For Development Project Only

Handout # 08

From your Prime Approver Account in LCPtracker, how to assign subcontractors to your

project:

1. Click “Set Up” Tab and click “Contractor Setup”

@ Contract Compliance User Portal |

CITY OF CLEVELAND

| o S |

2. Click “Add/Edit Contractors” Button

Projecis Ceriifications | Violations ‘ Reports Admin ” eDocuments

| Add/Edit Contractors |

Coniractor Assignment
Pending Assignments

3. Search dropdown field “Select a contractor to edit” and check if your has been previously entered into LCPtracker

Projects Certifications Violations Reports Admin eDocuments

Add or Edit Contractor Information

Add Mode:

To add a new contractor, enter information and save. To edit an existing contractor, select it from the list first.
You can view all the contractors in the system. You can only edit your own data after it has been entered.

Show Panding List

Department
|-- All Departments -- v

Select a contractor to edit ... "

L a
1010 Cleaning LLC

1150 Buckeye Foeds Inc

1st Choice Roofing Company

2/20 Sign Systems

21st Century Concrete Construction, Inc.
2400 Lofts, LLC

2515 Company

2D Construction, LLT

72 Degrees Heating & Air Conditioning

Fd | umbhar Comaang




4. If you did not see your subcontractor, please click “Show Pending List” and repeat “step 3” to find your subcontractor on
the pending list:

Add or Edit Contractor Information \Add Mode:

To add a new contractor, enter information and save. To edit an existing contractor, select it from the list first.
You can view all the contractors in the system. You can only edit your own data after it has been entered.

Show Pending List

Department
|-- All Departments -- v

[ Select a contractor to edit ... v ]

5. Once you find your subcontractor, double check all the information is accurate, please update following fields:
e  “Status” to Active,  Standard hoursto “12”, Standard Work Week hours to “40”
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6. Once you finish the updating, please click “Save” and repeat “step 3” to find your subcontractor on the pending list:
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7. The following Screen appears:

Results |_|

l Saved!

8. Click “Set Up” Tab:

g Contract Compliance User Portal Support Live Chat

CITY OF CLEVELAND

l Certifications || Violations [ Reports Admin eDocumenis
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9. Click “Pending Assignments” Button
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10. Perform the following:

e Click “Contractor Name” to organize the companies by name and then Select

e Find your subcontractor

e Select “Checkbox” for your project and the subcontractor appears.

~—_—
CITY OF CLEVELAND

Pending

Toggle Selection || Process Assignments

Temp ED 158

Projects Ceriifications Violations Reports Ad eDocuments SetUp
Assignments

Contractor Name
INDUSTRIAL FIRST INC

Donley’s, Inc.

Duplicate assignment.

O Temp ED 158

Infinity Paving Company

Donley’s, Inc.

Duplicate assignment.

Temp ID - CD 032

Innerbelt Lofts LLC

Pending

o FEB Il - Beerhead Bar & Eatery

Innovative Interior Construction LLC

‘Welty Building Co LTD

Duplicate assignment

MA1505RC2015000000109 Intertek/PS| COOK PAVING & CONSTRUCTIOM CO. INC Verify project and contractor
] ED 174 IOPPOLO CONCRETE CORP Metropolitan Coffee and Hash House, LLC Verify project and contractor
ED 181 J. D. Indoor Comfort, Inc. 2400 Lofts, LLC Pending
u} LA0DDDD0000001 J.L.JI Enterprises, Inc. Snavely Group Verify project and contractor
ED 194 J.L.JI. Enterprises, Inc. J.L.JI. Enterprises. Inc. Pending
O ED 194 J.M.R. Tile Installation Inc. D & R CARPET SERVICES INC Duplicate assignment.
Needed 33-17 JAAM Concrete Construction Inc. Envirocom Construction Inc. Pending
u} CT5005P12014000000048 Jamieson Ricca Company Verify project and coniractor
CT8005LA201; 000015 JB Construction Graves Lumber Pending
] CT30 000015 JDS Commercial Con: Pending
JEMM Enterpri Dalad Construction Company Verify project and contractor
2 194 JLA Floors D & R CARPET SERVICES INC Pending
MA1503RC2012000000029 John Fithian Contracting Co. COOK PAVING & CONSTRUCTION CO. INC Pending
u} CT8006LA20150000000015 Joseph Construction Inc Duplicate assignment.
ED 162 Joseph Contracting Inc. Roc Solid Construction Duplicate assignment.
O CD 015-Temp Joyce Interiors, Lid. Oppenheim Construction Company Pending

