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General
Overview




What is Form 37

* Form #3 represents a comprehensive
MBE contract payments and
subcontractor utilization database that
captures prime and subcontractor actual
payments on both a fiscal year and a
contract to-date basis.

* Actual payments represents the money
your agency spent on a contract to date.
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Reporting Legislation: COMAR 21.11.03.17 A(1)(2) and C

A. Each procurement agency shall make a report annually within 90 days following
the close of the fiscal year to the Governor's Office of Small, Minority & Women
Business Affairs, the Department of Transportation, and, subject to State
Government Article, §2-1246, Annotated Code of Maryland, to the Joint
Committee on Fair Practices and State Personnel Oversight that includes:

(1) The total number, value, and procurement category of its procurements
from State-certified MBEs as prime contractors, and separately as subcontractors,
by business name and specific MBE classification;

(2) The percentages, by specific classification of minority business
enterprise, that purchases under §A(1) and (2) of this regulation represent of the
total number and value of its procurements for the fiscal year just ended;

C. Each procurement agency shall furnish any other information or periodic
reports requested by the Governor's Office of Small, Minority & Women Business
Affairs or the Department of Transportation in connection with MBE certification
and procurement, or any other matters related to the administration,
effectiveness, or continuation of the Minority Business Enterprise Program.




How to access the portal

* Contact GOSBA to retrieve your agencies Username and Password.
* Visit: https://www.doit.state.md.us/MBEForm3/

* Log into the portal with your credentials!

Maryland.gov Phone Directory  State Anancias  Online Services

Name:

‘ & GOVERNOR'S OFFICE OF SMALL, MINORITY & WOMEN BUSINESS AFFAIRS

Maryland

For Internal Training Purposes Only

Form 3 Payment Portal

Password:

Governor's Office of Small, Minority &
Women Business Affairs MBE Form 3 Web
Portal

Welcome to the Governor's Office of Small, Minority & Women Business Affairs MBE Form3
payment Web portal.

Use the login controls above to get started.


https://www.doit.state.md.us/MBEForm3/

Who to contact for technical assistance
GOSBA DolT

* Retrieving username and * Non-responsive page/buttons
password

* Unlocking account after too
many login attempts

* Re-opening submission for the
FY after already submitting
report

* Questions about importing

* Overall system errors not related
to importing

Please note: It is important to notify GOSBA of any issues that may arise
to ensure that it is not a global issue.
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Pulling

Payment

Report

Data
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How does your agency collect data?

Data Collection Method Where to locate reports?

FMIS Agencies * Pull 700 series reports from ANSWERS
database
* Utilize ViewDirect A3B0USB11
Non-FMIS Agencies * Utilize internal financial systems to

capture procurement data
* MDOT agencies will use iFMIS to
capture procurement data.

Note: Backup data should include payments against contracts, and one-time only payments for any
good or service. These payments will include those made to both Prime and Subcontractors.

For Internal Training Purposes Only 9



ow to access ANSWERS

* |If you already have an ANSWERS

account visit: https://net.md.gov/a
pps/Answers/ and simply log in.

* |f you have not created an
ANSWERS account, follow the
instructions below:

Underneath ‘New to
ANSWERS?’ create your login
using your state email address.
You will receive an email
confirming your new account.
Use the credentials you created
to login to the ANSWERS
portal.

. ANSWERS FINANCIAL RE

Sign In

For registered users you can enter your Sign In credentials below.

PORTING

If you have already linked your account, you can use the connect.md.gov to the right.

Email

Password

Forgot your password?

For Internal Training Purposes Only
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Use another service to Sign In

New to ANSWERS?

To get started, create your account by clicking

the button below and creating an account.

Create your Account

10


https://net.md.gov/apps/Answers/
https://net.md.gov/apps/Answers/

Which reports are needed?

* ANSWERS reports regarding payments:
e 717,718,719 & 721
* Or view direct A3B0USB11

* PCHL717- MBE Prime Payments by Direct Voucher; no BPO/PO
* PCHL718- MBE Prime Voucher Payments made from BPO/PO
* PCHL719- MBE Subcontractor Payments

* PCHL 721- P-Card Total/MBE Purchases (or use VIEWDIRECT
A30USB11)
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How to pull reports from ANSWERS

* After logging into ANSWERS
you will be prompted to the
homepage.

* Under ‘REPORTS’ select

ESE R ANSWERS News and Updates
MBE Payment (PCH717-722) e 51802022

Commodities on PO/Contract
(A315DB2)

Hello, karen.reyes@maryland.gov!

NOTICE: ANSWERS Data is refreshed/loaded each weekend from ADPICS.

Procurement Award Dollars

(PCHO62)
SBR Expenditure Detail/Summary 1/26/2022
(PCH065/067)
SBR Procurement (PCHO68) Welcome to the all new ANSWERS system! Watch this space for news and announcements regarding improvements and
availability of new reports. Please make your selections from the menu options at left.
BPO Detail
We've made many changes to the ANSWERS system since the last update. We are working to constantly improve and make
MBE Procurement N this a useful tool for all of you. We've implemented the following enhancements during this time frame:
(PCHZ09. 7151
* Complete redesign and rewite to make ANSWERS more readable and user friendly.
MBE Payment " I * Report security now looks at your mainframe security in RSTARS.
(PCH77-722)
) We have more changes coming in the near future to make using ANSWERS even easier!
Y EC o
(PCHZ210,212-213) As always, we appreciate your suggestions and feedback.
BGS
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How to pull reports from ANSWERS continued

