Submitting Subcontracting Spend (Agency Owners and Data Managers have this Capability)

1. Log into Dashboard using state e-mail address and password. Click Login.

Don't remember your password?

2. Click Data Management tab at top of screen.



Commonwealth of Virginia

Transactions warttosubmic ¥ Downlosd ¥ T B

niversity -QUIPMENT CO. 541505219 826.18 1,
orfolk State Universty THOMPSON HOSPITALITY SERVICES, LLC Subcontractor sa1368475 482618 Sep 11,2019
orfolk State University PIEDMONT FRESH, LLC Subcontractor 523027210 $2300522  Sep 11,2010
orfolk State Universiy THOMPSON HOSPITALITY SERVICES, LLC Subcontractor 541865475 52890522 Sep 11,2018
orfolk State Universiy WORKPLACE SOLUTIONS, INC. Subcontractor 541997555 H7500  Sep 11,2019
orfolk State Universiy SE.BALLARD Subconracer sa1828382 -$47500  Sep 11,2019
orfolk State Universiy WESTWOOD CONTRACTORS, INC. Subcontractor 541283847 $572106  Sep11.2019
arioll Siste Universty 58.BALLARD Subcontractor 541629392 572106 Sep 112010
orfolk State University TOTAL HARDWARE INC Subcontractor 472836400 1068000  Sep 11,2019
jorfolk State University SB BALLARD Subcontractor 541629302 -$10,680.00 Sep 11,2019
erfole siste Universy ST TACTICAL DEFENSE SOLUTIONS, INC Subcsniracior 454125400 $81698  Sep 11,2019
orfolk State Universiy SE 3ALLARD Subcontractor 521620302 484508 Sep 11,2010

Sy RAM TOOL & SUPPLY €O, IN Subcontractor 630877 1

Universig Subcontractor sats2e302 . )

3. Subcontracting Spend can either be entered online (in the system) or through a spreadsheet
upload. Subcontracting Spend should be entered in the time period when the agency paid the
prime vendor.

4. To enter subcontracting spend online you can either use the menu option or the icon.

Using Icons
1. There has to be a 1:1 to relationship between the prime and the subcontractor and you have to
know specifically which transaction to tie the subcontractor payment back to. Subcontractor
payments can only be entered 1 at a time using this method. Change date to specific date
range that you are submitting subcontracting spend for, Month, Quarter, Custom Range...etc.
Click in date area.
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Commonwealth of Virginia —

Transactions want tosubmit ¥ Downlcad ¥ T B o2 7 /

Narfolk State University CREST FOODSERVICE EQUIPMENT CO., INC. Subcantractor 541505219 $a2618  Sep 11,2019 s8

THOMPSON HOSPITALITY Subcontractor 541865475 -532618  Sep 11,2019 M3
Norfolk State University Lc Subcontractor 542027310 52890522 Sep 11,2019 W5
Norfolk State University THOMPSOMN HOSPITALITY SER Subcontractor 541865475 -52390522  Sep 11,209 M3
Norfolk State University Subcontractor 541997555 $47500  Sep 11,2019 W5
58.BALLARD Subcantractor 47500 Sep 11,2019

Norfolk State University

0D CONTRACTORS, INC. Subcantractor 541283847 $572106  Sep11.2009 W8

Norfoik State University S8 BALLARD Subcontractor 541620302 572106 Sep 11,2012

Norfolk State University TOTAL HARDWARE INC. Subcontractor 4728336400 $10,680.00 Sep 11,2019 WB

Norfolk State University SB BALLARD Subcontractor 541620302 -$10,630.00 Sep 11,2019

Norfolk State University TST TACTICAL DEFENSE SOLUTIONS, INC Subcontractor 454142400 $24602 Sep 11,2019 ME,DBE

Norfolk State University SB BALLARD Subcontractor 541620302 -$246.08 Sep 11,2019

Norfolk State University RAM TOOL & SUPBLY O, INC. Subcontractor 630877380 $575.63 Sep 11,2019 WB

Norfolk State University SB BALLARD Subcontractor 541620392 -$575.63 Sep 11, 2019 -
Bs Transaction-20190...csv A P Miller ttendanc...pdf  # Show all x

2. Click on Monthly, Quarterly, Yearly, Custom Range, and then click on the time period (i.e.
July, Q1, FY 20, or calendar dates if entering a custom date range) that you want to make
adjustments for. Then click the apply button.

Quarterly
Yearly

Custom range

3. You should only see transactions for your agency.



Q A

Commonwealth of Virginia

Transactions

Virginia Warker's Compensation Commission S INTERNATIONAL VIRGINIA LLC Cardinal 41446630

Jul 02, 2019

Virginia Worker's Compensation Commission 541436156

Jul 02, 2019 B

Virginia Worker's Compensation Commission  COLLIERS INTERNATIOMAL VIRGINIA LLC 41445630

¥

niszion NTERNATIONAL VIRGINIA LLC

Virginia Worker's Compensat 541446630

Vinginia Worker's Compensation Commission 541435156

's Compensat nission Lc 541446630
Virginia Worker's Compensation Commission  COLLIERS INTERNATIONAL VIRGINIA LLC Cardinal 541446630 Jul 02, 2019

s Compensation Commission = 541334475 Jul 02, 2019 =
Virginia Worker's Compensation Commission  COLLIERS INTERNATIONAL VIRGINIA LLC = 541446630
Virginia Worker's Compensation Commission ERS INTERNATIONAL VIRGINIA LLC Cardinal 541446630 ul 02, 2019

s Compe e =
Vinginia Werker's Compensat nission NATIONAL VIRGINIA LLC 541446630
Virginia Worker's Compensation Commission  COLLIERS INTERNATIONAL VIRGINIA LLC Cardinal 541446630 ul 02, 2019
Virgin nission OLD DOMINION MECHANICAL LLE 462104121 o

