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Elation Systems Help

Elation Troubleshooting & Reporting Assistance Contacts

Contact Info

Governor’s Office of Storm Recovery — Onsite Elation Technical Support Team

Elation@StormRecovery.ny.gov

(212) 480-2337

Questions Regarding Registration, Digital Signatures, Reporting Help:

Taylor Miller, Grant Administrator

Taylor.Miller@stormrecovery.ny.gov

(518) 473-0182

Tramone Miles, Grant Administrator

tramone.miles@stormrecovery.ny.gov

(212) 480-3395

Questions Regarding Certified Payrolls:

Achilleas Hoppas, Wage Compliance Unit

Achilleas.Hoppas@stormrecovery.ny.gov

(917) 922-0612


mailto:Elation@StormRecovery.ny.gov
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Initial Set-up

Registration

1) Go to https://www.elationsys.com/elationsys/

2) Inthe top right corner, click Login.

V0 saton sy " T —— P ——— —

€ > C B Detion Systems Inc (W31 hitps://waw.elationsys.com/elationsys,
i ppps 33 WA [l Iwanet | O] Outock [ COSRAccess [ Upstate Docs. [Y) Mudia Clearinghouse @ NYS Componierfuc [ (MIToo! [} Bation

Es Elotion S‘f“*”"“‘ 925-924-0340 Contact Us 0 Registration

solutions

Welcome to Elation, the leading cloud based Davis-Bacon
Labor and Contract compliance reporting and management service solutions.

GET STARTED

Over ten years ago we launched the first cloud-based
Davis-Bacon, labor and contract compliance
management system. Ever since, we have been
striving for ways to improve on the management
processes and streamline reporting for clients in both
the government and private sector. We pride
ourselves on innovative thinking, flexible solutions,
and top-tier customer service—and we're 100%
dedicated to exceeding our clients’ expectations.

3) Click Sign up for free.

ES i Systems

Log in to Elation

Forgot Password ( Sign up for free
Forgot Login Name

Support Hours
Monday - Friday 8:00 am - 5 pm (PST)



https://www.elationsys.com/elationsys/

4) Click Register as a contractor.

ESu
=2 flation Sys’rems 925-924-0340 Contact Us Login Registration
Home Products Solutions Support Events About Us Request Info

@ New Registration

**Elation Systems supports Microsoft IE 10.0 or newer versions and current Firefox and Chrome browsers.

Register as an agency or a project owner Register as a contractor or a subcontractor

5) The next screen to load will be a form to fill out.

Es Elation Syd'ems 925-024-0340 Contact Us Login Registration

Home Prod

Support Events About Us Request Info

®) New Registralion

**Elation Systems supports Microsoft 1E 10.0 or newer versions and current Firefox and Chrome browsers.

Promotion Code

Promotion Code: *
Business Information
Company Name:
Federal ID No: * (Example: 90-0123456)
DUNS No: (Example: 123456789)
Contractor License Number:
Contractor License Tssued By: <-Gelact State-> Ll
Services: © | Mo Services Selected  Select Services
Address1: ®
Address2:
Zip Code: * ( Example: @ 12345 | © 12345-6789 )
City: ® | N/A
State Coder *  N/A
Business Phone: -
Business Fax:

Business Web site address:

dmini: ive Contact Infi

First Nama: *

Last Name: *

Phone: * =

Previous MNext



6) Enter NYGOSR-2018-A in the Promotion Code box.
7) Fillin information as prompted:
a. Business Information: Company Name, Federal ID No., DUNS No.

i DUNS No. — if your organization/firm does not currently have a Dun &
Bradstreet (DUNS) Number, use this link to register for one:
https://www.dandb.com/free-duns-number/

ii. Once you have your DUNS number, you can proceed with your Elation Systems
Registration. You MUST have a DUNS number prior to completing
registration.

b. Inthe Services box, click the blue link that says Select Services.

i.  Search for the service you are providing by using key words, or the NAICS Code.
Select the appropriate services; when finished, click Done.

Select Services ®
@ Number:
Search ;
by * Key Words Naics Code (first digits) construction|
Issued By: <-Select State-> Search Results: Total 411 Record(s) Page 1 of 21
Abutment construction (237310)
Services: * No Services Selected Select Services Acid plant construction (236210)
I — ——
Additicn, alteration and renovaticn (i.e., construction), multifamily building
dd . * (236118)
Address1: Addition, alteration and renovaticn (i.e., construction), residential building
{236118)
Administration building construction (236220) -
Address2:
< || =< || >>|| »| | Gotopage Go
Selected Naics Codes: Total 0 Record(s)
Zip Code: * ( Example: ® 123/
City: *  N/A
R . Done Reset
state Code: =  N/A
y T
ess Phone: * -

c. Fillin the remaining Business Information sections for Address, Zip Code, and Business
Phone.

d. Complete the Administrative Contact Information fields for First Name, Last Name,
Email and Phone.

i NOTE: for these types of projects—particularly construction projects—it is
recommended that the “Administrative Contact” be someone who is familiar
with generating Certified Payroll Reports and wage compliance regulations (e.g.,
Payroll Manager).

8) Click Next at the bottom of the form.


https://www.dandb.com/free-duns-number/

9) A second form will load. Fill in the information for Secondary Contact Information, or check the
box “Same as business information.”

"‘g
=22 lation Sys’rems 925-024-0340 Contact Us Login Registration
Home Products Solutions Support Events About Us Request Info

@ New Registration
**Elation Systems supports Microsoft IE 10.0 or newer versions and current Firefox and Chrome browsers.

Secondary Contact Information | Same as business information

First Name: *
Last Name: *
Address1: =
Address2:
Zip Code: = ( Example: ® 12345 | () 12345-6789 )

City: *  N/A

State Code: = N/A
Login Information *This information will be required when you log into your ES account.
Company Contact Email Address: *
Your Desired Login Name: *
Login Password: *
Confirm Password: *

« Clicking the SUBMIT button will start your registration process with Elation Systems, Inc.

You will receive an email to confirm your registration shortly.

Please read and follow instructions in the emall.

Please check your JUNK MAILBEOX as this email will be coming to you from noReply@elationsystems.com.
Meed Assistance, Click here

(] I have read and understood the service agreement.

Previous Reset

10) Create your login information with your Company Contact Email Address, Desired Login Name,

and your Login Password, which you will need to confirm.
11) Check the box “I have read and understood the service agreement” at the bottom of the form.

12) Click Submit.



13) Check your inbox for an email from noReply@elationsystems.com; this email could end up in

your Spam/Junk folder.

14) Click on the link provided in the email to complete your registration, otherwise your account
will not be activated. (*note: the link in the screenshot below is a sample and is not valid)

e T

Please keep this e-mail for your record.
AERARRAENA RN R AR NA R R AR AR AR RN

to complete your

registration.

Registered For: ABC Construction, Inc.
Registration Number: CR-071204101225-5892 Registration Date: 8/12/2004 Registered By: John Dow

A subsequent account activation email will be sent once we confirmed your information.

AEEARNARRAERARRN R ERNRENENEERA R NN NES
Do not reply to this e-mail. This message was sent to you using an automated system. This e-mail alias is not monitored
for replies. If you need help, please contact us through one of the methods described below.