Select from the dropdown
which report you would
like to pull

Select your agency

Insert Begin and End date
depending on longevity of
report needed

Click ‘Run Report’

Please note: When pulling
721 report you must select
‘CPC Only’ Under ‘Optional
Selections

REPORTS
Contracts
Managemen t
(PCH355)

Commodities
PO/Contract
(A315DB2)

on

Procurement Award
Dollars (PCHOG2)

SBR Expendit
Detail/Summ
(PCHO65/067)

ure

ary

SBR Procurement

(PCHOGS)
BPO Detail
MBE
Procurement

(PCH709-716)

MBE Paymen
(PCH717-722)

t

PCH717 - Non-

BPO Direct
Vouchers

PCH718 -

Vimnimharc

A =T
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PCH721 - R*Stars Voucher Detail

Agency: Reset Search Clear Checkboxes
Statewide Uoit (UbU)
600 - Capital Projects- Office of Comptroller (600)
601 - Department of Inform Technology - Cap (601)
602 - Central Capital Projects - DGS (602)
603 - Public Safety - Capital Projects (603)
Begin Date: 07/01/2021 i
End Date: 06/30/2022 E +30 || +60 || +90 |{Calculated from Begin Date)

Date Presets:
[Calculated from today.)

PPFY || PFY || CFY | FYTD || PPY || PY || CY | PM || CM || YTD

Clear All Selections {

Optional Selections:

Amount Threshold:
$0 - $999,999,999,999,999.99

CPC Only:

13



Understanding Date Presets on ANSWERS

Date Presets: PPFY il PFY I CFY § FYTD i PPY | PY § CY )| PM I CM §| YTD

(Calculated from today.)

Date Presets

PPFY Prior Prior Fiscal Year (2 FY years
back)
PFY Prior Fiscal Year (1 FY year back)
CFY Current Fiscal Year
FYTD Fiscal Year To Date
PPY Prior Prior Calendar Year (2 years
back)
PY Prior Calendar Year (1 year back)
CY Current Calendar Year
PM Prior Month
CM Calendar Month (current month)
YTD Current Year-to-date

For Internal Training Purposes Only 14



Navigating the
-orm 3 Portal

For Internal Training Purposes Only



Agency Dashboard
Agency Dashboard

Working Data: Submitted Data:
Working data allows you « Add New Contract Data « View Submitted Data
to add, import, or edit « View All Working Data .
data before submitting  Import Data . :
final report for the FY. « Submit Data Submitted data allows

Reports:

« Prime Contractor Payments by MBE
« Subcontractor Payments by MBE

summary of each report
that is curated from the
data you submit.

For Internal Training Purposes Only

you to view the data you
already submitted for the
FY.
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Choosing Your Data Entry Method

Manual Must choose 1 ezt Use Import
method both for FY
* Requires you to: * Requires you to:
* Delete expired contracts one by * Utilize up to date excel template
one from the MBE reporting toolkit
* Update contracts from prior years * Follow template instructions. (ex.
with new payment data default data, correct designations)
* Enter new contracts/payments % Be mindful, if you are using the import method, it

will overwrite everything currently in the working
data section of the Form 3 portal.

Please note: No matter what method you choose, you must still submit for
the reporting year. Problems with submitting, contact Governor's Office of
Small, Minority & Women Business Affairs: 410-697-9605

17
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Manual Entry

Method
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Form 3 Portal — Removing Expired Data (1 of 3)

Maryland.gov Phone Directory State Agencies Online Services

Welcome AGING.

“4 GOVERNOR'S OFFICE OF SMALL, MINORITY & WOMEN BUSINESS AFFAIRS

Form 3 Payment Portal

Maryland

Working Data Governor's Office of Small, Minority & Women Business
Affairs MBE Form 3 Web Portal

> Add New Contract

% Import Contracts Welcome to the Governor's Office of Small, Minority & Women Business Affairs MBE Form3 payment Web portal.

. Now that you are logged in, you can use the Agency link in the main menu as the next step. From there you can enter in your working
ReF‘ortmg data, or you can select from the submenus to the left.

» Prime Payments by MBE
2 Sub Payments by
» Contract Compliance

Submitted Data Click VIEW ALL DATA

> View All Data

Contact Us | Privacy | Accessibility

100 Community Place
Crownsville, MD 21032

GOSBA Helpdesk: 410-697-9605

Governor’s Office of Small, Minority & Women Business Affairs
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Form 3 Portal — Removing Expired Data (2 of 3)

Example: FY 22 would be 7/1/2021-
6/30/2022; so, if a contract or

“ GOVERNOR'S OFFICE OF SMALL, MINORITY & WOMEN BUSINESS transacrions end date is 6/30/2021
Form 3 Payment Portal this would be a contract or
transaction that needs to be deleted
to report for the following FY 2022.

Maryland

Click the contract # if End
date is not within the fiscal 2x
year you are reporting for.

e ‘

D add a new Contract or click on a current contract number to edit.
:ft of the Contract # to see the associated subcontracts.

Contract# Awards CTD Payments FY Payments CTD Start Date End Date MBE Goal

T Y Y Y @ Y h

$479.00 $479.00 $479.00 7/1/2020 6/30/2021 00%

Supplies & Equipment

> 00002 $1,022.00 $1,022.00 $1,022.00 7/1/2020 6/30/2021 00%
Description: Supplies & Equipment

> 00003 $160.00 $160.00 $160.00 7/1/2020 6/30/2021 00%
Description: Supplies & Equipment

N nnnn4 ®1R/R NN ®1RR NN R1RR NN 7i412090 RIRNIIN21 NN

Governor’s Office of Small, Minority & Women Business Affairs
For Internal Training Purposes Only 20



Form 3 Portal — Removing Expired Data (3 of 3)

ALy LovEs - Jg ¢ W WAL LIBL I AUT LD ALLEEIIN.., F T IULUITIHHITIIL Y

P YIUAVIDL TUNIIE S g IVIUL NSRRI UYL

‘41

Maryland

Prime Data:

The * denotes a required field.

