Figure 11: Change Password Screen

If you were sent a temporary password, you must enter it in the “Current/Temporary Password”
field and type a new 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.

VISITORS

DC HOME | pceubE | RESIDENTS BUSINESS
S A

=
WELCOME To 'ﬂ.“)qmpmﬂ:l:f | -“': %,
PRl i |,
- District of Colum it o &

My =
AL

- MAYOR
Adrian M. Fenty

=

1
Small and Local Business Development

L
b}

SOOI L SDBE Business Online @ o
LIBEEESCnEsS Company Menu Log Out Gina Davis

You will see a variety of menu options based on the business classification of your cormpany. Select a button below to start your process.

Start Certification Start an application for a new business certification.

Update Cormpany Profile Update your company and contact information

Company Profile
Update C

Change Password Change your password.

Log Out Log out of application.

T Navigation Buttons

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. You
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 displays if 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 see it.

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 Password—Select this button to change your password. The email contact
address used for registration will receive an email from DSLBD with a temporary
password. Once you log in with the temporary password, you will be required to change
it.

Log 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. You cannot change your company's name or the Federal
Employee Identification Number (FEIN) you entered when you registered.

Internal Use Only
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DC HOME | DCGUIDE |  RESIDENTS BUSINESS | VISITORS DCGOVERNMENT | & Kids =

=

- =11 — ey ] A ¥ y " ] J‘
WELGONE 10 wasmoront” 811 - v .{"‘\ e e i B ' :
- e i A% " i 3 g ) { 3
District of Colum il A % : . : MAYOR)

E Adiiat M. Fenty

Small and Local Business Development

[reLEEHOE LSDBE Business Online © rew

e Update Company Profile Log Out Gina Da

cian! Rl Update your cortact information below and select Update Profile.

Company Profile Company Information
i o Company Name: ABC Contractar
FEIN/ZSN Mumber: 555555555

Business Phone: 202 |[364 ||F464 |
Wehsite:
Business Location Address
Address 1.+ 101 Main street
Address 2
City:*

ington

State:*iDiStn"ci ofColumblaV Zip CDde:*%_ﬁéiﬁ

Mailing Address Check, If same as Business Location Address
Address 1:* 101 Main street |
Address 2 |
City:*[washington ]
State: Zip Code:

Public Contact Information
MNofe: Infarmafion below will be displayed an ihe public websile.

First Marne:

Last Name:* |Davis

Phone: Ext.:{

Email:* |leana.romanova@de. gov
Username:™ |leana

Send email notification of job opportunities (solicitations) that match company's certified NIGP codes

*Indicates required fields [ Update Profile ] l Cancel ]

Figure 13: Update Profile Screen

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

Note: You may update your Business Location Address if you have not been certified as a CBE.
If you have at least one approved application with DSLBD, you must contact DSLBD directly to
change your Business Location Address.

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

Selecting the “Change Password” displays the following screen.

DC HOME | DC GUIDE RESIDENTS BUSINESS VISITORS

WELGOME 10 WASHINGTON

— | District of Colum

Department of Small and Local Business Development

DSLBD HD',“E User Profile @ tep
LIRBE bty Change Password Log Out Julio Gomez

Iryau wish to chanae vour nassword. fill in the fields below and select Sybmit. Ifvou forpot vour nassword and received a temparary passward in your email,

C il enter it into the "CurrentTempaorary Password" field, type in a new password underneath and select Submit.
U
bty e Fields rarked with an asterisk (%) are required.
Log Qut
Usemame:™ | |

Current/Temparary Password:™ : |

MNew Password:* | (Enter 5 to 25 characters, case-sensitive)

Confirm Password:™ I

Governmert of the District of Columbia Telephone Directory by Topic | Agsncies | DC Council | Search | Elected Officials dohn & Wilson Building
Citywide Call Center : (202) 727-1000 e = et e 1350 Pennsylvania Avenue, M
TTDD Cirectory eedback | Transiations | Accessibilty | Privacy & Securty | Terms & Condtions \ashingtan, De 20004

Figure 14: Change Password Screen

You may change you password whenever you want. If you were sent a temporary 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 allows you begin the CBE
certification process by entering a 16-page Certification application.
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DC HOME | DC GUIDE | RESIDENTS BUSINESS VISITORS DC GOVERNMENT

2 l'JE_lcoME 10 WAsH[HG'FOﬂT 5_
-iDistrict of Colum! i

&5 n 0 {13 - NEAYOR!
(] \ y I < 2340 Adrian M. Fenty

DSLED HOME

LSDBE Business Online & @ e

(B Eeefiees Application Details Screen - ABC Communications - Certification, Data Entry Print  Log Out Gina Davis

Enter the application data by completing the steps below. To move between screens, use the Previous and Save & Continue buttons.