If you have questions about your registration, contact Elation Systems through the Customer Assistance page at
L i or call Elation Systems Customer Service, Monday through Friday between

B8:00AM and 5:00PM PST at 1-925-924-0340, or email us at support@elationsystems.com.

15) Check your email to confirm receipt of an account activation email.

R e R

Please keep this e-mail for your record.
R TR RS R RS RS R R RS R R R R R

Elation Systems has reviewed your registration.

Registered For: ABC Construction, Inc.
Registration Number: CR-071204101225-5892 Registration Date: 8/12/2004 Registered By: John Dow

Your registration has completed and your account has been activated on 8/13/2004.

LR R R R R R R R R R R R R R b

Do not reply to this e-mail. This message was sent to you using an automated system. This e-mail alias is not monitored for
replies. If you need help, please contact us through one of the methods described below.

If you have questions about your registration, contact Elation Systems through the Customer Assistance page at
I or call Elation Systems Customer Service, Monday through Friday between

8:00AM and 5:30PM PST at 1-925-924-0340, or email us at support@elationsystems.com,

16) To complete the final steps and login to your new Elation account, go to
https://www.elationsys.com/APP/

17) Login by inputting your established Login Name and Password, and click Log in to Elation.

18) A box titled “Usage Terms & Conditions” will pop up. Read the terms and click | Agree, and you
will then be logged in to Elation.


mailto:noReply@elationsystems.com
https://www.elationsys.com/APP/

Company Account Set-up

Set-Up, Assign, and Add Users

1) Login to Elation.
2) Click on Configuration Tab.

3) You screen should default to the User-Related Options sub-tab. If it does not, find this option in
the menu at left. Click +New to add a new user. (As you can see in the example, users will list on

this screen once added.)

ES dion Systems

m Payments Section 3 Reports Documents Configuratiol

Messages
Company Profile N User-Related Options <
& Edit Company Profile Users List
#b Edit Company Licenses Search User Name
@ Push Projects / User Name
Users i GOSR Sample Contractor - LBC Prime
i v Clark Kent
'@ Group-Related Options James Bond

4) A new screen will appear with prompts for the new user information. Complete the info in the
highlighted boxes. Unless the user intends only to utilize Elation Systems via the app on a mobile
phone, leave the ‘Mobile APP Only’ checked ‘No.’

a. NOTE: You select the Login Name and Password for each user; the user can easily

change the password later

User Info Full Name:(First Name Last Name)
Login Name Full Name
Login Password: ‘
User Title ‘ User Phene | -{
Email Address ‘ User Type | Company User
Mobile APPOnly  (yes @ No




5) Select the type of user you wish to set-up:

User Info

Login Name |Test1

Login Password: | ----------

User Title |Samp|e Set-up

Email Address |emai|@emai|address.com

Mabile APP Only Yes ® No

Full Name:(First Name Last Name)

Full Name Test

UserPhone |  (123) 456-7830

| Company User A

Company User
Company Admin

"

a. There are two types of Users:

i. Company User — has access only to areas assigned; cannot set up other users or
assign rights, or create new reports.

ii. Company Admin — has access to everything; can set up other user; can assign

rights; can modify projects

6) Once you have completed all the information, click Save.

7) A green box will appear stating “Saved Successfully.”

8) The pop-up box will turn into an info screen:

Login Name : SampleTest
User Type . Company User

User Info [Edit]
Login Name  SampleTest
UserTitle  Sample Set-up
Email Address  email@emailaddress.com

Mobile APP Only Yes % No

Change Login Password

Full Name  Test

User Phone  (123) 456-78390

User Type  Company User

Full Name:(First Name Last Name)

9) You may now close this box

10) Now click on the Configuration tab again, and select the Assign Users to Projects sub-tab.



Reports Audit SubRecipient Configuration

e User-Related Options < |
Users List Assign Users to Projects

Set By Users Set By Groups Active (7)

N |
User Name O\ Sselected pmject(s) (0) Project Name & Award Date O\
v | =
4 Admin || Project Name

Aaron Zubler GOSR ESS Test Project - Do NOT Modify

P

John Doe

11) Under the Set By Users sub-tab, click on the User’s Name you wish to assign to projects:

GOSR Sample Construction Project

& User-Related Options
Users List Assign Users to Projects
Set By Users Set By Groups Active (7)
FaN
User Name O\ Selected F'roject{s] {0] Project Mame O\ Award Date
v J
4 Admin Pro
Aaron Zubler ¥ List of projectl(s) that selected user(s) do have the access.
P
GOSR ESS Tes Poject - Do NOT Wiy
I Invoice Module G
fyeice Moduls Broup GOSR Sample Censtruction Project
[ Section 3 Group
GOSR Sample Project
[* Not in any group
D ¥ List of project(s) that selected user(s) don’t have the access.
D GOSR Sample Project #2
P
[] Sample Project
D Sample Project 2
D Test project

12) You will be able to check the box next to the projects you wish to assign this User to:

10



User-Related Options <

&

Users List Assign Users to Projects
Set By Users Set By Groups Active (7)
User Name o selected Project(s) (0) Project Name O | Award Date
v .
4 Admin Pro
Aaron Zubler ~ List of project(s) that selected user(s) do have the access.
& John Do ;
ke Test project
[ Invoice Module G
nvoice Module Group Sample Project 2
I Section 3 Group
Sample Project
[ Not in any group
GOSR Sample Project #2
GOSR ESS Test Project - Do NOT Modify
AN
GO5R Sample Construction Project

GOSR Sample Project

* List of project(s) that selected user(s) don’t have the access.

13) After the User is assigned to the appropriate projects you should also assign them to the Group.
To do this, first, click on the Group-Related Options tab in the left hand menu:

ES s e
Payroll Payments Section 3
Messages

Company Profile

& Edit Company Profile
@ Edit Company Licenses
#b Push Projects

Users

User-Related Options
Employees

P Add Employees

& Delete Employees

Reports Documents Configuration
& Group-Related Options <
Add User G
Al | Q\ Search Group {
A Select All Clear All Multi Mode
~
+ Admin
C
v D
N
F
G

14) Select Assign Users to Groups to the far right of the middle menu:

11



Configuration

sup-Related Options %

Add User Groups

‘Group Rights

Assign Users to Groups
4

15) Select the User you wish to assign, and then select “Admin” to assign the User to the Admin
Group. You will see a green check mark appear next to both of your selections, indicating this is

properly assigned.

Payments

-ofile
pany Profile
pany Licenses

acts

ited Options

elated Options

loyees

Section 3

Add User Groups

Reports Documents Configuration
P G .
roup-Related Options <
All Cl_ Search User

N B
tAdmrn)<
C
James Bond [Admin)
v
Clark Kent [Admin)
PN

Gosr Sample Contractor - Lbc Prime

Select All Clear All

+ Admin

*Please note that, for continuity purposes, it would be beneficial to have more than one admin user per
Vendor. This prevents you from losing administrative features if the only person with admin permissions

loses their login info, moves on from the organization, etc.