85 Transaction-20190.. ~ P Miller Attendanc...pdf Show all X

4. Search by the Prime Vendor. Type the prime Vendor’s name into the Search box at the top. Click the
magnifying glass.



Commonweealth of Virginia

Transactions

Subcontr 2019 ws
Virginia Museum of Narural Subcont 521224808 3621640 MNov 16, 201
Virginia Museum of Narura Now 16, 2018 B
Virginia Museum of Narural SPACK ARCHITECTS 521224808 New 16, 2018
of Accountancy MACHINES, INC Nw =)
of Accountancy NARDS BUSINESS MACHINE Subcontr New
of Accountancy MDSC SE Subcontr $84800  Nov 12 2010 B
NCTION Subcontr -$BE00 N
sion Commission T CONTROL CO. INC. sa1814120 $66400 Mo B
State Corporation Commission NTERNATIONAL 541446630 Nov
Stat ation Commission Subconts 541436156 Nov =
Stat ation Commission Subcants 541446630 Nav
Stat ation Commission 1= Subcontr Nov o
Stat ation Commission Subcontr 541446630 Now
Stat ation Commission Subcontr 541077755 Nov 01, 2019

5. You will see all the transactions for the prime vendor for the selected time period. To enter the
subcontractor transaction, click on the subcontract icon under actions to the right of the
transaction.
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Commonwesith of Virginia

Transactions anttosubmit ¥ Download n WORTH HIGGINS & AS! n

Virginia Alcoholic Beverage Control Autharity  WORTH HIGGINS & ASSOCIATES, INC. pCard $298300  Nov2g 2019 B
age Control Authority  WORTH HIGGINS & ASSOCIATES, INC. pCad  s4088007 §383 A0 ov 20, 2018 st
Virginia Museum of Fine Arts WORTH HIGGINS & ASSOCIATES, INC. pCard 540380197 $161000  Nov06 2019 5B
Virginia Museum of Fine Ars WORTH HIGGINS & ASSOCIATES, INC. pCard 5133000  Nov06 2019 58
Virginia Lotery WORTH HIGGINS & ASSOCIATES, INC. pCard 0400  Nov2g 2019 st
Virginia Lotery WORTH HIGGINS & ASSOCIATES, INC. pCard 540380197 $3700  Mov22 2018 =
Virginia Lotery WORTH HIGGINS & ASSOCIATES, INC. pCard 540380197 $1.48500  Mov 15 2019 =
Virginia Lotery WORTH HIGGINS & ASSOCIATES, INC. pCard §150600  Nov 13,2019 =
Virginia Retirement System WORTH HIGGINS & ASSOCIATES, INC. pCard 540380197 5243250  Nov12 2019 sB

g 4 B - Show 25 “  entries « @ >

Enter the subcontractor Tax ID. Select the Vendor name from the drop-down list. There should
only be one-option. If nothing shows up, the vendor is not a certified vendor. Enter the amount of
the subcontractor payment and enter notes in the notes box. Click the update button.



Upload Subcontractor Transactions on Application o

SUDCONtractor payment

% 500000

7. The transactions will show on the screen.
8. Repeat for additional transactions.

Using Menu Item
1. There has to be a 1:1 to relationship between the prime and the subcontractor and you
have to know specifically which transaction to tie the subcontractor payment back to.
Subcontractor payments can only be entered 1 at a time using this method. Follow steps
1-4 above.

2. You will see all the transactions for the prime vendor for the selected time period. To
enter the subcontractor transactions, click on the box to the left of the transaction that you
are entering the subcontractor spend for.



3.

ol

Commonwealth of Vi

Transaction

strol Authority

rage Control Authority plard

Virginia Museum of Fin pard $1.61000  Now 08, 2019
Virginia Museum of Fin pard How 06, 2018
Virginia Lottery pard $50400
Virginia Lottery pCard i3

ia Lowary pard §1.48500  Now 15,2019
Virginia Lowary (GGINS 8 ASSOC] pard Now

pard N

Virginia Retirement

Click I want to submit-Subcontractor Spend-On-line Subcontractor.
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Commonwealth of Virginia

Transactions

Virginia Alcoholic Beverage Control Authority NS & ASSOCIATES, INC. pCard 54p8¢  Subcentractor Spend

Virginia Alcohofic Beverage Comtrol Authority  WORTH HIGGINS & ASSOCIATES, INC. pCard 5409280187

Virginia Museum of Fine Arts WORTH HIGGINS & ASSOCIATES, INC pCard 540820187 §1610.00  Now06.2018 B
Virginia Museum of Fine Arts WORTH HIGGINS & ASSOCIATES, INC. pCard §133000  Now06.2019 B
Virginia Lottery WORTH HIGGINS 8 ASSOCIATES, INC pCard 540880197 $50400  Now29, 2019 B
Virginia Lottery WORTH HIGGINS 8 ASSOCIATES, INC pCard 540880197 37300 Now22 2019 B
Virginia Lottery pCard §148500  Now 152019 sB
Virginia Lotesry pCard $180600  Now 13,2018 58
Virginia Retirsmant Syszem WORTH HIGGINS & ASSOCIATES, INC. pCard 540920187 5243250  Now12.2018 5B

opage 4 B - Show 25 ~  entries -

Enter the subcontractor Tax ID. Select the Vendor name from the drop-down list. There should
only be one-option. If nothing shows up, the vendor is not a certified vendor. Enter the amount
of the subcontractor payment and enter notes in the notes box. Click the update button.