Name of Prime Contractor: *

GCOVERNOR'S OFFICE OF

Form 3 P2

www.doit.state.md.us says

Are YO U sure yOU want to delete? Maryland.gov Phone Directory State Agencies  Online Services

There is no undoing this!

Welcome AGING.

2. Click OK to confirm deletion

‘ View All Records

MDOT Certification Number:

HOME AGENCY

‘ Save Changes ‘ ‘ New ‘ ‘ Delete Record ‘

Prime Contractor Classification: *

RGH ENTERPRISES, INC.

Contract / ID Number: *

00001

Prime Contractor Awards CTD: *

479.00

‘ ‘ African American v\‘ 97-360 1 cl-
, . Click Delete Record
Contract Start Date: Contract Expiration Date: * Agency: *
7/1/2020 &l 6/30/2021 & | AGING V|
Prime Contractor Payments FY: * Prime Contractor Payments CTD: * MBE Goal %: "
479.00 478.00 0.00 o,

Prime Data:

. . The * denotes a required field.
3. You will receive a success 1

message. Then go on to the
next record to delete.

For Internal Training Purposes Only

Prime Contractor Data was Successfully deleted.
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Form 3 Portal — Revising Contracts (1 of 3)

‘ * GOVERNOR'S OFFICE OF SMALL, MINORITY & WOMEN BUSINESS AFFAIRS

Maryland

Working Data

> Add New Contract
> Import Contracts

Reporting
2 Prime Payments by MBE

? Sub Payments by MBE
» Contract Compliance

Submitted Data

> View All Data

Contact Us ‘ Privacy | Accessibility

100 Community Place
Crownsville, MD 21032

GOSBA Helpdesk: 410-697-9605

Form 3 Payment Portal

Maryland.gov Phone Directory State Agencies Online Services

Welcome AGING.

Governor's Office of Small, Minority & Women Business
Affairs MBE Form 3 Web Portal

Welcome to the Governor's Office of Small, Minority & Women Business Affairs MBE Form3 payment Web portal.

Now that you are logged in, you can use the Agency link in the main menu as the next step. From there you can enter in your working
data, or you can select from the submenus to the left.

Click VIEW ALL DATA to modify
contract data previously entered
last year.

Governor’s Office of Small, Minority & Women Business Affairs
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Form 3 Portal — Revising Contracts (2 of 3

Maryland.gov Phone Directory State Agencies  Online Services

‘ *.} GOVERNOR'S OFFICE OF SMALL, MINORITY & WOMEN BUSINESS AFFAIRS Welcome AGING.

Maryland Form 3 Payment Portal

Click on the contract

number.
View Working Data for: ‘ AGING e
Add New Confract Use the Add new to add a new Cantract or click on a current contract number to edit.
Click the > to the left of the Contract # to see the associated subcontracts.
Contract# Awards CTD Payments FY Payments CTD Start Date End Date MBE Goal
T E | - Y X h e T
NoFilter
)3 00001 $479.00 3.00 7/1/2020 6/30/2021 00%
EqualTo
Descripijos” Supplies & Equipt
GreaterThan Search for contract
> 00002 LessThan 22.00 7/1/2020 6/30/2021 5
number and select filter
Description: ipt GreaterThanOrEqualTo
e e choice from dropdown
5 00003 $10.00 ) _D.00 7/1/2020 6/30/2021 b
Description: Supplies & Equipment OX.

Governor’s Office of Small, Minority & Women Business Affairs
For Internal Training Purposes Only 23



Form 3 Portal — Revising Contracts (3 of 3

Welcome AGING.

‘ GOVERNOR'S OFFICE OF SMALL, MINORITY & WOMEN BUSINESS AFFAIRS

Form 3 Payment Portal

Maryland

Prime Data:
The ™ denotes a required field. ‘ Save Changes ‘ | New | ‘ View All Records ‘ Delete Record
Name of Prime Contractor: * Prime Contractor Classification: * MDOT Certification Number:
RGH ENTERPRISES, INC. | ‘ African American v| 97-360
Contract / ID Number: * Contract Start Date: * Contract Expiration Date: * Agency: *
00001 7/1/2020 s 6/30/2021 &= | AGING v]
Prime Contractor Awards CTD: * Prime Contractor Payments FY: * Prime Contractor Payments CTD: * MBE Goal %: *
479.00 479.00 479.00 [':“g* 000 o
Project Title: % % \S
Sup| .
Prime Contractor Awards Pri e Bri T — ts CTD
rome Contractor rrme Contractor Fayments -
MB CTD- Total Award Amount Y
= Payments FY- Payments Payments made throughout the
— m—— we , Made towards that entire duration of the contract

contract that FY. regardless of FY.

Governor’s Office of Small, Minority & Women Business Affairs
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Form 3 Portal — Adding New Contracts (1 of 3)

Maryland.gov Phone Directory State Agencies Online Services

‘:* GOVERNOR'S OFFICE OF SMALL, MINORITY & WOMEN BUSINESS AFFAIRS Welcome AGING.