**If you would like information on setting up custom user groups (ex. Read Only, Invoice Only), please

reach out to the contact list for assistance

Module Access

1) Once you have assigned the User to the desired projects, go back to the User-Related Options
tab and select the Module Access sub-tab:

Audit SubRecipient

Configuration

User-Related Options ) Group-Related Options X

Users List

Assign Users to Projects CEM Access

| OF B ki

12



2) You will see the Users List on the left hand side of the screen. Click on the User you wish to
assign Module Access to (*note that you must ensure that you “match” up the modules with

those that are in the group — [ex. If Payments tab is part of the user group, check it off for
module access on the user as well]):

User-Related Options > Group-Relat
Users List

Al i
Set By Users Set By Groups

A~
S

v B
Multi Mode

+ John Doe (Admin)

3) Once you have clicked on the User, you will see a set of Modules (these look like white boxes) in
the center of the screen:

(ON
Select A Clear &l J Assignead

m + Payroll +f Payments o Section 3 + Reports +f Documents

4) Click on each Module (Payroll, Payments, Section 3, Reports, etc.) you wish to assign to the User,
or click Select All; if you wish to start over in your selection or de-select a previously assigned
user, you can also click Clear All. You will see a green check mark appear next to each of your
selections, indicating the User is assigned.

a. Payroll: This is where all construction activities will take place.
Payments: This is where all professional service activities will take place (ex. A/E Term
Contracts), and where you will find the majority of the HUD compliance forms to
complete and file quarterly.

c. Section 3: This is where all the Section 3 reports are found and filed.
Reports and Documents: At this time, these modules are not actively used.
Configuration: This is where you set up users and assign access — all users have access
to this module by default, but depending on their level of access, their ability to modify
other users might be limited.

5) Repeat these steps for each User you wish to add to your account. If you have multiple Users to
which you wish to assign the same Module Access, you can also choose to go into Multi Mode in
the Set By Users tab), which allows you to choose multiple users and make module changes.

13



Users List Assign Users

Al Q
Set By Users Set By Groups -
Ao Select All || Clear Al
B
Select A Clear All n + Payroll o Payments
+ Lissette Bernal-Cruz (Admin)
D
James Bond [Admin)
E
Clark Kent [Admin)
F
Gosr Sample Contractor - Lbe Prime
G
Add Employees

Note: Adding your current employees in Elation is highly recommended but not required, as entering
their information here will allow some of your quarterly reports to auto-populate. If you choose not to
add current employees, you will have to manually complete those reports each quarter. If you have too
many employees to enter individually, see Step 3 below for alternate options.

There is only one conditional quarterly report for which adding new employees is mandatory; see Section
3 reporting (p.50) for additional details.

1) Go to the Configuration tab.

2) The left side menu contains an Employees submenu. Click on the Add Employees option.

Users

|| User-Related Options

1?_E| Group-Related Cptions

Employees

2 Add Employees v

&y Delete Employees

0 Add employees manually is the default and recommended option. Add an employee by
filling out the information requested in the yellow boxes:

14



Payroll Payments Section 3 Reports Documents Configuration

ety Copy and paste employees

= B GENERAL TNFORMATTON

Assigned Employee ID: |

First Nome: Micale Initial: |
Last Name: Name Suffie: |
5N (Employes I Titte:
35N Samele: ooexe1234
Empk 5
Emnicity: Gender: |
Withhokling Exemption; v Home Phone #:

2 1 EMPLOYEL HOML ADDRESS

Address:

3 Additional Fmployes Info Zip: | City: State:
= ty

Fmall Subserintion

= Fillin information for Assigned Employee ID (put N/A if not applicable), First
Name, Last Name, Middle Initial, Name Suffix, SSN/Employee ID [optional to
include entire SSN#, you may pick a unique random identifier instead if you
wish], and job Title.

=  When you click on Ethnicity a pop-up box will appear with ethnicities to choose
from—note, the first box you click on will be designated their primary ethnicity.
Click OK when finished.

= Select their Gender, Withholding Exemption and Home Phone #.

=  Complete Employee Home Address section.

= The Owner Operator field is only applicable to Trucking and/or Equipment
Owned & Operated Individuals, otherwise leave blank.

=  Complete the Miscellaneous Information and Hiring Source sections.

= The Worker’s Certificate section is only applicable to apprentice employees; if
applicable, fill out and upload the appropriate file.

e The same applies to the last section, Veteran Certificate
= Click Submit.

3) There are two other tabs to add employees, the “Copy and paste employees” tab and the
“Upload Excel File” tab. These options are useful if you have many employees to upload making
manual input difficult. However, they require precise direction and can be difficult to set up
independently. If you feel this would be a better option for your company, please contact
Elation Systems directly to ensure this is done correctly.

15



Project Set-up

This is completed by DASNY & GOSR once the Work Authorization is executed

and loaded into the NYS Contract System. You may view the values and dates of
the contract(s) and subcontracts using the guidance below:

Quick Check for Dates:

1) The Project Team tree is a quick way to see if your subcontractors are set up properly, and is
also viewable from the project home screen.

N
—

In the Payments tab, click on the project name for which you wish to view details. A list of items

will expand alongside the ‘home’ tab of your project, and here you will notice that the Project
Team link appears toward the top of the tab.

Payroll Payments Section 3 Reports Audit Documents: SubRecipient Invoices

Home Projects Add Projects Activity Pattern Messages Retainage Percentage

My Projects

As OA | As Owner

Home

cea Report payment(s) for: | (N

[oN Project Manager: (NN  Lsst Login: 3/23/2017 12:00:00 AM  Resident Enginesr: Not Set

R project Team (I

.|
S . | B oinccring D.F.C. (Prime Contractor)
.|

Edit Project

Assign Subcontractors

Activity Started: 01/08M16 Total Payments Received:

Most Recent Activity: 10/25/16 Total Payments Made:

Incoming Payments

3) Click on the Project Team link in the home tab, and wait for the tree to expand.

Home

Report payment(s) for: | (NN R
roject Manager: (NI  =ct Login: 3/23/2017 12:00:00 AM  Resident Engine
11 Project Team (I

E' B Figincering D.P.C. —-CM/FC
Prime Contract: 121.2.AE ($120,000.00) , 121.2.AF.1 (209,858.00)

f .
-~ & . cicaning co i 1
subContract: (N C |- ning (532.935.00)

P
a- Land Surveyor PC --Tier 1 (MBE)
subContract: ([} Land Surveyor, P.C. ($40,500.00)

16



4) The link will expand to list each sub-contractor on this project. You will see the M/WBE status of
each sub-contractor, as well as the contract amount and any changes to the contract amount, in
the form of change orders.

5) Click on the blue hyperlink of the subcontract you wish to view. Outside of the editing panel, this
will not yield editable results. A pop-up box will show all the contract details in a quick-view
format. In addition to project and vendor details, you will see:

0 The Award Date,
O The Start and End Dates,
0 And the Dollar Value of the contract.

SubContract Summary

Parent: (IR Engineering D.P.C.
subContractor: (I C |- aning Co

Sub Contract 1D: (N < aning Sub Contract Mame: Storm System CCTV

Inspection
Reference Contract ID: 121.2.AE <-\" warding Date: 01/24/2016 >

Start Date: 02/25/2016 End Date: 06/30/2016
Dollar value: $32,935.00

Services Required: 562998--Storm basin cleanout services

L L L L et |

17



Compliance Reporting

Each quarter, Term Vendors/Contractors are required to complete their reports to stay compliant with
the CDBG program. Reports must be filed in Elation within in 5 calendar days of the close of the
quarter. Failure to complete the reports in a timely fashion may hold up payment requests.