Upload Subcontractor Transactions on Application o

582449455 CORTECH LLC hd

SUDCONtractor payment

% 500000

The transactions will show on the screen.

Repeat for additional transactions.

Spreadsheet Upload
The process will differ depending on if you have exactly one subcontractor per prime
vendor or more than one subcontractor per prime vendor. Transactions do not need to tie
back to a specific transaction with that prime vendor if you have more than one sub per
prime. Change the date to the correct timeframe by clicking in the date box and the top
and choosing the Monthly, Quarterly, Yearly, or custom range tabs to the left, then click
the appropriate month, quarter, year, or choose the custom date range that you want and
hit the apply button.
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Department of Small Business and Supplier Diversity

Transactions submit ¥ T Naylor n 12/01/2018 - 12
Department of Small Business and e e o Card 00 §2.4 Yec 04, 2(
Supplier Diversity NAYLOR ASSOC SOLUTIONS pCard 000000000 §2,490.00 Dec 04, 2019
Department of Small Business and e e o Card 00 $397.12 Jec 04, 20
Supplier Diversity NAYLOR ASSOC SOLUTIONS pCard 000000000 $397.12 Dec 04, 2019
Department of Small Business and e e o Card 00 5 5 Yec 04, 2(
Supplier Diversity NAYLOR ASSOC SOLUTIONS pCard 000000000 $000.50 Dec 04, 2019
G page 2 B o1 Show 25 “ | entries < n 4

2. If you only have one sub per prime, in the search box at the top, type in the Prime
Vendor’s name that you want to add subcontractor information for. Click the search
button.

Data Management

Department of Small Business and Supplier Diversity

T Naylor

Transactions want to submit v Dow

Department of Small Business and ¢ C <O o) Card 00( §2 4 dac 04, 2
Supplier Diversity MNAYLOR ASSOC SOLUTIONS pCard 000000000 §2490.00  Dec 04, 2019

Department of Small Business and ¢ <o o Card 00 £397.12 Jec 04, 20
Supplier Diversity NAYLOR ASSOC SOLUTIONS pCard 000000000 $397.12 Dec 04, 2019

Department of Small Business and e e o Card 00 £ 5 Yec 04, 2(
Supplier Diversity NAYLOR ASSOC SOLUTIONS pCard 000000000 $000.50 Dec 04, 2019

Goto page 2 B o Show 25 “ | entries < @ >

3. Click the check boxes to the left of the Agency name.



Agency

Department of Small Business and Supplier Diversity

Transactions

5. You should see an excel file in the bottom left corner of your screen. This is the file that
you will re-upload to the system. Open it.

Department of Small Business and
Supplier Diversity

Department of Small Business and
Supplier Diversity

Department of Small Business and
Supplier Diversity

2 n of1

MNAYLOR ASSOC SOLUTIONS

MNAYLOR ASSOC SOLUTIONS

MAYLOR ASSOC SOLUTIONS

pCard

pCard

pCard

000000000

000000000

000000000

Click on Download-For Subcontractor Spend.

Agency

Department of Small Business and Supplier Diversity

Transactions

Department of Small Business and

Department of Small Business and

Department of Small Business and

$
Age =
Supplier Diversity
Supplier Diversity

Supplier Diversity

2 n of 1

NAYLOR ASSOC SOLUTIONS

NAYLOR ASSOC SOLUTIONS

NAYLOR ASSOC SOLUTIONS

| want to submit v

pCard

pCard

pCard

§2.499.00

$397.13

§900.50

000000000

000000000

Data Management

Naylor

Dec 04, 2019

Dec 04, 2019

Dec 04, 2019

SWaM Plan

Download ¥ T

§909.50

Data Management

Naylor

Dec 04, 2019

Dec 04, 2019

Dec 04, 2019

1201

2019 -

1zE12008
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Department of Small Business and Supplier Diversity

Transactions want to submit v Download v T Naylor B 12/01/2019 - 123172019
- N N
Department of Small Businessand ) OR ASSOC SOLUTIONS pCard 000000000 $249900  Dec 04, 2019

Supplier Diversity

Department of Small Business and T e e Card 00 £397.13 Yec 04 2(
Supplier Diversity NAYLOR ASSOC SOLUTIONS pCard 000000000 §397.13 Dec 04, 2019

Department of Small Business and , - d 00t £909.5 Yec 04 2(
Sugpller Diversity NAYLOR ASSOC SOLUTIONS pCard 000000000 §90950  Dec 04,2019

ge 2 B o Show 25 ¥  entries < ﬂ >

B subContractorTran..csv A Show all X

6. Fill in the subcontractor’s Tax ID, name, and amount paid from prime to sub for each
transaction. Enter notes in the notes column. Save the spreadsheet.



subcontracting test 1-31-2020 - Excel =

Insert  Pagelayout  Formulas  Data i Q Tell me what you want to do... A\ Oei, Genevieve (DSBSD) £, Share

= e
= Tim T 3 AutoSum + A, p
S5 Wrap Text General [D/ ’; B El - zT
. .9, » €0 o0 Conditional Formatas Cell | Insert Delete Format Sort & Find &
(=] Merge & Center $-% %o S5 &
Formatting - Table~ Stylesw - » | &Clear~ Filter~ Select =