Maryland Form 3 Payment Portal

Working Data Governor's Office of Small, Minority & Women Business
Affairs MBE Form 3 Web Portal

Welcome to the Governor's Office of Small, Minority & Women Business Affairs MBE Form3 payment Web portal.

Now that you are logged in, you can use the Agency link in the main menu as the next step. From there you can enter in your working
data, or you can select from the submenus to the left.

Reporting

> Prime Payments by MBE
» Sub Payments by MBE
» Contract Compliance

Click add new contract to

manually input Prime Contractor
> View Al Data Data.

Submitted Data

Contact Us | Privacy | Accessibility

100 Community Place
Crownsville, MD 21032

GOSBA Helpdesk: 410-697-9605

Governor’s Office of Small, Minority & Women Business Affairs
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Form 3 Portal — Adding New Contracts (2 of 3)

Click SAVE after all data has been input.
Hitting the ENTER key will not save your

“& GOVERNOR'S OFFICE OF SMALL, MINORITY & WOMEN BUSINESS AFFAIRS data yoU MUST h|t the SAVE button To
e e Form 3 Payment Portal : :
% move to next record hit NEW.

AGENCY
Prime Data: l

The * denotes a required field. Save New View All Records
Name of Prime Contractor: * Prime Contractor Classification: * MDOQOT Certification Number:
I S
Contract / ID Number: * Contract Start Date: * Contract Expiration Date: * Agency: *
i i | AGING v

Prime Contracto Prime Contractor Payments FY: * Prime Contractor Payments CTD: * MBE Goal %: *

%

Project Title:

MBE Subcontract |

Note: For direct voucher (DV) or credit card (CC)
payments, consolidate multiple amounts for individual
vendors (i.e. Rudolph Office Supplies) and indicate in

the contract ID the type of payment, DV or CC. Use FY Governor’s Office of Small, Minority & Women Business Affairs
dates for Start and Expiration Dates.

ternal Training Purposes Only 26




Form 3 Portal — Adding New Contracts (3 of 3

HOME AGENCY

Prime Data:

The * denotes a required field. | Save Changes | | New | View All Records Delete Record

Name of Prime Contractor * Prime Contractor Classification: * MDOT Certification Number:

RGH ENTERPRISES, INC. | [ African American VI 97-360
Contract / ID Number: * Contract Start Date: = Contract Expiration Date: = Agency: ™

00001 TiM1/2020 B 6/20/2021 = [ AGING -~
Prime Contractor Awards CTD: * Prime Contractor Payments FY: = Prime Contractor Payments CTD: * MBE Goal %% *

479.00 479.00 479.00 0.00 T

Project Title:

Supplies & Equipment

MBE Su tract Information:
|+ | Add New MBE Subcontract

o
RET Cert-Mumber MBE Award Amount Actual Payments FY Actual Payments CTD

(Al Fields Are Required)

Contractor: * | 2 BROTHERS LANDSCAPING, LLC |

cortumber:~ [ 13063 Click “Add subcontractor
MBE Classification: * [ Hispanic American v] data” Once the data is
Awara Amount:= [ 2300 entered Click SAVE.

Actual Payments FY: ™ 150
Actual Payments CTD: * 400

Governor’s Office of Small, Minority & Women Business Affairs
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Template
Import Method
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3 AutoSave @:‘ Form 3 Data Template (3) - Protected View - £ search (Alt+Q) Karen Reyes @ & - O X
File Home  Insert  Page Layout Formulas Data  Review View Developer Help
@ PROTECTED VIEW Ee careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing X
B19 v I w
A B C D -

1

2 |must be entered separately in the portal, credit card payments can be combined per vendor for entry into the Portal.

3

4 Payments included in the Form 3 Web Portal should include:

Form3 web portal is ALL payments to Non-minority Primes with MBE goals on contract and ALL payments reported by the

5 subcontractors

6 Form3 also includes ALL payments to MBE Primes with no MBE goal

7 Form3 Also includes ALL payments to MBE Primes with MBE goals, however pay particular attention to self-performance iss

8

*Important Note: Importing an Excel file will overwrite *ALL* existing working data. Should you need to edit that data, y.
Excel file and reimport it. You still need to submit the data for it to be final. If there are issues after data has been submitt

9 |contact GOSBA at 410-697-9605 or email the MBE Compliance Manager, nichelle.johnsonl@maryland.gov .

10

11 |The worksheet must contain two sheets with the following names:

12 Primes

13 Subs

14

15

16 | The Primes Sheet should hold all the prime contractor information. .

Instructions | PRIMES | SUBS r ] >

Ready (& Display Settings iz} -t 130%

Form 3 Portal — Entering Contract Data (1 of 6

FORM 3 IMPORT METHOD:

The Form 3 Data Template is used to input FY payment data into into the Form 3 Web Portal. While contracts and direct voucher transactions

Governor’s Office of Small, Minority & Women Business Affairs
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https://gomdsmallbiz.maryland.gov/Pages/Reporting-Tool-MBE.aspx
https://gomdsmallbiz.maryland.gov/Pages/Reporting-Tool-MBE.aspx
https://gomdsmallbiz.maryland.gov/Pages/Reporting-Tool-MBE.aspx

Form 3 Portal- Entering Contract Data (2 of 6)

MBE Designations
Here is a list of MBE Designations that are available in the system. The MBE Column must be one of
the items from the list below.

Non-Minority

African American Before entering data please note:

Asian American * Make sure that MBE designations
Hispanic American . 4 . .