Contractor compliance forms are found in three locations:
Payments Tab, Payroll Tab and Section 3 Tab

Digital Signature Set-Up:

This is the first step in being able to complete your compliance reporting. Once you have registered for
your Elation Systems Account and completed the activation process, you will need to request a digital
signature. Digital signatures are exclusive to the user requesting them and are not capable of being
shared across accounts.

1) Click on the Configuration Tab.

Payroll Payments Section 3 Reports Audit SubRecipient Configuration

2) You should automatically be directed to the User-Related Options sub-tab, where you will see a
list of Users assigned to this account (if not automatically directed here, select User-Related
Options under the Users menu on the left side of the screen).

Payroll Payments Section 3 Reports Aud
Messages

Company Profile A User-Re
A Edit Company Profile

b Edit Company Licenses () New

Users

¥ Group-Related Options

3) The Request Digital Signing column located at the right side of the screen contains a link
showing the status of your digital signature. Click on “Request New” to request a new signature:

v " " ] rayc 1 wi oL Sy s L

Authorization Letter Digital Signing Request Digital Signing

User Mo Not Installed

]

18



4) A pop-up box titled “Authorize Electronic Signature” will appear with instructions on how to
obtain your digital signature.

0 Print the letter in the pop-up box on official letterhead (you may also copy and paste the
letter onto official letterhead).

0 Complete the form as directed and sign the form.

0 Fax or Email completed form to Elation Systems at 925-924-0387 or
support@elationsystems.com

= Please be sure to copy your GOSR Grant Administrator on your email to Elation
Systems so that he/she can ensure prompt response from Elation
0 It takes about 48 hours to get an email response from Elation Systems containing the
link to download and install your digital signature.
= |fyou do not get the digital signature email from Elation Systems within 48
hours, please alert your GOSR Grant Administrator so that he/she can escalate
the situation

Ie
Authorize electronic signature

Lo
Instructions for submitting your Notarized Digital Signature Letter A
1. Print the letter (below the dotted line) on your company letternead. Mo substitution of this letter will be accepted.
2. The letter must be notarized and signed. (Important: This document MUST be printed on company letterhead, notarized and signed before a digital
signature certificate can be issued. )
3. Fax the letter and notarization to 925-924-0387, or e-mail a PDF file of your letter and notarization to: Support@elztionsystems.com.
4, Allow up to 48 business hours to process your digital signature certificate. Notification of your digital signature activation and install instructions will be
conveyad to you via email.
5. Certificates expire ong year from the date of issue.
6.Your company will be provided two digital sianatures free of cost; additional digital signatures certificates are available at a cost.

Elation Systems Customer Support Fax (925) 924-0387 Support@elstionsystems.com

Section A (Note: If you are an officer of the compan u may proceed directly to Section B

Date:
Dear Sir:

(Officer, principal or owner) {Company name)
Therebyauthorize — tosignand certify compliance documents within Elation

(Name of authorized signer)
Systems such as certified payroll reports based upon government regulations on behalf of

(Company name)

Regards,
Signature:

Full Name:

Saction B {Note: Section A neads to ha comnleted if the nerson in this section is not an officer of the resnactive comnanv

5) “Requested” will appear in the line item for the requested user under the Request Digital
Signing column.

S5N Access Module Access

4k R Page 1 ofl Displaying 1 to 2 of 2

Authorization Letter Digital Signing Request Digital Signing
Yes Valid [ssued
No Not Installed Requested
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After approximately 48 hours you should receive an email notification that your digital signature

certificate is available for installation. Before installation, please see the following notes:

(0]

It is best to install your digital signature on the PC you normally use, rather than a
shared computer; it is recommended that you wait to continue set up if you are not at
your own PC. Digital signatures are stored locally, on the individual machine, and will not
work if the person attempting to digitally sign is using a different computer. To digitally
sign, you must be logged into the computer on which you installed your signature.

Elation will only allow you to digitally sign your compliance reports using the browser
with which you installed your digital signature.

When setting up a digital signature or attempting to digitally sign a report, please note
that it is best to use either:

i
Internet Explorer E or Google Chrome E

DO NOT use Firefox , as Elation is not compatible with this browser.

2) When ready, follow the instructions in the installation email:

From: support@elationsystems.com [mailto:support@elationsystems.com’
Sent: Wednesday, March 23, 2016 9:56 AM

To: End-User

Subject: Digital Signature Certificate — User Account

Dear End-User
Your signature authorization letter has been processed and the digital signature certificate has
been issued to you and is ready for download and installation. Please login into your Elation

Systems account by using your login ID (User Account).

First, setup your SIGNATURE PASSWORD which will be used to protect the usage of your
signature.

1. Click your name in blue color on the upper right corner.
2. Click CHANGE SIGNATURE PASSWORD towards the bottom.
3. Click SAVE after successfully specified the password.

Second, install your digital signature certificate

1. Click on the "Download your certificate here” link and save certificate file to vour desktop
2. Double click on the downloaded certificate file to mnstall 1t.

Please Note: The certificate installation password (case sensitive) will be needed and it is
P3wlQbDA when prompted.

The detailed installation instructions for various browsers are also available in the same screen.

Best regards,
Elation Tech Support

Elation Systems, Inc.

Login to Elation.

Click your name, which appears as a blue hyperlink in the upper right corner:

| Lissette Bernal-Cruz) GOSR Sample Contractor - LBC Prime (46258579)

e Online Support | %212-480-2337 0 Call Back | ® Sign Out
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3) The “My Account” pop up box will appear. Click on the box that says “Change
Signature Password” and enter the new password. Click Save before moving
forward.

[ X

%)

My Account

Lissette Bernal-Cruz

Login Name . GOSR Sample Contractor - LBC Prime
User Type . Company Admin
User Info Full Name:{First Name Last Name)
Login Name  GOSR Sample Contractor- LEC Prime Full Name  Lissette Bernal-Cruz
User Title  Master Admin User Phone «I
Email Address Lissette. Bernal-Cruz@stormrecovery.ny.gov User Type  Company Admin

Change Login Password

— # Change Signature Password

New Password Re-Enter New Password >

Download your certificate hare  (Instruction)

4) When ready, click the underlined red link that says “Download your certificate
here.” You can also click on the blue ‘Instruction’ link for further guidance.

Note: Should you need any assistance at this point or encounter browser issues, click on the blue link next
to this button, “Instruction,” for help.

5) A box will pop up at the bottom of your screen with your download; click to Open
and the Certificate Import Wizard window will pop up.