Clipboard Font LM Alignment LM MNumber ] Styles Cells Editing

Past
e o B I U-

K3 - o subcontracting spend

B 8 D E F G H | J K L

_|Source Name Agency Code Primary Vendor Tax ID Primary Vendor Name Subcontractor Tax ID Subcontractor Name  Transaction Date Contract ID Amount Notes

pCard 350 0 NAYLOR ASSOC SOLUTIONS 270840877 SNAP SOLUTIONS, LLC 12/4/2019 nil 1500.00 subcontracting spend
pcCard 350 0 NAYLOR ASSOC SOLUTIONS 270840877 SNAP SOLUTIONS, LLC 12/4/2019 nil 100.00|subcontracti

pCard 350 0 NAYLOR ASSOC SOLUTIONS 270840877 SNAP SOLUTIONS, LLC 12/4/2019 nil 450.00|subcontracting spend U

SubContractorTransactions (4) | ® 1 3

Ready Count: 2 B

7. Upload to Dashboard by clicking I want to submit-Subcontractor Spend-Spreadsheet
Upload



&« c & sbsd-dashboard-ui-uat.sbsd-va.net/management/trar

saction &u g 0 e

I oApps @ MewTeb [ XFINITY Connect @ Login Page - Welco.. g Virginia Departmen... E3b UAT lssues Tracking.. ™ SWaM Dashboard..  # Login 4 Cardinal Login Page »

Data Management

Department of Small Business and Supplier Diversity

Transactions Iw

Department of Small Business ... N o - — Spr t Uploac (
ol oL IN DEMENTI STUDIO LLC pCard 77003466 1, 2019

Department of Small Business a... pS GO00TT Carc o0 466 Dec30, 3
s UPS 000071V996 pCard 000000000 52466  Dec 30,2019

g:;;ﬁggi‘:;z%m” Businessa..  AUTHO.COM pCard 455233159 §15500  Dec 16,2019
gopariment of Small Businessa.. NP SOLUTIONS, LLC pCard 270840877 $22706  Dec 16,2019 0
Efg;(fg‘g;ﬁ;ﬁ;“a” Businessaw. |\ pRODUCTIVE AV pCard 000000000 $442900  Dec 12,2019
Efﬁ;ﬁggi‘:;ﬁ;m” Business 2. expERIAN EXP PAY CC pCard 311343192 §11480  Dec 13,2019
EE;?S.E“S.‘E;Z f;“"‘” Businessa..  pxpERIAN EXP PAY CC pCard 311343192 $10404  Dec 13,2019
ESSSI"‘;E‘I‘E;S i;“"” Businessa.. Ay OR ASSOC SOLUTIONS pCard 000000000 $249900  Dec 04,2019
E:g;ﬁe’:‘g‘l‘f;z f;"“” Businessa..  op piTa RICKS pCard 000000000 $183672  Dec 05,2019
E"fg;mg‘l‘f;ﬁ;‘“” Businessa.. 5P SOLUTIONS, LLC pCard 270840877 §23506  Dec 10,2019 o
Department of Small Business a...  geypGRID 1-877-969-8647 pCard 000000000 §7995  Dec03,2019

Supplier Diversity

8. You will get a box that asks if your transactions were downloaded from the system. If
you have 1 and only 1 subcontractor for each prime vendor, click the yes button. Your
screen should now look like the below picture.



Upload Subcontractor Spend X

Does your Subcontracting S ile consist of Primary Transactions downloaded from this application? *
® s

Mo
.
.
.
i Ul
» Do not make any changes to the column names or format on the document.

Step 1t Step 2t
On the downloadec xls format, and

ges on Amount,
Subcontractor

1 = the necessary cf
Subcontractor Tax D 2
Name columns,

9. Click on Choose file to browse and find the file that you downloaded earlier.

Upload Subcontractor Spend X

Does your Subcontracting Spend file consist of Primary Transactions downloaded from this application? *

ransactions.

Step 3:

d document -

ake the nec

1. Make jes on Amount,
Subcontractor Tax ID and Subcontractor
Name columns.

10. Browse and find the file on your computer (wherever you have saved it), click on the file
and click the open button.



? Open

A > ThisPC > Documents v &  Search Documents
Organize Mew folder - @ @
Name - Date modified Type Size
st Quick access Diversity Training 9-10-15 1/29/2016 3:50PM  Microsoft Excel W 28KB
[ Desktop ~ DTD Only form 7 015 1:10 PM Microsoft Bxcel 82KB
Documents  # ESO Jul-Oct Self-reporting 1/3/2020855AM  Microsoft Excel 40KB
=) Pictures + ESO_SelfReportingTemplate Microsoft Excel 97. 37K8
2020 FY Voucher, Dt Excel 2016-Level 2 Microsoft Excel W. 29KB
Excel 2016-Level 3 Microsoft Excel 29K8
¥ Downloads FLSA Timesheet tracking S1PM Microsoft Excel 328
Leave Recanciliatiol FY 14-FY 19 SWaM YTD SPEND 3/29/2019 3:47PM  Microsoft Excel 91kB
Leave Requests Sub FY 17 SWaM Plans A1PM  Microsoft Excel W 12KB
I This PC FY 18 5WaM Spend Microsoft Excel 9 87KB
. FY 19 Spend Secretary Of Administration  9/13/20199:30 AM  Microsoft Excel 25KB
[ Desktop o
FY 19 SWal Awards 10/29/20199:27 AM  Microsoft Excel 34K8
EEEE FV 19 Vs FY 20 Q1 for Select Agencies 1/3/2020 11:48 AM  Microsoft Excel W... 110KE
¥ Downloads Fr20Q1 1/3/2020 11:43 AM  Microsoft Excel 97. 104 KB
B Music F¥ SWaM Spend Through Q2 2/12/2019 11:41 AM  Microsoft Excel 9 86 KB
= Pictures July 2019 ABC P-Card Trensactions-New ... 2/11/2019 200 PM  Microsoft Excel 33KB
1B videos May 2019 Dashboard File 9/12/20192:01 PM  Microsoft Excel 5,147 KB
25 Windows (C) Mileage Analysis 4/5/2018 11:24 AM Microsoft Bxcel W 15KB
missing W-'s from Vendors 1/31/2020 10:13AM  Microsoft Excel W... 14KB
= prkG7749 (WWCS01! e N
new legend-Vendor details to review for .. 2/13/20193:23PM  Microsoft Excel W... 9KB
= agencyall (WES0T O¢i, Genevieve (DSBSD) - Shortcut Shortcut KB
= public (AWCS01802 Overtime Eligibility Microsoft Excel W... 11KB
3 Network Paris Vendor Log Microsoft Excel W... 62 KB
Purchase Requisition and Instructions 2/15/20184:34PM  Microsoft Excel W... 25kB
report 3/16/20164:36PM  Microsoft Excel W 10KB
Reportable - MCC and Cardinal Object C... Microsoft Bxcel 30KB
Reportable - MCC and Cardinal Object C... Microsoft Excel 30KB
Ridefinders.xlsm Microsoft Excel W... 18KB
SBSD WklyEmployeeAttendanceRepoerting Microsoft Excel W 13KB
SelfReportingTemplate (DEQ.December)  1/31/2020 243 AM  Microsoft Excel 9 36 KB
SelfReportingTemplate 1722/ :36PM  Microsoft Excel 27KB
subcontracting test 1-31-2020 1/31/2020 11:23 AM  Microsoft Excel W. 10KB
SubcontractorTemplate Microsoft Excel 27KB
SubContractorTransactions NSU Microsoft Bxcel C.. 1KB
SW_ATA_Transactions_Info_Sheet Microsoft Excel W 51KB
SW_GL332_Chart of Accounts_(COA) Ma... Microsoft Excel 1,174 KB
S5WaM Champions Microsoft Bxcel 15KB
File name: | subcontracting test 1-31-2020 ~ | | Custom Fil

Open Cancel

11. Click the Upload button




Upload Subcontractor Spend

Does your Subcontracting Spend file consist of Primary Transactions downloaded from this application? =

® Ves

es on Amount,
ubcontractor

subcontracting test 1-31-2020.xls

12. You should see either a green success or red failure message towards the upper-right
corner of the screen. If the upload was successful, you will see the subcontracting
transactions on the screen.



Department of Small Business and Supplier Diversity

Data Management SWaM Plan o

Transactions |

Department of Small Business a...

B ey NAVLOR ASSOC SOLUTIONS pCard 000000000 $909.50  Dec04, 2019
Department of Small Business a.. gyap 501 UTIONS, LLC Subcontractor 270840877 $450.00  Dec04, 2019 o
Supplier Diversity ONS, LLe ¢ 270840877 . < g 0
Department of Small Businessa.. 4y 0R ASSOC SOLUTIONS Subcontractor 000000000 45000  Dec 04, 2019

Supplier Diversity OR ASSOC SOLUTIO c . < 9

Department of Small Business a... ” SOLUTIO o oo cromin meeos o
ey NAYVLOR ASSOC SOLUTIONS pCard 000000000 $397.13  Dec04, 2019

Department of Small Business a... P L T . o o N
B ey SNAP SOLUTIONS, LLC Subcontracto 270840877 $10000  Dec04, 2019 0
Department of Small Business a... » P, o o R o
ey NAYVLOR ASSOC SOLUTIONS Subcontracto 000000000 $100.00  Dec04, 2019

Department of Small Business a... " OO . o o o

B ey NAVLOR ASSOC SOLUTIONS pCard 000000000 §249000  Dec 04,2019

Department of Small Business a.. gap 5OLUTIONS, LLC Subcontractor 270840877 §150000  Dec04, 2019 o
Supplier Diversity ONS, e c 270840877 . < g 0
Department of Small Businessa.. v 0R ASSOC SOLUTIONS Subcontractor 000000000 -§150000  Dec 04,2019

Supplier Diversity OR ASSOC SOLUTIO c . c 9

Department of Small Business a... i o o - re s

e vy IN DEMENTI STUDIG LLC pCard 770034661 $650.00  Dec23,2019

Department of Small Businessa...pg 0071996 pCard 000000000 $2466  Dec30,2019

Supplier Diversity

13. You can also check the upload manager to see if the upload was successful. The upload
manager is the up arrow icon on the left-hand side of the screen. Click on the upload
manger manager icon.
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Department of Small Business and Supplier Diversity

Department of Small Business and TARD 5 Card 00t $900.5 Yec 04, 2
Supplier Diversity PAYPAL 3STARPAPERS pCard 000000000 $909.50 Dec 04, 2019

Department of Small Business and TARE S Card 00t $397.13 ec 04,
Supplier Diversity PAYPAL 3STARPAPERS pCard 000000000 $397.13 Dec 04, 2019