step: [ 1 |20 ) 0 S e e ) e ] [ Sawe & Continue »>
Fields maked with an asterisk (%) are required. Application Steps

Ir}dilcati theh\TShDBE [JLocal Business Enterprise (LBE) [JSmall Business Enterprise (SEE)

:r: :;p&ri:;*lc you DDisadvantaged Business Enterprise (DEE) DDeveIupmem Enterprise Zone (DZE)

(Chosse all that applyy L LONgtime Resident Business (LRE) [JResident Owned Business (ROE)

Business Structure”™ O Corporation O Limited Liability Corporation O Partnership O Sale Propristarship

Business ldentifier” = Federal Employer ID (FEIN) 525262525 Business Mame !AEIC Communications
3 . Street Address 1:* i'mw Main strest | Street Address 2 \
Business Location : = =
Address City:’iwashmgton EStale:*:__D\strict of Columbia : Zip Code "522222 | |
Buginess Phone:® QD 54545 Business Fax: [ U U |
Business Contact Blsiness
Infarmation Business Email | T [ T
X | Wehsite |
Address: L L L
Address:

[___Back To Application List | Save and proceed 1 the next step —jp | Save & Continue >>

Figure 15: Certification Application

The number of pages for the application appears above the first question as a row of numbered
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 @ telp 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. You will not be able to proceed with an application if you
enter a non-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 is in the database, you will be asked
if the address is the one you want. You 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
a copy 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.

VISITORS

Vi - b, P ot
Department of Small and Local Business Development

DSLBD HOME LSDBE Applications

LSDBE Business Submission & Checklist

Log Out  Caral Smith

All the iterns on the Checklist tab of the application must be submitted to DSLED within fiteen (15) days from your submission date. Please
note that in accordance with Title 27 of DCMR Section 812.1(b), "If the application is incomplete or lacks the required verification, it shall be
returned to the applicant with a notice indicating the need for the additional actions or materials that are necessary in order for it to be
accepted for review”. Failure to provide the docurments and non-response could result in the closing or denial of the application.

You have successfully completed the LSDBE Certification application

Once you select the Submit button below, you will not be able to change any information that you entered. If you discover an error, contact a
Certification Specialist at (202) 727-3900. ¥ou may return any time to print the contents of your application or to check on its status

In addition to submitting the application, you must submit all items noted on the application checklist and the notarized affidavit® to the
Departrment of Small and Local Business Developrment (DELED) at the address below. You may return to this site at any time to print the
application checklist and affidavit

‘ou are applying as a Disadvantaged Business Enterprise (DBE). Please complete and submit a Disadvantaged Business Enterprise (DEE)
orm®

Subrnit your Affidavit and Checklist items to:

Department of Srmall and Local Business Developrnent
Attention: Certification Division

441 49 Street, NWY, Suite 370N

Washington, DC 20001

Phone: (202) 727-3900  Fax: (202) 724-3786

6””‘ Application Checklist + Print Affidavit* + Print DBE Furm*)

* This document is presented in Portable Document Format (POF) and a PDF reader is required for viewing
Download a POF reader ar learn mare ahout POFs

Government of the District of Columbia Telephone Directory by Topic | Agencies | DC Council | Search | Elected Officials dohin A, Wilson Building
Citywide Call Center : (2021 727-1000 Fasdback T ot e it B 25 i T & Cond 1350 Pennsyivania Avenue, MO
TTVADD Drestory sedback | Translstions | Accessibiity | Privacy & Security | Terms & Condtions \ashington, DC 20004

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. You can also use the “View/Print Company Information” button (if available) to
see what information is currently in the system about your company.

DC HOME DC GUIDE RESIDENTS BUSINESS | VISITORS | OVERNMENT & Kids o
" h 3 % 3

|
3

i WELCOME 10 mswrlcmﬂz: -
— |District of Colum

¢ > h { Ay
4 1 ‘Anthony A, William

S L SDEE Business Online @ v
LoDBEEur LSDBE Applications Log Out Dwayne Johnson

Select the Start Mew Application button to certify or recertify your business, or to upgrade an existing certification. To view the status and details of any of the
applications shown in the chart below, select Details in the View/Edit column.

Coditly 172202006 Certification | Approved | 1/22£2008 @eta\lsyZLRSDDDDEDQDDS

fou can recertify only if there is less than 90 days left before expiration and 2 years after expiration have not elapsed
To view all current LSDBE infarmation, select the View/Print LSDBE Information button.

