Chapter 16 — CRO Vendor Administration - General
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16.1 Vendor Record Information

Prime contractors, subcontractors, and DBEs must self-register on the Alaska DOT&PF AASHTOWare
Vendor List. They do this by registering in IRIS VSS and entering a commodity code of 913. IRIS will
push information for vendors with the correct commodity code into AASHTOWare Project (AWP)
around 12:30pm Monday - Saturday. Once a vendor is on the AWP Vendor List, they are set and do not
need register again. Valid AWP vendor records are required for DOT&PF to process bids, for
contractors and subcontractors to be able to register on the plan holder’s list, and for contractor
payments to push from the AWP Construction & Materials module back into IRIS.

DOT&PF personnel cannot create new vendor records in AWP. Vendor records must be initiated by the
IRIS VSS interface. Once the vendor record has been created in AWP, DOT&PF staff can add more
information or modify information as necessary.

The CRO Vendor Admin-General role has the ability to edit general information, address information,
and work capacity information. This role also has read only access to the vendor’s officer information
and the vendor’s DBE work code and work location information.

There are five (5) address types in AWP: Bidding, DBE, Mailing, Payment, and Physical (Figure 16.1).

Address ID* =

-

BIDS - Bidding

DBE - DBE

MAIL - Mailing
PAYMENT - Payment
PHYS - Physical

Figure 16.1

The address information that is transferred from IRIS creates two (2) address type records in AWP —
Payment and Bids.

The Payment address should never be altered — this is what will be used for transferring contractor
payment information from AWP Construction & Materials to IRIS. This is the only address information
that will be updated in AWP automatically if a contractor modifies their address information in IRIS.

The Bids address is transferred from IRIS and is maintained by the regional contracts offices.

The DBE address is added and maintained by the Civil Rights Office and is used for DBE registration and
certification purposes.

The Mailing address type is purely informational and can be added by any of the Vendors Admin roles if
any want to have this information. Itis not populated by IRIS and does not interact with any other part
of AWP or interface.
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The Physical address type is purely informational and can be added by by any of the Vendors Admin
roles if any want to have this information. It is not populated by IRIS and does not interact with any
other part of AWP or interface.

16.2 General Info

The General tab houses basic information about the vendor (Figure 16.2). Some information is pushed
from IRIS when the vendor registers. Those fields are: Vendor ID, Vendor Name, Corporation Type, and
Vendor Established Date. There should never be a need to modify the information on this tab.

Vendor General Summary

v Vendor: ACD12154 - ALASKA COMMERCIAL DIVERS INC

Corporation Type

General Vendor ID

Work Capacity ACD12154 04 - Corporation v
Addresses Vendor Name *

Officers ALASKA COMMERCIAL DIVERS INC a

IRIS Vendor Name

ALASKA COMMERCIAL DIVERS INC
v Dates

Vendor Established Date Obsolete Date

]

02/27:2019 =]

Figure 16.2
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16.3 Work Capacity

To add work capacity information (Figure 16.3):

(A) Click the Work Capacity tab.

(B) From the State of Incorporation dropdown, select the appropriate state.

(C) In the Year of Incorporation field, enter the year the company was incorporated.

(D) From the Education Level of Owner dropdown, select the appropriate education level.
(E) From the Range Annual Gross Receipt dropdown, select the appropriate annual gross
receipt range for the vendor.

(F) In the Bond Limit field, enter the bond limit for the vendor.

(G) Click the Range Annual Gross Receipt Received Date calendar icon and select the
appropriate date.

8. (H) Click <Save>.

RN e

o

Vendor General Summary

w Vendor: 01 - Alag!

General State of Incorporation Range Annual Gross Receipt

AK - ALASKA = 2 - $1,000,000-$4999,999 |~

Bond Limit
Officers 1997 10,000,000
Education Level of Owner Range Annual Gross Receipt Received Date
3 - Some College - No Degree | = 02/08/2018 =]

Work Capacity

Addresses Year of Incorporation

Figure 16.3
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16.4 Addresses

As stated earlier in this chapter, the Bids and Payment address types are transferred from IRIS VSS.
The CRO Vendors Admin-General role can add or edit the DBE address. Mailing and Physical address
types are not used in any interface or in any other part of AWP, but it may be useful to store these
addresses for contractors.