Department of Small Businessand  paybal 3STARPAPERS

T sy pCard 000000000 $249900  Dec04, 2019
ESESI’I‘ETE‘:;Z%'}‘Z‘” Businessand  pEMENTI STUDIO LLC pCard 770034661 $65000  Dec23 2019
ESESIETE‘:;;%')‘Z” Businessand |p5 0o0071v996 pCard 000000000 §2466  Dec30,2019
Eﬁsﬁﬁ&;ﬁ;ml Businessand  7140,00M pCard 455233159 $15500  Dec 16,2019
Efgglg‘gl‘:;ﬁ;“‘” Businessand gy Ap SOLUTIONS, LLC pCard 270840877 $227.06  Dec 16,2019 0
g:g;&?gx;g;*” Businessand | pRODUCTIVE AV pCard 000000000 $442000  Dec12 2019
g:g;&?gx;g;*” Businessand  expepIAN EXP PAY CC pCard 311343192 $11480  Dec13 2019
Department of Small Businessand  gypepian Exp paY CC pCard 311343192 $10404  Dec 13,2019

Supplier Diversity

Go to page n of 3 Sho 0 % entries 4 n 2 3 >

14. If the Upload was successful, the status will say success. If the upload was not
successful, the status will say failed. If the status says failed, you can click on the eyeball
icon to see why the upload failed.



9 Agency

Commonwealth of Virginia

Upload Manager

SelfReportingTe

SubcontractorTemplate-New Dashboard - December 2019:s

Agjustments - Decembarxis

SWaM Adjustment Dec 19is

t Sept 10

SWaM Adjustment Dec 19 Pt. 2xds

SWaM Adjustment Dec 19.xis

SubcontractorTemplatexis

SWaM Adjustment Dec 19 Pt 2xds

SWsM Adjustment Dec 19x0s

SWsM Adjustment Oct 19 Pr. 2xis

15. You will see an error report explaining why the file did not upload. After looking at the
report, click the close button or x in the upper right-hand corner to close the error report.

Error Details

168

v Wendor Tax

Primary Vendor Tax

iendor Tax

0 Quarter 2 Subcontractor Expenditures Submittal_4_Newods

ctor Expenditures Submirtal_3_New.ds

0 Quarter  Subcontractor Expenditures Submittal 2 New.ds

0 Quarter 2 Subcontractor Expenditures Submittal_1_Newds

0 Quarter 2 Subcontractor Expenditures Submittal_1_New.ds

and Subcontractor Tax

and Subcontractor Tax

and Subcontractor Tax

cannot

D cannot

cannot

Subcontractor

Subcontractor

Subcontractor

Subcontractor

Subcontractor

Subcontractor

Agustment

Adjustment

Adjustment

Agjustment

Adjustment

Subcontractor

Agustment

Adjustment

Agustment

De same .

0e same .

De same .

nga

nga

Genevisve

Nezette

Torya

SWaM Plan

Data Management

failed Jan 31,2020

Jan 31,2020

success Jan 31,2020
suceess Jan 31,2020
filedl Jan 31,2020
success Jan 31,2020
suceess Jan 31,2020
filedl Jan 31,2020
failed Jan 30, 2020
failed Jan 30, 2020
succes: Jan 30,2020
failed Jan 30, 2020
suceess Jan 30, 2020

Jan 30,2020

failed Jan 30, 2020

success Jan 30, 2020




16. Re-open Excel Spreadsheet. Fix errors and re-upload the file.
17. Check to see if upload was successful.
18. Repeat the upload process if not successful.

Spreadsheet Upload if there is more than one Subcontractor per Prime Vendor

1. After logging into the dashboard and clicking on the data management tab, click on |
want to submit-Subcontractor Spend-Spreadsheet Upload.

Commonwealth of Virginia
Transactions mnk o submit
rginia M I OTTLING COMPANY  Subcontractor 6164747¢ Subcontractor Spe
irginia M RKHOSPTAUTY GROUP  Subcontractor 1596

——————————— Y OTTLING COMBAN Subcontractor 161647478 24864 o 13 o
PARKHOSPITALTY GROUP  Subcontracior 15051 24864 on 19

irginia M 00DLE Subcontrador 45430361 955,020, A0 19 o
irginia M PARKHOSPITALTY GROUP  Subcomtracor 1505 5 0 12

irginia M 00DLC  Subcomador 64202655 $4.246. o 13 o
PARKHOSPITALTY GROUP  Subcomracor 1555 34,246, on 19
TAUNTON STEAM LAUNDRY, INC ~~ Subcomtractor 540354 521 3 12
Virginia Military Institute EAT N PARK HOSPITALITY GROUP Subcontractor 251596074 -5212883%  Dec31,2019
irginia M TAUNTON STEAM LAUNDRY, INC ~ Subcomtractor 540354 51 jon 19
Virginia Military Institute EATNPARKHOSPITALTY GROUP  Subcontractor 159607 51 jon 19
Virginia Military Institute PIEDMONT FRESH, LLC Subcontractor 542027310 $11554870  Dec31.2019
Virginia Military Institute EAT N PARK HOSPITALITY GROUP Subcontractor 251596974 -$11554870  Dec 31,2019
irginia M ONTFRESH.LLC _ Subcontracior 54, 1 596,611.60 o 19

2. You will see a pop up box asking if you downloaded the transactions from the
system. Click No.



Upload Subcontractor Spend

Dioes your Subcontracting Spend file consist of Primary Transactions downloaded from this application?

Yes

3. You will then see a box like this:

Upload Subcontractor Spend

Dioes your Subcontracting Spend file consist of Primary Transactions downloaded from this application?