[ Wiew/Print Company Information ]
" e \Vieworprinﬂhe information
Start New Application’ hat is in t
not available
Government of the District of Columbia Telephone Directory by Topic | Agencies | DC Council | Search | Elected Officials John A Wilson Building
Citywicke Call Center : (202) 727-1000 Feotback T i Y Bt 5 5 T T & Condit 1350 Pennsylvania Avenue, M
TTV/TOD Directory cedback | Translations | Accessibilty | Privacy & Security | Terms & Candtions \Nashington, DC 20004

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. You 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. You 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 a time. The system uses logic 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 available 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 a brand new Certification application. If you are entering a Joint
Venture, you must contact the DSLBD office directly as this is 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
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Select the “View/Print Company Information” button to obtain a summary report of all the
information in the database. You can print this out if you have a printer available. The report will
look similar to the following figure.

CORPANY FEPCRT Page 10f'3
COMPANY INFORMATION REPORT
HMS ENTERPRISES, INC. TRADING HMS COMPANY
General Application and Business Information
Crate of Summany: Friday, Juby 13, 2007
Busziness Name: HMS Enterprises, Inc. Trading HWS Company
FEIN: EMTETSGT
LSD'BE Mumber:
Expiration [ ate: 01011900 Expired
Provisional LS BE Humber: T LSO RA3E7F102007
Provisional Expiration O ate: 0042007
Cerfification Catagories: DBE, LBE, ROB, SBE
Business Structure: Carporation
[rate Business Established: 0M1Mea5
Crun & Bradstreet Mo: 240224907
Lacal Unemplowyment Compensation 120265
M
B . |
Address 1: MG F STREET NE
Address 2: &
Ciby: MiASHIN GTON
State: [E]
Zip Code: o0z
-
Street Address 1: 00 haryland Awvenue S
Street Address 2: 450
City: iazhington
State: Lc
Zip Code: el
Smiall and Disadwantaged Business D= = (based on location address)
ifard: =]
AHC AMCEC
Enterprise Zone:
Lrevelopment Enterprise Zone:
Busziness Phone: (2027 57 2037
Busziness Fax: (2027 547208
Businesz Email: testi@de. gor
Busziness Website: i, hmes-vuar d. com
Fublic Contact
Public Contact: Brian Hall
Contact Phone: (2027 547 2037
Contact Email: testi@de. gov
Wark Categories
enearal 5envice (5190 | Communications
enaral Service (51900 | Computer Related Services | Faciliies Management
Genaral Senvice (51900 | Computer Related Services | Information ManagementRetriawval
General 5ervice (51900 | Infarmation Technologqy
Genaral 5envice (5190 | Repairhainten ance 5 ervices
eneral Senvice (5190 | Telecommunications
FProfessional Service | Business Service (F1007
Professional Senvice | Business Service (1000 | Management 5 ernvices (General)
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).

DC HOME | bpceupe | RESIDENTS BUSINESS | VISITORS | VERNMENT | <1 Kids

WELCOME 10 WASHIN

b HoHE LSDBE Business Online @ ren
I;]SDBE Business LSDBE Plans Log Out Test Company With Contract
EFl

To view LSDBE plans, sort by cantract, agency, andior award date and selectthe Search button. Selectthe View icon to see details of a specific contractin the chart below, such as
LSDBE subcontractors attached to the plan, pavments o these subcontractors, and to record payments. You may sort the table further by selecting any of the column headers at the
top

uf 1 I 1l
Contract No.: Award Dale i |
L From: - 4 vy
Agency: ;VA\I v Tn: I ": |
= = mm o dd
Select a contract to view LSDBE subcontractors for that plan
1907-2003-D-1999
TaskOrder: 3875 |Gen-Contract for company: Test-Company-forl)serlD-261. TaskOrder Modification Num added. $1,149000.00| 03/16/2005 (OCTO ~
MOD: 535 [~
Government of the District of Columbia Telephone Directory by Topic | Agencies | DC Council | Sesrch | Elected Officials Johin A Wilzon Building
Citywice Call Certer : (202) 727-1000 1350 Pennsylvania Avenue, h

Feedback | Translations | Accessibilty | Privacy & Security | Terms & Conditions

TTV/TDD Directary ‘Washington, DC 20004

Figure 19: CBE Plans Screen

6.5.1 View a Plan

This page consists of a search box and a results table. The table displays all contracts awarded to
you. This may be several pages.

Use the Search fields to narrow down the list of contracts if you like. 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
this is 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.

Enter “Award Date” search criteria in mm/dd/yyyy format. You should enter a “To” date and a
“From” date. If this is 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.

Enter “Agency” search criteria by selecting an agency from the drop-down list. If this is 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.
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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 a descending order (Z to A). To view the CBE plan for a

N
particular contract, select the View icon {% at the end of the row. This will take you to the
View/Record Subcontractor Payment screen.