Cerhcate impeet Wizard L e “Vb% [ cerificate Import Wiz =
et | . | Ik:M —'Er
[t Vi 1o tmpet | ¥ —— t
| Welcome to the Certificate Import o A =
Spmaty the fae you weant 1 mpet, T e . d
Wizard
L | T wisaed bk s oy o Bhcnles, certAcate unt
’_a_, b, vl certAcane revocaben ks Som your dek i o Fie name: . Time the password for the private key
. cersfaate store. [T e E Erowse... Passward:
A ceraicabe, which i issued by & cersfaation sutharty, i | 1
:;:':"““";ﬁ:';:':*"‘“‘“‘:;’:" | Hale: Mere o e erviificate tm be stored 0 sgde e i e folwr Formalss
ok ‘Wul'ﬂﬂm“’!mnﬂ"ﬂ’ﬂm Personal Information Exchange- P05 =13 (#FY, P13 o H
carsBcates e eap! | streng v g v -
i L | Crypiograntic Message Syntax Standard: FHCS 7 Cernfostes (#70) i Prvplc by ¥ umed by v doplcation f you bl e spen. 3
TR SaAStec o R Thace (ET) | Mark this ey s exportable. This wil slow ou tn back up or transport your A
| [
e
| a | include all extended propertes.
bz
Leam more about cerifisate s formats I
s
|
e — — - \u
e > Concel wpesx|[_renz | [ cone sous |l teets Sance
= | — —_| 3

6) Click Next: it will auto-populate the signature file’s saved location.
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7) Make sure the “Include all extended properties” box is checked, and type in the
Password that was provided in your Digital Signature Certification email. Then click
Next.

8) Check “Automatically select the certificate store based on the type of certificate,”
and then click Next.

Certdsats Import Wizerd B | cerScate bt Waard JESR | security Warming
e s —— —= | mx|
| Cortiotefbers ! i Completing the Certificate Import
Covtiicate eiorms e grsiem Mean shere rificales e keol. Wizard You are shout ta install a centificate from & centification authority (CA)
| N p———.
== T cor it will b vt e yous chck P
ario. can mutomatialy sslect & cerBficale store, o you can ipecify A lcation fir s .ﬁ.l FLATION SYSTEMS INC
the certheate. == s have specied the fodewng setngs: | . .
8 eanaly sy Vo ceriicats wire B o B type of cvulenns] e Windiws canna o ELATION
SR G prsery iy SYSTEMS INC™. g ELATION
colotbatanthefbowasers ||| |Conhen | . : :
it S A T SYSTERE B s process:
| Thumnbprint (shal ) 4AATDANG IF426FDA BDIEIDG FRDOTFSC 19TFGE334
l Waming:
¥ you install this roct centificate, Windows will sutomstically trust any
certificate iswed by this CA Installing a certificate with an unconfirmed
| il thumbpnnt i & secunty k. ¥ you chek "Yes™ you scknoafedge thes
1 risk.
Learm mare sbout o sfcate stioes 1 Do you want to install thic
|
) o | | (R | T
= e | e <we oo ] [ cned =

9) Click Next, and complete by clicking Finish. You will then be prompted to install the
certificate with a Security Warning. Click Yes, and your certificate will be installed.

10) Re-Installing Your Digital Signature

- Please contact the team for assistance

11) Renewing Your Digital Signature

- Please contact the team for assistance
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PROC-5: Workforce Employment Utilization Report
Submitted quarterly by the Prime Contractor, Term Consultant and
Subcontractors/Subconsultants

1) To complete the Proc-5 report, click on the Payments (Term Consultants) or Payroll
(Construction Projects) tab.

ESn System
Payroll Payments Section 3 Reports Documents Configuration
2) Click on the Project Name on the left side. A list of project-related items will appear alongside
the project’s home tab. From this list, select PROC-5 Workforce Utilization.

a. This report is for all current employees assigned to this project.
b. See guidance on assigning users to projects.

Payroll Payments Section 3 Reports Documents Configuration

Home Activity Pattern Meassages Retainage Percentage
My Projects Home
As Prime | As Sub ca Report payment(s) for: | Town of Sample
Tewn of Sample (o} Project Manager: Julia Roberts  Last Login: 7/119/2
® Town of Sample - Drainage Project - AJE (L xt Project Team (GOSR 1 Sample SubR)
O Assign Subcontractors GOSR Sample Contractor - LEC Prime
O Assign Employes Activity Started: 051816

O Post Payments Most Recent Activity: 03/02117

O Project Specific Document 9 Incoming Payments

O Invoices Issue Date

O PROC-5 Workforce Utilization 05-18-2016 (SC)

O PROC-6 MWEE QTLY Report
® Dutgeing Payments

O ADM-136 Monthly EMPLT Utilization
Issue Date

O ADM-146 Affirmation PMT Report 03-02-2017 (SC)
O ADM-123 Report 02-09-2017 (SC)
O PROC-32 Report Elation Sys

O HUD-2516 Report Activity Started:

© Comments Most Recent Activity:

3) The Proc-5 report panel will appear. You can review past reports from this screen, or click the
Create New Report icon/select from dropdown box to create a new report. *please note that
you need to allow pop-ups for Elation in order for the report screen to open
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Home

Town of Sample - Drainage Project - AJE

11 Project Team (GOSR 1 Sample SubR)

4) A new screen will open, with prompts regarding reporting period and employees, for the
Workforce Employment Utilization Reprot (PROC-5):

Select Reporting Period

Fiscal Year: |2016 ¥ Fiscal Quarter: | 4th Quarler(1/1/2017 - 3/31/2017) v |  Employee Name: Q.

First Name Last Name Job Category Trade Category Import
4 Additional Employee need to be included in this period

James Bond Technicians v
Lori lohn Officials/Administrators v
Sarah Smith Craft Workers d

5) First confirm that you are reporting for the correct time period. Note that the Fiscal Year may
not reflect the current Calendar Year, as demontrated above.

6) If you added employees during your Elation account set-up, those names will appear in the
“employees to be included” section, as shown above, so the report can auto-populate. Ensure
that all of the appropriate employees are selected to the far right of their names, that their job
category is correctly selected, and then click Submit. (See guidance to add employees for this
report. Note that it is recommended, but not required, to add employees.)

7) With three employees entered as an example, the report would show as follows. The report will
auto-populate only the employees you select for inclusion:
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8) With no employees entered, the report will show as follows. The circled sections will always

9)

Contract Mo
CR_Capital Region - Sample

Contractor's Mame:

Contracter's Address:
25 Beaver Street 2nd Floor
NEW TORK, NY 10001

GOSK Sample Contractor - LBC Prime

WORKFORCE EMPLOYMENT UTILIZATION

Reparting Entity: Reporting Paried: Changs
Contractor L 1LM17 March §1, 2017
Subkoriracton

1017 Jane B0, 20 17
Juby 3, 2017 Seplember 10, 2017
October 12017 December 51,20 17
Report inchides:
‘wiork frce 1o be tlized on this contract
CentractarSubtontractars tatal wark force

Eniter the 1688l rumber of employees in eich dassification in each of the LIO-Rob Categories identified

wiark farce by week force by
Tatal Gender Race/Ethnic Ide
FRcion Caegery “\[: wale | Female White Black saispanic Asiam Mative American Dissbled Vetersn
) o i if M) L] M " kg M in M1 1P My L)
Oficials/Administrators 1 1 1 1
Frofesponal
Techrwcians 1 1 1
Sakes Warkers
Cffice/Clencal
Craft Warkers 1
Labaorers
Senvice Workers
Temparary/ Apprantices
Totals 3 1 1 1 1 1
PREPARED BY [Signature}: TELEPHONE NO: DATE:
Sign EMAIL ADDRESS:
MAME AND TITLE OF PREPARER (Print or Typel: Submit complated form ta:
NYS Homes & Community Renewal, Office of Fair Housing & Equal Oppertunity,
641 Lexington Ave, 5T Floor, Mew York, NY 10022, or OFHEO@nysher.org

auto-populate. Please be sure to double check these for accuracy.