LR

Step 1:

4. Click the download button to download the template.



Upload Subcontractor Spend b 4

Does your Subcontracting Spend file consist of Primary Transactions downloaded from this application? *

5. The downloaded file will show in the bottom left corner of your computer screen.

B SubcontractorTemp...xls A

6. Click on the file to open it.
The opened file should look like this:



SubcontractorTemplate (1) [Compatibili

Review  View @ Tell me what you want to d A\ Oei, Genevieve (DSBSD) £ Share

= % ; Tz ~a s == % |= . = = =2 | STavsEm o & p

DE@. Calibri 12 A A == ¥ EP Wrap Text General 5‘4 ’;5 &= E)‘( @ = °r

Paste BlI Uu- - &-A- ===|=5= EMerge&Center - § - % 2 % §§ Conditional Formatas Cel Insert Delete Format Clonr- Sort & Find &

- Formatting - Table~ Styles~ - - & Filter = Select -

Clipboard 1 Font F Alignment & Number 7 Styles Cells Editing -~

Al = fe || Agency Code -
A B = D E [F G H 1 -

1 Agency Code Primary Vendor Tax ID Primary Vendor Name Subcontractor Tax ID Subcontractor Name Transaction Date Contract ID Amount Notes

2

3

1

5

6

7

8

9

Lo

11

12

L3

14

L5

16

L7

L8

19

0

1

!L -

Subcontractor Spend (O] 4 ¥
eady B m - ' ] + 100%

You may see a button that says enable editing. You will need to click this button.

7. Fill out the Spreadsheet with all the necessary information. The Primary Vendor Tax
ID and Subcontractor Tax Id should have 9 digits, include leading 0’s if necessary to
make tax ID’s 9 digits. Transaction date must be in mm/dd/yyyy format. Contract 1D
is an optional field. Leave it blank if there is no contract ID are it is unknown. The
Amount field should have two digits after the decimal place. Save the spreadsheet
when you are done. Do not change any of the formatting or change the version of
excel that the template is saved in.

8. Once the Spreadsheet has been Saved, go back to the Data Management Tab in the
Dashboard and Click on I want to submit-Subcontractor Spend-Spreadsheet Upload.

Then click the no option again. Under step three, browse to choose your file.



Upload Subcontractor Spend

Does your Subcontracting Spend file consist of Primary Transactions downloaded from this apphication?

LR

9. Click on the file. Then click on the open button.



¥ Open X
4 & » ThisPC » Documents v O Search Documents o
Organize + Mew folder - @ @
Name - Date modified Type @
s Quick access P2 T Teugn ue £11/2UZY | MU AV IIIUSDIL EALEL 3 1.0,
B Deskiop & FY SWalM Spend Through Q2 2/12/2019 Microsoft Excel 9
Z Documents %) FY20 SWaM Plan Compliance / Microsoft Excel
_ &6 JSRCC-Jan-Self-Reporting Microsoft Excel
&=/ Pictures
57 Jul-Jan FY2020 Microsoft Excel
2020FVVoucher, De g )1 3019 ABC P-Card Transactions-New ... Microsoft Excel V
¥ Downloads B July missing taxid 102219 Microsoft Excel C
Leave 4% May 2019 Dashboard File Microsoft Excel
NEW Dashboard 5t B°] Mileage Analysis Microsoft Excel
4 missing W-9's from Vendors Microsoft Excel
3 This PC .
B%) new legend-Vendor details to review for .. Microsoft Bxcel W 9KB
[ Desktop 2 Oei, Genevieve (DSBSD) - Shortcut Shorteut 1K8
%] Documents @5 Overtime Eligibility Microsoft Excel W... 11K
¥ Downloads [1% Paris Vendor Log Microsoft Excel 62 KB
B Music % Purchase Requisition and Instructions Microsoft Excel 25KB
= Pictures 4% report Microsoft Excel V 10KB
. 1% Reportable - MCC and Cardinal Object C... Microsoft Excel 30KB
B videos - i
@ Ridefindersxism Microsoft Excel 13KB
&2 Windows (C) 1% SBSD WilyEmployeeAttendsnceReporting Micrsoft Exce 138
= prk67743 (WWCSOT! &Y SelfReportingTemplate (DEQ.December] Microsoft Excel 36K8
== agencyall (\WWCS01 5] SelfReportingTemplate (DEQ.January) Microsoft Excel 28KB
== public (\\WCS01802 B SelfReportingTemplate Microsoft Excel 9 21KB
& subcontracting test 1-31-2020 Microsoft Excel 26KB
b Network & subcontracting test 2-04-2020 Micrasoft Excel 97... 36 KB
7| SubcontractorTemplate Microsoft Bxcel 97... 21KB
i SubCentractorTransactions NSU Microsoft Excel C 1KB
4% SW_ATA_Transactions_Info_Sheet Microsoft Excel
£6° SW_GL322_Chart of_Accounts_(COA]_Ma... Microsoft Excel
4 SWaM Adjustments FY20 Microsoft Excel
B SWaM Champions Microsoft Excel W 15KB
&6 SWaM Data FY07-18 Microsoft Excel 9 65 KB
B SWaM FY 2018 Microsoft Excel 84KB
1% SWaM Monthly Meeting Dates Microsoft Excel 18 KB
B SWaM Self Reporting Dec 2019 Microsoft Excel 28KB
B67 Tax ID Upload 10-07-2019 Microsoft Excel 72KB
7| Template FY2019 Quarter 3 Microsoft Excel 9 438 KB
% Updated Chart of Accounts Microsoft Excel 26KB
P VAT IND CLA-RA Dmin mebion e Trommimlmbm ANSIALINAO 1AS DRA Adimemrmbs Conmnl 1AL 17 vD 4
File name: | subcontracting test 2-04-2020 | | Custom Files v
Cancel

10. Click on the Upload Button.



Upload Subcontractor Spend

Dioes your Subcontracting Spend file consist of Primary Transactions downloaded from this application? *

11. You should see either a green success or red failure message towards the upper-right

corner of the screen. If the upload was successful, you will see the subcontracting

spend on the screen.