NOTE: Address records cannot be deleted once created.
To create a new address type (Figure 16.4):

1. (A) Click the Addresses tab.
2. (B) Click the <News> button.

Vendor General Summary

Vendor: 01 - Alaska Bidder 1
General New ﬂ
Addresses 4

Figure 16.4

A new address record will appear at the bottom of the current addresses (Figure 16.5).

(C) From the Address ID dropdown, select DBE (or Mailing or Physical).

(D) In the Address field, enter the street address or P.O. Box number.

(E) In the City field, enter the name of the city for the address.

(F) From the State/Province dropdown, select the appropriate state.

(G) In the Zip Code field, enter the applicable zip code for the address.

(H) From the Phone Numbers Type dropdown, select phone or fax, this is a required field.

NOTE: You can only have one phone record and one fax record on each address type.

9. () Inthe Phone Number field, enter the phone number to be associated with this address. The
Phone number field is a required field.

10. (J) In the Email Address field, enter the email address to be associated with this address.

11. (K) If applicable, enter the DUNS number in the DUNS Number field.

12. (L) Click <Save>.

©ON v s W
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Vendor General Summary

~ Vendor: 01 - Alaska Bidder 1 o 9
General T f n 2 changed
Work C: ty
jork Capacity BIDS - Bidding 123 Bids Drive v
Addresses > Fairbanks, AK - ALASKA 99701
Officers DBE - DBE 123 Cur Lane h 4
n Anchorage, AK - ALASKA 99501
Address ID* ¥ Email Address ¥

DBE - DBE - dbeemail@fakeemail com a

Address ¥
DUNS Number *
123 Cur Lane
123456
City ¥
Anchorage
State/Province ¥
AR - ALASKA

Zip Code

99501

Phone Numbers

Types

Phone Number * “ Extension

PHONE - Phone - (907)207-2079

B

PHONE - Phone -

Figure 16.5

16.5 Editing Address Info

Vendor information is pulled nightly into AWP from IRIS VSS. The CRO Vendors Admin-General role
does have the ability to modify some vendor information if necessary.

1. Loginto AWP (see Chapter 1).

2. Make sure you are in the CRO Vendors Admin-General role (see Chapter 2 for more info on
roles).

3. (Figure 16.6) From the Vendor Overview component on the CRO Vendors Admin-General role
dashboard, (A) search for and (B) select the vendor. NOTE: A minimum of a three (3) character
string is required for the system to search. You can search by Proposal ID (State/IRIS number)
or the Proposal Name.
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w Vendor Overview N 9

Q | alag| ﬂ | & Advanced  Showing 11 of 11
Vendg, Name Type Obsolete Date -
o1 Alaska Bidder 1 CONT - Contractor

02 Alaska Bidder 2 CONT - Contractor v
Figure 16.6
4. (C)Click the Addresses tab (Figure 16.7).
5. (D) Expand the Address record you want to modify.
6. Make modifications as needed.
7. (E) Click <Save>.

Vendor General Summary

v Vendor: 01 - Alaska Bidder 1

General New 2 changed
Work
o capacky BIDS - Bidding 123 Bids Drive ==
Addresses > Fairbanks, AK - ALASKA 99701
Officers DBE - DBE 123 Our Lane v
> Anchorage, AK - ALASKA 99501
MAIL - Mailing 4312 Vendor Mailing Circle v
Falrbanks, AK - ALASKA 99709
Address ID* ¥ Email Address ¥
MAIL -Mailing v malling@email. com Q
Address ¥

DUNS Number ¥
4312 Vendor Malling Circle

city v

Fairbanks

State/Province ¥

AK - ALASKA v

Zip Code ¥
99709

Phone Numbers
Type* Phone Number* Extension

PHONE - Phone - (907)555-5555

Figure 16.7
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16.6 Officers

The Officers tab is read only for the CRO Vendors Admin-General role (Figure 16.8). This information is
added/edited by CRO staff with the CRO Vendors Admin-Certification role.