Contract No.:
CR_Capital Region - Sample

WORKFORCE EMPLOYMENT
Reporting Entity:

Contracton

TION
Reporting Periad: Change
January 1. 2017

Subcontractor

Apnl 1, 20 17 ~June 30,2017

July 1 2017

Oectober 1, 20 17

March 31 2017

- September 30, 20 17

ember 31, 70 17

Contractar's Name:

GOSR Sample Contractor - LBC Prim
Contractor's Address:

25 Beaver Street 2nd Floor

NEW YORK, NY 10001

cluy
Work ract

Centracter/Subcontracior's total work force

Enter the total number of employees in each classification in each of the EED-Job Categanes identified.

/
/ Werk foree by Waek force by
Gender Race/Ethnic Identification
¥ — ::.c:r Male | Female White Black Higpanic Agian Native American Disabled Veteran
L] ] M) 2] (L] ] M) 2] (L] (1] M) M) " (L] "
Offscrals fAdrmmistrators
Technicians
Sales Workers
Office/Clerical
Craft Workers
Laborers
Serace Warkers
Temperary/ Apprenticis
Tatals
PREPARED BY (Signature): TELEPHONE MO DATE:
Sign EMAIL ADDRESS:
MNAME AND TITLE OF PREPARER (Print or Typal: Submit completed form toc
Y5 Homes & Community Renewal, Office of Falr Heusing & Equal Opportunity,
641 Lexington Ave, 5% Floor, New Yerk, NY 10022, or OFHED@nysher.org

If you haven’t listed your employees in your Elation account set up, you must manually enter the

number of employees in each job category that are working on the respective project:
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Enter the total number of workers for each category;
Enter the number of females/males that comprises the workforce listed in each category;
Enter the race/ethnic identification that comprises the workforce listed in each category;

AW

Enter the number of Disabled and/or Veteran employees that comprises the workforce
listed in each category;
5. The columns will total automatically.

1 2 3 4
B-crirvia 7 ™
Bacu Hipurse atl '-:'.ré'r:.ll' Duseatsbend Weleran
3 g F L i W Fi
1 1 1
/
5 1 1 1

10) Once you have completed the form, hit the Sign button at the bottom to sign it digitally.

SR G Y7 AT TS
Totals 1 1 1
PREPARED BY (Signature): TELEI
Sign > EMAI
MAME AMD TITLE OF PREPARER (Print or Type): Subn
MYS |

11) Upon signing the form, you can either opt to Save as Draft or Submit the form.

New report | | 7 Save as draft | | g Submit

0 If someone in your organization wishes to review the form prior to its submittal, click
Save as Draft.
0 If the form is ready to submit, click on Submit.

12) Once you have saved or submitted your form, you will see it listed with all other PROC-5 reports
on the report panel.
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Payroll Payments Section 3 Reports

Documents Configuration

Home Activity Pattern - M g Retai Percentag
My Projects Home
As Prime | As Sub ca _+ Create New Report  Town of Sample - Drainage Project - AJE
Town of Sample (O}

@ Town of Sample - Drainage Project - AJE (L

o

o

@]

Assign Subcontractors
Assign Employee

Post Payments

Project Specific Document
Invoices

PROC-5 Workforce Utilization

PROC-6 MWBE QTLY Report

1‘ Project Team (GOSR 1 Sample SubR)

GOSR Sample Contractor - LBC Prime (Prime Contractor)
Activity Started:
Total PROC-5 report{s) submitted: 0 l

™~ PROC-5 Reports:

Year 1st Quarter{d/1 - 6/30)

016 - 2017 |, Saved by Lissette Bernal... on 02/09/2017

13) Use the legend at top right of the screen to identify the status of your reports. You can view past

reports by clicking on the status icon beside each.

Dﬁ.llstatus e_'@‘-e"iewed _esSubmitted || FDraft || 4Veid
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PROC-6: MWBE Quarterly Report
This is automatically pulled from B2G; you don’t need to complete the Elation
version.

28



ADM-136: Monthly Employment Utilization Report
Monthly reports submitted quarterly by the Prime Contractor, Term Consultants,
and Subcontractors/Subconsultants

1) To complete the ADM-136 report, click on the Payments (Term Consultants) or Payroll
(Construction Projects) tab.

E£S Holion Systems

Payroll Payments Section 3 Reports Documents Configuration

2) Click on the Project Name on the left side. A list of project-related items will appear alongside
the project’s home tab. From this list, select ADM-136 Monthly EMPLT Utilization.

Payroll Payments Section 3 Reports Documents Configuration

Home Activity Pattern Messages Retainage Percentage
My Projects Home
As Prime | As Sub cla Report payment(s) for: | Town of Sample
Town of Sample (o} Project Manager: Julia Roberts  Last Login: 71912
@ Town of Sample - Drainage Project - AJE (. zl Project Team (GOSR 1 Sample SubR )
O Assign Subcontractors GOSR Sample Contractor - LBC Prime
O Assign Employes Activity Started: 051816

O Post Payments Most Recent Activity: 03/0217

O Project Specific Document ® Incoming Payments
O Invoices Issue Date
O PROC-5 Workforce Utilization 05-18-2016 (SC

O PROC-5 MWEE QTLY Report
® Outgoing Payments

O ADM-136 Monthly EMPLT Utilization
Issue Date

O ADM-146 Affirmation PMT Report 03-02-2017 (SC)
O ADM-123 Report 02-09-2017 (SC
O PROC-3 Report .
a Elation Sys
) LIRS g Activity Started:
Most Recent Activity:

O Comments

3) The ADM-136 report panel will appear. You can review past reports from this screen, or click the
Create New Report icon/select from dropdown to create a new report.

Home

_;I' Create New Report

.‘l Prajast Tasm (MOSR 1 Sannla SokBY

own of Sample - Drainage Project - AJE
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4)

5)

A new screen will open with prompts. Note that this form will be quite similar to the PROC-5,
with the exception that it is completed for each month, but is due quarterly. (E.g., you would

submit all three reports for Quarter 1 together within five days of the close of that quarter. You
must complete an ADM-136 for each month of the quarter, regardless of how many hours were

worked, commencing with the month in which you executed your contract.)