Native American match the list in the Reporting Manual.
Women * Make sure that Prime IDs are unique

African American Women

Acian American Woman for each contract, DV, or CC

Hispanic American Woman transactions.
Native American Women * Be sure Prime ID matches
Disabled .

: subcontractors paid under that
Disadvantaged

contract.

For Internal Training Purposes Only 30



Form 3 Portal — Entering Contract Data (3 of 6

il AutoSave (. Off) Form 3 Data Template (3) - £ Search (Alt+Q) Karen Reyes @ & - O X
File Home Insert  Page Layout Formulas Data  Review View Developer Help = Comments
D~ Eﬁ & Calibri A A = == ® a5, Wrap Text General . HA % = = %? p
Q 0y ~ = N o~ _
Paste v E L M L A == =|e= 3= = . . 0 &0 .00 Conditional Formatas  Cell Insert Delete Format Sort & Find &
- o B I U~| L+ |E/= == F EMegeacene $-% 9 W Formatting~ Table~ Styles ~ - . - &~ Filter~ Select ~
Undo Clipboard ] Font ] Alignment = Mumber ] Styles Cells Editing hd
El6 ~ Jx ~
H,— B C D E F G H | J K L M -
1D Contractor Name EFIN MBE Designation MDOT _Cert  Contractd StartDate EndDate Award Amoun Payments | Payments CTD MBE Goal Description \ .
w Inc. Q0-0000000  Women 01-001 A005 6/28/2018 12/31/2018 5260,471.00 S500.00 S500.00 0% Emergency Installation of Temporary Steam Lin
4
5
o
T
8
9
10
1 Columns should not be moved or
12
13 changed and should stay in this order.
14
15 Data should be entered in the same
16
17 Format as the example in row 2.
18
' (Note: Be sure to delete example row
o 2 before submitting.)
23

24
s v
Instructions @ SUBS -:-E ey ] »
>
vestids

Ready FE® % Accessibility: In L@ Display Settings = F ——a—+ 100%
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Form 3 Portal — Entering Contract Data (4 of 6)

ﬂ AutoSave (. Off:‘ Form 3 Data Template (3) - 2 search (Alt+Q) Karen Reyes @ {.? _ O e
File Home Insert  Page Layout Formulas Data  Review View  Developer Help 2 Comments
. . = —@s = - A '
IO If'lil EKO Calibri ~ 11 ~ A A = = |§| WA EE; Wrap Text General v @ @ Ej @ %g @ Z? p
o~ — N - _
Paste B T R v B MR == = |= 3= M 8 Cent - . 0 <0 .00 Conditional Formatas  Cell Insert Delete Format Sort & Find &
. = || — |;| - = |= = Frge S $ % 9% =0 Formatting ~  Table~  Styles ~ - - ~ &> ~ Filter~ Select ~
Undo Clipboard ] Font ] Alignment M Mumber P Styles Cells Editing e
El6 vk fx ~
A B 2 D E F G H | 1 K L M -
Contractor Na @ MBE Designation MDOT_Cert Contract# StartDate EndDate Award Amoun Payments | Payments CTD MBE Go .
01-001 A005 6/28/2018  12/31/2018 5260,471.00 5500.00 5500.00 0% Emergicy Installation of Temporary Steam Line

2 [A0US MEM, Inc. Q000000 Women
3
|

Ho-] oo

The ID column will not be stored
in the database. Itis just used to
connect your subcontractors to
their primes. You can use

The optional columns are
EFIN and Description. If you
have this information, please
provide it. The rest is
required.

whatever naming convention you
wish (Numbers or Letters). The
ID’s just need to be unique for
every Contract (so every Excel row
should be unique). The
suggestion is to use the contract #

ey S

L& Display Settings HH Fl ——3——+ 100%

for contract awards.
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Form 3 Portal — Entering Contract Data (5 of 6)

For Internal Training Purposes Only

- il AutoSave (ﬁ:‘ Farm 3 Data Template (3) - £ Search (Alt+Q) Karen Reyes @ & - O X
File _Home Insert  Page Layout Formulas Data Review View Developer Help 2 Comments
?“ |ji| : Calibri dn AN == 35, Wrap Text General v == % @ e @ il %? p |
e BT 5 r oy oA ST S Buesacme - § - % 9§ Codiond fomt € e dee ot B e i
Undo Clipboard ] Font ] Alignment =] Mumber P Styles Cells Editing ~
El6 ~ i Ix v
A B C I -
1 ID contractor Name EFIN MBEDeslgnatlon MDOT_Cert__Dontracts mmounPaymentslPaymemﬂBEGoal Descrlptlon )
2 |A00. MEM, Inc. 00-0000000  Women O 0oT— A005 6/28/2018 12/31, 8| 5260,47 o0, o0 500.00 0% Emergency Installation of Temporary Steam Line
3
4
For the MDOT Cert #, you can _ _ _
use a Zero format [00-000] or a For transactions that have no f/or tr:nsactlgrllsch kedD;Lec'lc:Y
-Mi it ouchners an -Lar e
blank for Non-Minorities. Start or End Date, you can use . X th’ Award
= , payment amount, the Awar
b Ehaet eF ;s?:LYsz/a;/S;cg;tl?r end amount and the payments
15 6/30/.2022. CTD will all be the same.
17 )
18
19
20
21
22
23
24
h Instructions PRIMES | SUBS *® <
Ready E@ mAccessibility: Investigate




Form 3 Portal — Entering Contract Data (6 of 6)

AutaSave (@ off) Form 3 Data Template (3) ~ 2 Search (Alt+Q) Karen Reyes @ & = O X
File Home Insert  Page Layout Formulas Data Review View Developer Help i? Comments