Vendor General Summary

v Vendor: 01 - Alaska Bidder 1

General
Work Capacity v Main Man -
Addr
dresses Officer Name * « Officer Title v
oncers QR | iz vian
AddressID ¥ Primary Title ¥
BIDS - Bidding No
Phone Number Percent Ownership ¥
(456)456-4566 100.00
Other Phone Number ¥ Obsolete Date ¥
Fax Number ¥ Comments ¥
(907)999-9999 Q
Effective Date ¥
11/01/2017
Figure 16.8
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16.7 DBE Info

The CRO Vendors Admin-General Role cannot add or modify DBE info, but has read-only access to the
work codes and work locations areas for reference.

1. To navigate from the Vendor General Summary component to the DBE areg, click the DBE
quick link at the top of the screen (Figure 16.9).

Overview  DBE

Vendor General Summary

v Vendor: 01 - Alaska Bidder 1

Figure 16.9

You will be taken to the Vendor DBE Summary component Work Codes tab (Figure 16.10). This tab
contains the work codes and work categories the DBE is certified in. You can expand or collapse work
code or work category records as needed to review data.

Vendor DBE Summary

w Vendor: 01 - Alaska Bidder 1

Work Codes v NAICS Codes

Work Locations
111110 - Soybean Faming -
Expand
e 111411 - Mushroom Production -
NAICS Code* > Status Change Date ¥
Collapse |I g
Q| 111411

Mushroom Production

Remarks ¥
Effective Date* +
103172017
Status Code* ¥ Primary Code Flag »

1 - Active No

> 237990 - Other Heavy and Civil Engineering Con: -

w Work Categories

~ 002 - ADVERTISING-CONCESSION -

Specialty Code* ¥ Status Change Date ¥

Q 002

ADVERTISING-CONCESSION
Remarks ¥

Effective Date* +

10/31/2017
Status Code* ¥

1 - Active
> 007 - ARCHITECT -
> 010 - ASPHALT PAVING-BIKE PATHS -
> 013 - ASPHALT PAVING- ROADWAYS -

> 158 - PILEDRIVING hd

Figure 16.10
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To view the work location area, click the Work Locations tab (Figure 16.11). This tab contains
information about the region(s), borough(s), or out of borough area(s) the DBEs can perform work in.

Vendor DBE Summary

v Vendor: 01 - Alaska Bidder 1

Work Codes v Borough

Work Locations h

No rows found matching criteria

~ Region

NR 11/01/2017 v
Northern Region

Region ID* * Effective Date* ¥
Q NR 11/01/2017
Northern Region Inactive Dat
nactive Date ¥
Comments ¥
c}
SR 11/01/2017 -
b Southcoast Region

Figure 16.11
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16.8 DBE Reports

The CRO Vendors Admin-General role has access to several reports from the Vendor General Summary
component or the Vendor DBE Summary component (Figure 16.12). The reports are the same in both
locations.

To generate a report:

1. (A) Expand the Vendor General Summary component action menu.
2. (B) Select the report you want to run.

Vendor General Summary

v Vendor: 01 - Alaska Bidder 1 = 0
General Vendor ID ¢ Actions x
Work Capacity 01 A(_m New
Views
s Vendor Name * Attachments
Officers Alaska Bidder 1 a Issues
Links
v Dates Reports —_—
ACDBE Directory
Vendor Established Date ¢ DBE ANC Firms

DBE Directory - Alphabetical
DBE Directory by NAICS

DBE Directory by Work Category .
DBE Email List

DBE Email List - Prof Services Work Cat
DBE Email List - Professional Services

DBE Email List - Work Categories S

12/06/2016 =

Figure 16.12

3. (Q) Click <Execute> (Figure 16.13).

Generate Report

v Generate Report - DBE Directory - Alphabetical

Settings = Output Options = 4o0f5 € >
Output Type Report Layout Source
'® Generate as PDF - Base
Download PDF ® Custom
Y Generate as HTML J Test

Generate Available Data Output

Figure 16.13
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