11. Click “Process Assignments” Buttgn

Togale Selection H Process Assignmel

Select Project jame Sub To Status
Temp ED 158 INDUSTRIAL FIRST INC Donley’s, Inc. Duplicate assignment.
O Temp ED 158 Infinity Paving Company Donley’s, Inc. Duplicate assignment

12. The “Line item” should disappear as seen below, “JLA Floors” is no longer on the list:

Pending Assignments

Toggle Selection || Process Assignments |

Certifications Violations Reporis Admin ents SetUp

Select Project Contractor Name Sub To
Temp ED 158 INDUSTRIAL FIRST INC Denley’s, Inc.
] Temp ED 158 Infinity Paving Comipany Donley’s, Inc.
Temp ID - CD 032 Innerbelt Lofts LLC
] FEE Il - Eeerhead Bar & Eatery Innovative Interior Construction LLC ‘Welty Building Co LTD
MA1505RC2015000000109 IntertekiPSI COOK PAVING & CONSTRUCTION CO. INC
| ED 174 IOPPOLO CONCRETE CORP Metropolitan Cofiee and Hash House, LLC
ED 181 J. D. Indoor Comiort, Inc. 2400 Lofts, LLC
] LAOO0O00000001 J.L.JI Enterprises, Inc. Snavely Group
ED 194 J.L.JL Enterprises, Inc. J.L.JI Enterprises, Inc.
u| ED 194 J.MR. Tile Installafion Inc. D & R CARPET SERVICES INC
Needed 33-17 JAAM Concrete Construction Inc. Envirocom Construction Inc.
| CT5005P12014000000048 Jamieson Ricca Company
CT3006LA20150000000015 JB Construction Graves Lumber
| CT3006LA20150000000015 JDS Commercial Construction
ED 194 JEMM Enterprises Inc Dalad Construction Company
| MA1505RC2013000000039 John Fithian Contracting Co. COOK PAVING & CONSTRUCTION CO. INC
CTa006LA20150000000015 Joseph Construction Inc
] ED 162 Joseph Coniracting Inc. Roc Solid Construction
CD 015-Temp Joyce Interiors, Lid. Oppenheim Construction Company
| RC2011000000155 JUBILEE EXCAVATION Alfieri Brothers Materials Supply Co.
12345678910 111213 1415




13. Go back and Click the “Set Up" Tab and, (2) Click “Contractor Setup” button:
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14. (1) Click “Contractor Assignment” Button

JITY OF CLEVELAND

i Certifications ||

Pending Assignments

15. Type in and then select your project from the dropdown “Select project” and press enter:

Select a department

|-- all Departments --

_Selecl project to display

Projects Certifications Violations Reports Admin eDocuments
Contractor Assignment

Select project ! all projects

[ 2q 104

Select a department

|-- All Departments --

T

Select project to display

| ED 184 - Warthingtan Yards - Dalad Group (LW FL)