Agency

Department of Small Business and Supplier Diversity

Transactions

Department of Small Business a.. g INTERNATIONAL CORP.

Supplier Diversity

Department of Small Business a... S
Supplier Diversity ZOOMUS

Department of Small Business a... P
Supplier Diversity CORTECH LLC

Department of Small Business 3. e
Supplier Diversity ZOOMUS

| want to submit W

Subcontractor

Subcontracter

Subcontracter

Subcontracter

222009648

611648780

582449456

611648780

Down

Dashboard

cad v T
§50.00
-§50.00
$50.00
-§50.00

&
.u

&
m

o
o

Data Management

n 27, 2020

n 27, 2020

7, 2020

7, 2020

SWaM Plan

MB

MB

12. You can also check the upload manager to see if the upload was successful. The

upload manager is the up arrow icon on the left-hand side of the screen. Click on the

upload manger manager icon.



Data Management SWaM Plan e

Department of Small Business and Supplier Diversity

Transactions [

va Dow T n 07/01/2019 - D3/0672020

Efﬁ;ﬁte"r‘ﬁ‘]:.;fs%;‘a” Businessa.. gy INTERNATIONAL CORP. Subcantractor 223009648 $5000  Jan 27, 2020 ME
Ef;;ﬁ‘e"r‘ﬁ‘]:;ﬁ;‘a” Businessa..  zooMus Subcontractor 611648780 §5000  Jan 27,2020

Efg;{fg‘a’:;ﬁ;’a” Business .. coRTECH LLC Subcontractor 582449456 $5000  Jan 27,2020 MB
S vty Cusiness 2 z00MUS Subcontractor 611648780 5000 Jan 27,2020

B ol Businessa-.. - TRIADTECHNOLOGY PARTNERS  arcing 264737500 §349313  Jan 02, 2020 we
Efs;ﬁ‘gﬂ]:;ﬁ;‘a” Business .. TRIAD TECHNOLOGY PARTNERS ¢ ging 264737500 §11,27500  Jan 01,2020 we
Efg;{i‘g‘a’:;fs?;’a” Beresan  RRPUSETEERENTES g 264727500 $349213  Jan D1, 2020 WE
Efﬁ;ﬁtg;‘a‘:.;g;“‘” Business 2. oo ©F Cardina 581091383 $1119  Jan 01,2020

B ol Businessa-.. - TRIADTECHNOLOGY PARTNERS  arcing 264737500 §1,16437  Jan 01, 2020 we
Efs;ﬁ‘gﬂ]:;ﬁ;‘a” Business .. TRIAD TECHNOLOGY PARTNERS ¢ ging 264737500 $1,16437  Jan 02, 2020 we
S ot ol Business 2., TRIAD TECHNOLOGY PARTNERS  Cardinai 264737500 $11,13200  Jan 01,2020 we

13. If the Upload was successful, the status will say success. If the upload was not
successful, the status will say failed. If the status says failed, you can click on the
eyeball icon to see why the upload failed.



Agency Dashboard Data Management SWaM Plan e

Department of Small Business and Supplier Diversity

Upload Manager n

subcontracting test 3-06-2020.xIs Subcontractor Genevieve success Mar 06, 2020

subcontracting test 3-06-2020.xIs Subcontractor failed Mar 06, 2020 @
subcontracting test 1-31-2020.xIs Subcontractor Genevieve success Jan 31,2020
Transaction-20180701-20190630.xlsx Adjustment Kelly failed Jun 06, 2019 @
adjustments 6-6-19.dsx Adjustment Genevieve failed Jun 06, 2019 L4
Adjustment File 5.30.19 CSV.csv Adjustment Jennifer success May 30, 2019

Adjustment File 5.30.19 SBSD.xlsx Adjustment Jennifer success May 30, 2019

Adjustments 3-13-19.xsx Adjustment Genevieve failed Mar 13, 2019 Lo
adjustments 2-22-10.xlsx Adjustment failed Feb 22, 2019 @
adjustments 2-22-19.xlsx Adjustment Genevieve failed Feb 22, 2019 @
adjustments 2-22-19.xlsx Adjustment Genevieve failed Feb 22, 2019 @

14. You will see an error report explaining why the file did not upload. After looking at
the report, click the close button or x in the upper right-hand corner to close the error
report.



Error Details b4

1 Primary Vendor Tax |D and Subcontractor Tax 1D cannot be same .
2 Primary Wendor Tax |D and Subcontractor Tax 1D cannot be same .
3 Primary Wendor Tax |D and Subcontractor Tax 1D cannot be same .
4 Primarny Wendor Tax | D and Subcontractor Tax 1D cannot be same .
5 Primary Wendor Tax | D and Subcontractor Tax 1D cannot be same .
& Primarny Wendor Tax | D and Subcontractor Tax 1D cannot be same .

15. Re-open Excel Spreadsheet. Fix errors and re-upload the file.
16. Check to see if upload was successful.