6.5.2 View/Record Subcontractor Payment

DC HOME | oceume RESIDENTS | BUSINESS VISITORS OVERNMENT | <1 Kids rr

i WELGOME To msﬁrrlcmﬂp

X MAYOR |||
Adrian M. Fenty

LSDBE Business Online S @ ren
LSDBE Plan - View/Record Subcontractor Payment Print  Log Out Test Company With Contract

14 Selectthe View icon to see details or record payments of a specific LEDBE subcontractor for contract number 1807-2003-D-1998. TaskOrder: 3875. MOD: 585 in the tables below.
Subcontractors identified in the original plan are listed in the first table, followed by other subcontractors who have worked on this contract. You may sort the tables further by
selecting any of the column headers atthe top. Tao printthe list, selectthe Printer icon at the top of the page. Selectthe link belowto record a payment to a new subcontractors in

Company Profile the original LSDBE plan

1] @curu payment to LSDBE Subcontractor notin plan for cumracD

|

Test-Company-forlUserlD-182 408251071 04/04/2005 $1.748.285.71 (¥'\
Test-Cormpany-forlserD-177 842197940 050472005 $437071429) S\

Busy Business Documents, Inc 7B5765893 "4‘\

<< Back
Governmert of the District of Columbia Telephone Dirsctory by Topic | Agsncies | DC Council | Search | Elected Officials dohn & Wilson Building
Citywidle Call Center : ¢(202) 727-1000 i e 7 R e e 1350 Pennsylvania Avenue, KA
TTITOD Directary esdback | Tranclations | Accessibitty | Privacy & Sscurty | Terms & Conetions \Washington, D 20004

Figure 20: View/Record Subcontractor Payment Screen

This page displays all 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 (Z to A).

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

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

Internal Use Only Page 21



CBE Business Center Version 1.4
Internet User Manual Date: 14 September, 2007

6.5.3 View Payments
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Figure 21: View Payments Screen

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

pages.

Use the Search fields to narrow down the list of contracts if you like. 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 Made” date search criteria in mm/dd/yyyy format. You should enter a From/To
date range. If this is 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 boxes in 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 results table. If this is 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 payments 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 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
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Figure 22: Record Payments to 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 is in the blue information bar above
“Payment Issue Date.”

e Payment Issue Date—Enter the date you issued the payment (today's date is always
displayed); this is a required field.

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

e  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 alerting them that a
new payment has been posted and that they should verify the payment.
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6.6 Subcontractor Opportunity
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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 via the Internet link, without logging in. If you have logged in, your opportunity must
be associated with one of your awarded contracts.

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

e 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).
e  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).

e  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).

e  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 selecting 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 criteria for posting, DSLBD will post your opportunity on the
web, if not your opportunity will be rejected. You will be notified by email of the status of your
opportunity.

6.6.1 Edit NIGP Code(s)
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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 Search field and select
the Search 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 all 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.

You can also search for NIGP codes by entering a numeric commodity code (or code prefix) in
the NIGP Code Search field and select the Search button. You 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 all NIGP Codes that contain entered numbers.

All results are displayed in the bottom left of the screen in a table called Available NIGP Codes.
You 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:

e  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. You are not allowed to select
multiple codes on multiple pages at the same time; you must select codes on a per page
basis.

e After selecting the desired checkboxes, select the “Add” key, this places the codes in
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 previously included on the most recently “approved” application (i.e.
Certification, Recertification, or Upgrade) will be displayed in blue in the “Selected
NIGP Codes” table.

e  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” table into your application or opportunity submission. This page will
return you to the application or opportunity page when the action has completed.

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 all be listed in the table at the bottom of the
screen. If this is a large table, you may want to enter some search criteria to 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 this is 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.

Enter Prime Contractor search criteria by FEIN or Company Name. If this is 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.

Enter Award Date search criteria in mm/dd/yyyy format. You should enter a “To” date
and a “From” date. If this is 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.

Enter Agency search criteria by selecting an agency from the drop-down list. If this is
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 a descending order (Z to A). To view the CBE plan for a

particular contract, select the View icon {_}% at the end of the row. This will 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 a few
or may be more. You can view all payments made to your company by entering search criteria in
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.

e  Enter Payments Made date search criteria in mm/dd/yyyy format. You should enter a
From/To date range. If this is 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.

e  Select which payment types to Include in your search criteria by checking the boxes in
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 results table. If this
is 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 payments 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 a descending order (Z to A). Select the Update icon \35 to see the
payment information and verify or dispute a payment.
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Figure 27: Verify Payments—Individual 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:
e  Payment Issue Date
e  Payment Amount
e  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 allow a few
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 Development
DZE Development Enterprise Zone

FEIN Federal Employee Identification Number
LBE Local Business Enterprise

LRB Longtime Resident Business

CBE Certified Business Enterprise

MAR Master Address Repository

NIGP National Institute of Government Purchases
OCP 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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