D ﬁﬂ & Calibri LA A = =[5 Bwep General v [ % @ o @ ) %? p

" Sort& Find &

& ~ e o o | — o — — - it
Pajte < B I U~ i~ O A === 2= 3= EMeage@Center ~  $ ~ % 9 S 0 FE?:;:E?;L F?;L’]ths Stjiv '”Sf't De'fte F°'Vmat &« Fiter Sclect
Undo Clipboard ] Fant ] Alignment ] Number ] Styles Cells Editing ~
D9 ~ Jx v
B T D E F G | J K L M N o Pa
1 Contractor Name MDOT Certf  MBE Designation Award Amount Payments FY Payments CTD
2 CHARDONNAY INC 00-000 Women $9,496,151.73 $918,054.00  $1,800,005
3
4
5
6
7
8
2 Columns should not be moved or
" changed and should stay in this order.
£ Data should be entered in the same
L Format as the example in row 2. ALL
" columns are required in the SUBS tab.
19
20
21
22
23
24
e v
Instructions PRNES({-} « >
E® 9% Accessibility: Investigate For InternaITraining PUFpOSES Only L& Display Settings HH - ——+ 100% 34
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Form 3 Portal — Import Method (1 of 2

B  AutoSave (. OTf) Form 3 Data Template (3) ~ £ search (ah+Q) Karen Reyes @ & - [m] pes
File Home Insert  Page Layout Formulas Data Review View  Developer Help I Comments
ld) " |f.|j & Calibri ~ M - AN = = |E| 'b?" - EE} Wrap Text General ~ ﬁ @ / @ g):( @ 2~ %? p
¢ [@ - — - > -

Paste B I U -~ 1. Mo AL = = =|&= 3= M Bl Center ~ . 0 &0 .00 Conditional Formatas  Cell Insert Delete Format Sort & Find &
- g - - — - - —I— — erge Enter $ "6 Y T s Farmatting ~  Table~  Styles~ - - v 6} ~ Filter~ Select ~
Undo Clipboard I Font ] Alignment ] Mumber I Styles Cells Editing ~
D9 v Jx ~
A B T D E F G H J K L M N 0] Fa

Prime 1D Contractor Name MDOT Cert# MBE Designation Award Amount Payments FY Payments CTD

AOQ5 CHARDONNAY INC 00-000 Women 55,4596,151.73 5918,054.00 51,800,005.00

1
2
3
4
5 |
6
7
8

. All data is REQUIRED for the SUBS
The Prime ID column will link tab.
the subs to their primes. The ID
doesn’t need to be unique per
row but MUST match one row
in the Primes sheet.

20
21
22
23
24

A

Instructions PRIMES | SUBS ) <

Ready [F@ ‘f;ZAccessibility:In\restigate

L& Di
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Form 3 Portal — Importing Completed Template (1 of 2)

Maryland.gov Phone Directory State Agencies Online Services

Welcome AGING.

“4 GOVERNOR'S OFFICE OF SMALL, MINORITY & WOMEN BUSINESS AFFAIRS

Form 3 Payment Portal

Maryland

Working Data Governor's Office of Small, Minority & Women Business
Affairs MBE Form 3 Web Portal

Welcome to the Governor's Office of Small, Minority & Women Business Affairs MBE Form3 payment Web portal.

> View All Data

Al Mo ™ antroe

. Now that you are logged in, you can use the Agency link in the main menu as the next step. From there you can enter in your working
ReF‘ortmg data, or you can select from the submenus to the left.

rime Payments by MBE

> P
? Sub Payments by MBE
» Contract Compliance

Submitted Data Click IMPORT CONTRACTS

> View All Data

Contact Us | Privacy | Accessibility

100 Community Place
Crownsville, MD 21032

GOSBA Helpdesk: 410-697-9605

Governor’s Office of Small, Minority & Women Business Affairs
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Form 3 Portal — Importing Completed Template (2 of 2)

. GOVERNOR'S OFFICE OF SMALL, MINORITY & WOMEN BUSINESS ARSolgs

Form 3 Payment Portal

Maryland Once a file has been selected and

completely uploaded, click on the
“Import Excel” button. A “wait”
Import Files icon will display while the file is

| o being processed. If everything goes

Currently, only Excel files are accepted. Basic File specifications a . .
More detailed instructions including MBE Designations and error h We”, you will be greeted with the

« The Excel file should have two Sheets: One named Primes fol |Owing message. |f instead you

« Each Prime Contract should have a unique 1D Number. It cg ) ) .

« Subcontractors are linked to their primes by the Prime IDC4  Fecelve errors, r'ESOlVe them Wlthln n all the

Prime ID columns with the value of the ID from the Prime C¢

» Columns for Primes in Order: ID, Name, EFIN, MBE, MDOT| the EXCG| ﬁle, then try importing thewents
CTD, MBE Goal, Description Excel ﬁle again

« Optional Columns for Primes are: EFIN and Description.
« Columns for Subcontractors in Order: Prime |D, Name, MD(

. ired. Data was Validated & | rted S fullly.
e Lo e e s s B Select the Agency/Department
AgencyName: | AGING 3 (-H) 1 | from the dropdown list (if not
2 Select a File To Upload ‘ Import Excel ‘ already SeleCted)'

Click on the “Select a File To Upload” button. A
dialog box will pop up for you to select which
Excel file you want to upload. Only one file can Governor’s Office of Small, Minority & Women Business Affairs

be uploaded BRI For Internal Training Purposes Only 37



Form 3 Portal — Resolving Import Errors (1 of 3)

* Errors and Resolutions

* There are common errors that arise when importing the Form 3 Data
Template.