Select Reporting Period

Year: | 2017~ Month: |06 ¥

First Name Last Name

Employee Name:

Job Category

4 Additional Employee need to be included in this period

James Bond
Lori John

Sarah Smith

Technicians
Officials and Managers

Craft Workers (skilled)

Trade Category

)
A

Import

Confirm that you are reporting for the correct month, and then make sure that all appropriate

Elation account set-up, those names will appear in the “employees to be included” section, as

Communpity
Renewal

Project Nama: | T

Comtractor) Fem |
Hame:

ropct - AL

MONTHLY EMPLOYMENT UTILIZATION REPORT
Reporting Period: | fro=.

25 Beaver Street 2nd

6177017

Addras
MW YORK MY

Floor
10001

Ta 6/30/7017

Feders! I0/SE8: | 123456676

Labar Amount: |3

SHARS £

Constructon
Star Datc

Work:

Parcent of
Campiata:

Loestion of

Jow

ny

4126

Job ar Trade Category

TOTAL NUMBER OF EMPLOYEES FOR THI
Black e
Adrian

Amarican

Hispamic ar
Lating

Hative Hawaiian

American ar
Al

5 HEPORTING PERIGD

Matve

-

Offiials and Managpers

o 1 o o o 1 o

o

o

o

Prefessionals

Technicians

Sales

LI —

Cral Werken

Labesers

Service Workers

1 0 1 0 ] o o

o

o

0

Temparsry and Apprentices

¥ Constructon Trade .- List Esch

Grand Totals

213-400-4494

employees are checked off for inclusion in the report. If you added employees during your

selected to the far right of their names, that their job category is correctly selected, and then

auto-populate only the employees you select for inclusion. You can modify this report or
complete manually as needed.

shown above, so the report can auto-populate. Ensure that all of the appropriate employees are

click Submit. (See guidance to add employees for this report. Note that it is recommended, but
not required, to add employees in this way.)

With three employees entered as an example, the report would show as follows. The report will
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7) Enterin the Labor Amount paid to employees assigned to this project for this reporting month,
for the respective hours they worked on this project. The Percent of Job Complete should auto-
populate, but if it does not, that will need to be manually completed as well.

MONTHLY EMPLOYMENT UTILIZATION REPORT

Project Name: Town of Sample - Drainage Project - AJ/E

Reporting Period: | From: 6/1/2017

To: 6/30/2017

Contractor/ Firm | cp Sample Contractor - LBC Prime

25 Beaver Street 2nd Floor
Address:

Name: NEW YORK . NY 10001
Federal ID/SS#: 12-3456676 SHARS #: \L;:atl.cn of NY

W

o
< Labor Am@
S

Construction

Percentof9 4426 %
Start Date: Lomplete:

8) If completing this form manually, enter in the total number of employees for this reporting
period in each column for each respective Job/Trade Category as appropriate. The form will

auto-total all additions:

TOTAL NUMBER OF EMPLOYEES FOR THIS REPORTING PERIOD

Total Number Blac.k oF Hispanic or . ” Na.tive Asian ar |
Job or Trade Category of Employees Afrl:lan Latino Native Hawaiian American cfr Other Pacific
American Alaskan Native Islander
M F M F M F M F M F M F
Officials and Managers 1] 1 1] 0 0 1 (1} 0 (1} 0 (1} (1}
Professionals
Technicians 1 1] 1 1] V] 1] 1] (1] 1] 1] 1] 1]
Sales
Office/Clerical
Craft Workers (1] 0 (1] 0 0 0 0 0 0 0 0 0
Laborers
Service Workers
Temporary and Apprentices
Construction Trade -- List Each
Grand Totals 1 | 1 1 | 1] | V] ‘ 1 | 1] ‘ 1] | 1] ‘ 0 | 1] ‘ 0

9) Once you have completed the form, and have confirmed it is accurate, Click Sign on the bottom
left corner to place your digital signature on the form:

Grand Totals

Company Official's Name: Lissette Bernal-Cruz

Company Official’s Signature: e

10) When ready, click Submit or Save as draft in the upper left hand corner of the screen.

MNew report

2 Save as draft

L Submit
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11) Once you have saved or submitted your form, you will see it listed with all other ADM-136
reports on the report panel. View reports by clicking on the status icon in the Report column.

Home

4 Create New Report  Town of Sample - Drainage Project - A/E
11 Project Team (GOSR 1 Sample SubR)

GOSR Sample Contractor - LBC Prime (Prime Contractor)

Most Recent Activity:

por ibmitted: 0
A, ADM-136 Reports: 1

From To Report

06/01/2017 06./30/2017

12) Use the legend at the top of the screen to identify the status of your reports.

Legend | | & Submitted || . Draft || a Void



ADM-146: Affirmation of Payment Report
This is automatically pulled from B2G; you do not need to complete this in
Elation.

ADM-123: Cumulative Payment Report
This is automatically pulled from B2G; you do not need to complete this in
Elation.
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HUD-2516: Contract and Subcontract Activity Report
Submitted quarterly by Prime Contractors and Term Consultants only.

1) To complete the HUD-2516 report, click on the Payments tab.

ES dlien System

Payroll Payments Section 3 Reports Documents Configuration

2) Click on the Project Name on the left side. A list of project-related items will appear alongside
the project’s home tab. From this list, select HUD-2516 Report.

Payroll Payments Section 3 Reports Documents Configuration
Home - Activity Pattern - Messages - Retainage Percentage
My Projects Home
As Prime | AsSub ca @ Report payment(s) for: | Town of Sample
Town of Sample QL Project Manager: Julia Roberts  Last Login: 711917
@ Town of Sample - Drainage Project - A/E (4 &t Project Team (GOSR 1 Sample SubR)
O Assign Subcontractors GOSR sample Contractor - LBC Prime
O Assign Employee Activity Started: 051816

O Post Payments Most Recent Activity: 030217

O Project Specific Document ¢ Incoming Payments
O Invoices Issue Date
© PROC-5 Workforce Utilization 05-18-2016 (SC)

O PROC-6 MWEBE QTLY Report

® Outgoing Payments
O ADM-136 Monthly EMPLT Utilization
Issue Date
O ADM-146 Affirmation PMT Report 03-02-20

O ADM-123 Report

O PROC-3 Report ||

Elation Sys
sy Activity Started
O Comments Most Recent Activity

3) The HUD-2516 report panel will appear. You can review past reports from this screen, or click
the + New Report icon to create a new report.

Reports home for Projects:

Report Period In Year: | All Years= || Submit ¢

g Mew Report
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4) A pop-up box will appear:

Report Parameter X
Fiscal Year: 2017 «
Fiscal Quarter: 1st Quarter(4/1/2017 - 6/30/2017) -

Include contracts not addition to original contract amount

5) Select the correct reporting quarter, and confirm that you are reporting for the correct Fiscal
Year. Note that the Fiscal Year may not reflect the current Calendar Year.

6) Always check the box marked ‘Include contracts not addition to original contract amount.” If you
do not check this box and you have subcontractors, the report will not populate correctly. Click
confirm.

7) The HUD-2516 Contract and Subcontract Activity form will open. The entire form should auto-
populate, but be sure to double check this information for accuracy before submitting. The grey
fields are editable and can be modified if needed.