Select contractor to display

| Select contractor / il contractors

Project Contractor SubTo Contract ID ' Contractor Status''Date Assigned
ED 184 - Worthington Yards - Dalad Group (L\WW FL) | Geauga Mechanical Dalad Construction Company Active 11/11/2016
ED 194 - Worthington Yards - Dalad Group (LW FL) |HR Construction Services, LLC Dalad Construction Company [Active 121282016
ED 184 - Worthington Yards - Dalad Group (LW FL) [J.L.J.I. Enterprises, Inc. Dalad Construction Company Active 11/11/2018
ED 194 - Worthington Yards - Dalad Group (LW FL) |J.M.R. Tile Installation Inc. Dalad Construction Company Active 0610972017
ED 194 - Worthington Yards - Dalad Group (L‘J\?m Inc Dalad Construction Company Active 0411972017
ED 194 - Worthington Yards - Dalad Group (L@ JLA Floors D & R CARPET SERVICES INC Active 08/3112017
ED 194 - Worthington Yards - Dalad Group (LW FI]%EQ%CTION COINC Dalad Construction Company Active 01/03/2017
ED 194 - Worthingfon Yards - Dalad Group (LW FL) |Lake Erie Electric Dalad Construction Company Active N14/2016
ED 194 - Worthington Yards - Dalad Group (LW FL) |Mack Plumbing & Fire ion, Inc. | Dalad C ion Company Active 122172016
ED 194 - Worthington Yards - Dalad Group (L\WW FL) |Mason Structural Steel Inc. Dalad Construction Company Active 011052017

Page 1 2 3

:




17. Double check everything was imported well and ensure the following fields are completed:
e “Asasubcontractorto” ***
e  “Start Date”,
e “End Date”, and
e “Contract Amount”
e Then click the “Save” Button

***if the subcontractor is working for a “supplier, dealer or broker”, please change “As a subcontractor to” to the

general contractor to ensure their hours are displayed on final report.

—‘ Edit Assignment |

Depariment
ED - Living Wage

Project
ED 184 - Worthington Yards - Dalad Group (LW FL)

Contractor
JLA Floors

Date Assigned
08/31/2017

Az a subcontractor to (Leave blank if above is ime contractor for the selected project)
|D & R CARPET SERVICES INC

Start Date * End Date Contract ID Responsibility Code

a/28/2017 | Cieuuuuuy [11/01/2017 |8
Contract Amount
20000.00 <

Motes
Tier 2 to D&R Flooring, Cleveland Labor

Contractor Yo be sssigned
—  AS 8 subconracton 1 (Laave Blank f a6ové k 10100 & pma contracinr for the selacled progedt)
.

Start Date * End Date: Contract 1D Riesponsbity Code
= =

Contract Amount

| et R




19. Select “Subcontractor” from Dropdown Box (if subcontractor is assigned to your project in B2Gnow and is not available in

LCPtracker — You will need to send an email request to support@Icptracker.com have your subcontractor(s) brought over),
and enter the following fields:

e “Asasubcontractorto” ***
e  “Start Date”,

e  “End Date”, and

e  “Contract Amount”

e Then click the “Save” Button

*** if the subcontractoris working for a “supplier, dealer or broker”, please change “As a subcontractor to” to the
general contractor to ensure their hours are displayed on final report.

Select 5 department
-~ All Departments - v

Select a project
ED 140 - Fairmount Creamery, LLC. (GC) (LW FL) v

Contractor to De assignec
KAMLU. Trucking & Excavating b

As 8 subcontractor to (Leave blank if above is 1o be a prime contracior for the selected project)

Start Date *
01/06/2014

End Date Contract ID Responsibility Code
10/31/,

Cancel

e ***if the subcontractoris working for a “supplier, dealer or broker”, please change “As a subcontractor to” to the
general contractor to ensure their hours are displayed on final report.
20. Thisis how the assignment will look like if it is completed well.

Selex » caganment
- All Departments - v

Select project to oucley
ED "4 - Fasrmount Craamary, LLC. {GC) (LW FL) Ee

Select contractor to Supiay

Select cortrEtar | 86 COPINRCEYE -
Project - ol > Dater Ayyigreed Contract 1D Contract A i :
ED 140 - Falrmount Creamaery, LLC (GC) ILW FLIK M U. Trucking & Excavating 03022014 499,400 00
|ED 140 - Fairmeunt Crasmary. LLC. (GC) (LW FL)| Turner Construction Company - Cleveland Offics| 11082013 58 949,082 00
Fage 1

Last Update: 08-31-17
Compiled by: BE
Saved as: LO4 - Subcontractor Assignment in LCPtracker - Updated
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