* Each error will attempt to list which Excel sheet the error occurred in, and the
Unique Identifier used to identify which row.

* Also included should be the Column Name (if applicable) to identify the
column.

* Each Error will be listed as a bulleted list item in red text.

* Don’t worry, if you encounter errors, no data in the system will be overwritten
until all the errors are fixed.

Governor’s Office of Small, Minority & Women Business Affairs

For Internal Training Purposes Only 38



Form 3 Portal — Resolving Import Errors (2 of 3)

* Errors and Resolutions (cont.)
Duplicate Primes

[ - |1 —_ - ™ &1 - = A T T - + I S Y - - = - P —_—re - - TS B P ™ Eg=a - oy e b o e g e e . =
- 11 |,||r;. & Prime Contracts wi | | o CaAme ound |—;.r| oW I | & Primes sheet needs to he
e Nl LR L lm ! B L LA L SRIL o - lm fat’ R it e il L L o - e B e K toi i Bt L i

e S

N - T o b5 N | TR T -
unigue): TestDuplicatePrime

The above error message results from the Prime contractor sheet having two prime contractors with the
same ID string. Each ID string in the Primes sheet must be unique. To fix you can rename the ID or

completely remove one of the rows (if a duplicate). Don’t forget to update any subcontractors that
should be associated with the prime as well.

Missing Primes

» Subcontractors that have no matching ID in the Primes sheet were found: TestMissingSub

You will see the above error when a Prime ID string for a subcontractor does not match an ID string on
the Primes sheet. Each subcontractor must have a matched ID. If not, the subcontractor is orphaned
and cannot be attached. To fix this error you will need to either add the missing Prime contract row,

update the Prime ID# string to either match one that is on the Prime sheet or remove the Excel row.
Governor’s Office of Small, Minority & Women Business Affairs
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Form 3 Portal — Resolving Import Errors (3 of 3)

* Errors and Resolutions (cont.)
Invalid MBE Designation

T T T T T (PURE SrSe— - —_ i Y i M- eI I - 3~ 14 ST N — i =~ - e - HP—
« For Prime Contract# InvalidMBE, the MBE Designation didn't match an MBE from the lis
L UL |l L valldivioDe, e IVIDE Lol iilalil uPudr L allll = YD T LTS 1kl

b=

(Entered Type is: Unlisted Designation)
) d

The above error means that one of the MBE Designations was invalid (Does not match what is in the system). The
error will state whether it was a Prime or subcontractor, and the relevant ID string to help you find the
mismatched row. Also displayed in the parenthesis is the invalid MBE type that needs to be changed. Then you
can change the MBE Designation string to one that matches. For a list of MBE Types, refer to the earlier section
on MBE Designations. MDOT MBE Categories should be converted over automatically.

Invalid MDOT Cert#

« For Subcontract# InvalidCert, the MDOT Cert# is invalid. (Cert# is: 92-11)
The above error means that one of the MDOT Certification numbers was invalid. The format should be either a
plain zero or blank for Non-Minorities, or be in the format of two digits, a hyphen, followed by three more digits.
To fix the error, you need to determine if your Cert # has too many or two few digits, or if the hyphen is located in
the wrong place. If the hyphen is in the wrong place, just move it to after the first two digits. If you are missing or
have any extra digits, you will need to replace or remove them as needed to match the correct certification
number for the contractor.

Governor’s Office of Small, Minority & Women Business Affairs
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Form 3 Portal — Import Method (2 of 2)

* Errors and Resolutions (cont.)

Missing Data
« For Prime Contract# MissingDataPrime, the Contractor Name is missing. It is a required field.
» For Prime Contract# MissingDataPrime, the MBE Designation is missing. it is a reguired field.
« For Prime Contract# MissingDataPrime, the MDOT Cert# is missing. It is a required field.
« For Prime Contract# MissingDataPrime, the Contract# is missing. it is a required field.
» For Prime Contract# MissingDataPrime, the Start date is missing a Date. it is a required field.
« For Prime Contract# MissingDataPrime, the End date is missing a Date, it is a required field.
« For Prime Contract# MissingDataPrime, the Award Amount is missing an amount, it is a
required field.
« For Prime Contract# MissingDataPrime, the Payments FY amount is missing an amount, it is
a required field.
« For Prime Contract# MissingDataPrime, the Payments CTD amount is missing an amount, it
is a required field.
« For Prime Contract# MissingDataPrime, the MBE Goal % is missing. it is a required figld.
* The above (Or a subset ot) will appear whenever a required column has missing data (a blank cell). The error message will hold
whether it was a Prime or subcontractor, the relevant ID string, and the column that is missing the data. Just add or fix the
corresPonding data column. For contracts that may not have some of the data. vou can fill in default data. See the section ahove

for detault data for missing data (Ex. A P-Card might not have an end date). OR IT MIGHT JUST BE A BLANK LINE THAT IS INCLUDED
IN YOUR DATA.

Governor’s Office of Small, Minority & Women Business Affairs
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Review and
Submission
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Form 3 Portal — Reviewing Data

. GOVERNOR'S OFFICE OF SMALL, MINORITY & WOMEN BUSINESS A

Maryland Form 3 Payment Portal

Working Data Governor's Office of Si
3 View All Data Affairs MBE Form 3 We

2> Add New Contract

Welcome to the Governor's Office of Small, Mino

Now that you are logged in, you can use the Age
data, or you can select from the submenus to the

2 Prime Payments by MBE
2 Sub Payments by MBE
Contract Compliance

Submitted Data @
> View All Data

eeeeeesssmmmm  Click any of the three
reports under

“Reporting” to export
the data.

.& GOVERNOR'S OFFICE OF SMALL, MINORITY & WOMEN BUSINESS AFFAIRS

Form 3 Payment Portal . :
Maryland y Click the excel icon

e and save your file

_ o - to submit with
Working Data Payment Verification of Minority Contracts .
Total Prime Contractor Actual Payments by MBE your ﬁ na| report.

> View All Data .

> Add New Contract Agency Name: ‘ AGING

» Import Contracts 2

- Data Set: ‘ Working v

Reporting

2 Prime Payments by MBE ) «
> Sub Payments by MBE MBE Classification Number of Records Total Amounts Paid

> Contract Compliance

African American 8 $3,269.00
Submitted Data Women 1 $725.00
Grand Total - All Actual Payments 9 $3,994.00

> View All Data

Governor’s Office of Small, Minority & Women Business Affairs
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Form 3 Portal — Submitting Data (1 of 3)

Maryland.gov Phone Directory State Agencies Online Services

“4 GOVERNOR'S OFFICE OF SMALL, MINORITY & WOMEN BUSINESS AFFAIRS, 1 CI. k A GEN CY Icome AGING.
Maryland Form 3 Payment Portal .Clic

HOME AGENCY

Working Data Agency Dashboard

§ VN Working Data: Submitted Data:
2 Add New Contract

2 Import Contracts » Add New Contract Data » View Submitted Data

- « View All Working Data
Reporting « Jmoor Data

« Submit Data
> Prime Payments by MBE ( )

> Sub Payments by MBE Reports:

> Contract Compliance

« Prime Contract o Q

S—— el 2.Click Submit Data
« Contract Comp

> View All Data

For Internal Training Purposes Only 44
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Form 3 Portal — Submitting Data (2 of 3)

.‘* GOVERNOR'S OFFICE OF SMALL, MINORITY & WOMEN BUSINESS AFFAIRS Welcome AGING.

Maryland Form 3 Payment Portal

Working Data Submit Working Data

> View All Data
> Add New Contract
> Import Contracts

This will finalize this year's data and submit it. Any submitted data will be overwritten.

Agency Name: | AGING vJ

Reporting _
” @Year: | 2022 |
1.Choose the FY thatis Data submitted for Fiscal Year 2022
being submitted and @

Click to Submit Data.

> View All Data

2. You will get this kind of
confirmation message once
your data is submitted!

45
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Form 3 Portal — Submitting Data (3 of 3)

* Submitting the data makes it final. If there are issues after data has been

submitted, please contact Governor's Office of Small, Minority & Women
Business Affairs, 410-697-9605.

Governor’s Office of Small, Minority & Women Business Affairs
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-orm 3 Best
Practices




AN ..

Preparing backup data (1 of 2)
* Ensuring that you have the proper backup data for your Payment totals.

* Procurement units should not report any MBE data (prime or
subcontract dollars) in their MBE reports that is not adequately
supported by auditable contract documentation

* Scrubbing payment reports in an organized/legible manner.
* What needs to be scrubbed:
* Negative numbers
* Any data that does not pertain to the current FY
* Cross checking with GAD list to ensure excluded items are removed

For Internal Training Purposes Only 48
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Preparing backup data (2 of 2)

* Agencies should include a tab that contains solely the final scrubbed data

of each report.
* When possible, agencies should consider including a tab with the

“Summary Of Scrubbed Data” based on the final scrubbed data
worksheets into one tab.

WMo

I " T L R L |
L

 T17 Scrubbed 717 Raw 718 Scrubbed 718 Raw 719 Scrubbed ... |

» Summary of Scrubbed Data Raw 717

Ready [m T Accessibility: Investigate
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Best Practices

* DGS Delegated vs. Non-delegated contracts.

DGS Procurements Form #1 & 2 - Awards FORM #3 - Payments
DGS Agency/Department | Agency/Department Agency/Department
Specific Reports Reports
DGS Non-delegated DGS Reports Agency/Department

Reports

For Internal Training Purposes Only 50



Common Errors

and Omissions
(1 of 3)
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Common Errors and Omissions (2 of 3)

* Using the incorrect template for the FY

* Marking up, highlighting, or changing format of
original template

* Including negative numbers in your report

* Agencies should calculate the actual reportable
total instead of reporting the original
transaction and the chargeback. (ex. If your
agency originally spent S50 and received a

refund of -S10 you would only report $40.) \ :
* Incorrect designations

* Make sure to match the designations spelling
with the designation list in manual.




Ajup sasoding Suiuied] [eutaiu] J04

Common Errors and Omissions (3 of 3)

* Not utilizing the default data given within the
manual.

* Ex. One-time payments like Credit Card (CC) or
Direct Vouchers (DV), you must use the default
data which would be the FY date (ex. FY22
would use 7/1/2021-6/30/2022)

* Not deleting old data when using the Manual data
entry method.




If you have any questions, after
today’s training please contact your
designated MBE Compliance Manager.

Compliance Managers:
Nichelle Johnson

<

(410) 697-9605
(667) 232-1369

Karen Reyes

(410) 697-9608

-
Maryland

Gos'ffloo)fgf_g":(‘)g‘be" GOVERNOR'S OFFICE
OF SMALL, MINORITY & WOMEN
BUSINESS AFFAIRS
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