Contract and Subcontract Activity 5. Department of Housing and Urban Development

& data neeced and completng and revewing tha salec

be
Pubvacy Act Notice - The Una
Feguiarens

Code of Federal

Tei Type of Trade Codes:
Housing Pubilic Howsing:

8) The report should auto-populate with any new contracts for the reporting period (based on
award date). If you notice any contracts which don’t belong, you will have the option to delete
them at the start of each contract line. If you notice any contracts are missing, you have the
option to manually add them with the +Add Contract button. Keep in mind however that Elation
should already have this information stored, and that this report is for new contracts within the
reporting period only. A form with no contractor information, as shown above, is acceptable if
there were no new contracts this reporting period.
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9) When you’re ready, click on the Submit or Save as draft button in the upper left hand corner.

Status: New Report | | Save as draft | | o Submit

10) Once you have saved or submitted your form, you will see it listed with all other HUD-2516
reports on the report panel. View reports by clicking on the icon in the status column.

Reports home for Projects:

Report Period In Year: | All Years~ || Submit date  From To Search Reset

&8 New Report

Status/ Program Desc Report Period
0 9-Other 2017 1st Quarter (4/1/2017 - 6/30/2017)
2 | 9-Other 2016 4th Quarter (1/1/2017 - 3/31/2017)

11) Use the legend at the top of the screen to identify the status of your reports.

Legend | & Submitted | 7 Draft | 4 Voided
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Section 3 Reporting:

Submitted quarterly by Prime Contractors, Term Consultants and
Subcontractors/Subconsultants with contracts greater than $100,000 only.
Firms with contracts less than $100,000 are not subject to these reports. Please
note that this report concerns hiring activity within the reporting period only.

The Prime Contractor subject to Section 3 reporting would submit one Section 3
Workforce Report and one Section 3 Subcontracting Report per quarter. The
Subcontractor subject to Section 3 reporting would submit only one Section 3
Workforce Report per quarter.

Assigning Employees

Note: As mentioned earlier in this manual, adding your current employees in Elation is recommended but
not required. If you did choose to add employees, you would want to make sure they were properly
assigned to projects prior to completing Section 3 reporting, so the report(s) can auto-populate. Please
note that the Section 3 Workforce Report does not have the capability to be completed manually. If you
hired new employees during the reporting period, these employees must be entered into Elation to be
included in this report.

1) To assign employees, first go to the Section 3 tab.

2) Click on the project name under the As Prime/As Sub tab of the project for which you wish to
complete the Section 3 Workforce Form. A list of project-related items will appear. From this
list, select Assign Employee.

Payroll Payments Section 3 Reports Documents Configuration

Home Section 3 Certificate

Section 3 Vendor Messages

My Section 3 Projects Home

As Prime | As Sub submit Report(s) for: GOSR Sample Construction Project

Project T GOSR 5 le SubR-LBC
O Alliance for Coney Islang - R4-CR-MermaidA... &l reject Team { ampre >4 )

O ESS Test Project
sst Frojec GOSR Sample Contractor - LBC Prime (Prime Contractor)

® GOSR Sample Construction Project Activity Started: 01/01/2015
- Total Section 3 workfoce report(s) submitted: 2
Assign Employee
O Section 3 Business 2™ Section 3 Workforce Reports:

O Section 3 Resident

Ma. From To
O Assign Subcontractors

~ AT LA ImA N N T
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3) The Assigning Employee(s) screen will appear aside your project list. There are two panes to this

Axsigni

screen: Available Employees, and Assigned Employees. For the report to auto-populate

correctly, you will want to make sure that all appropriate available employees are assigned.

ng Fraploywa(s)  Foreman Employpes Senadis)

Tetal 1 Available Emplayers

First Name

4)

Total 2 Assigned Employees Remo

Remove
€
é

Lo

Last Name

Tatal 2 Assiqned Employees.

ame Last Name S5N NA F OGS Effestive Perivd Jub Categories

b ad . Tegheicans

7em . Qffics gngd Clericy

Find the employee you want to assign under the Available Employees section and move that

person over to the Assigned Employees section by clicking on the blue arrow under the Assign

column. You can make that employee available again by clicking on the red arrow, which will

move the employee back to the Available Employees section and effectively unassign the

employee from the project.

Total 1 Available Employees Assign 2

First Name

Lori

Sarah

First Name

James

e All Emp CPR
Last Name
John

Smith

ployees Mot Used In CPR

Last Name 55N

Bond 1234

Legend: J/A = Journeyman or Apprentice  F = Foreman  GF/S = General Foreman or Supervisor

SSN LY F  GF/S Effective Period Job Categories
9876 L) Officials and Managers
6789 O Craft Workers (skilled)

5) You will need to do this for each CDBG-DR project on which you are working.

38



Section 3 Workforce Reports

1) If you are a Prime or Subcontractor with a contract over $100,000, you will need to complete
this quarterly report. To complete the Section 3 Workforce Report, go to the Section 3 Tab.

2) Click on the name of the project for which you wish to complete the Section 3 Workforce
Report. The home tab of this page will display either the name and completed reports of the
Prime and all Subcontractors, if the viewing firm is a Prime, or simply the Subcontractor name
and reports, if the viewing firm is a Subcontractor. In this example, the viewing firm is a Prime.

My Section 3 Projects Home
As Prime | As Sub

R Project Team (GOSR 1 Sample SubR)
® GOSR Sample Construction Project & Proj ; = :
@ Town of Sample - Drainage Project - A/E

O Assign Employee 07/01/2016

rkfoce repori(s) submitted: 0

O Section 3 Business
O Section 3 Resident 2™\ Section 3 Workforce Reports:

O Assign Subcontractors
Ho. From

1 10/01/2016

™\ Subcontracting Reports:

Ho. From

i 07/01/2016

Elation Sys

1'1_!'3 Submit Reportis) for: | Town of Sample - Drainage Project - A/E

GOSR Sample Contractor - LBC Prime (Prime Contractor) 4

To

12/31/2016

To

09/30/2016

. 09/30/2016

Report

Report

3) Click on Submit Report(s), and select Workforce Report from the dropdown list.

Home

[7# Submit Report(s) for: Town

Workforce Report:

Subcontracting Report

4) A new screen will open, with prompts regarding reporting period and employees. Note that this
will also be the Fiscal Year and Quarter, and not the Calendar Year and Quarter. After selecting
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the date range and including any necessary employees for inclusion in the report, click Submit.

In this example, no new employees were hired, and none pre-populated for inclusion.

! Select Reparting Periad

! Fiscal Year: | 2016 ¥ | Fiscal Quarter:

#ih Quarten 1/ 72017 - 2

First Name Last Name Job

M20T) T Empleryer Mame:

Categary Trade Category Impaort

[ Submit

5) The Section 3 New Hire Report will open. Section A will auto-fill with the applicable company

information; please review to ensure accuracy.

SECTION A

SECTION 3 NEW HIRE REPORT

Project Name:

Town of Sample - Drainage !

Site Address, Bor

ough Contract Number:
CR_Capital Region - sa

Sponsor Name
GOSR 1 Sample SubR

Prime Contractor

Name: Report Period (mm-yyyy)

GOSR Sample Contractor - LI|01-2017 te 03-2017

Firm completing this Form: GOSR sample

contractor |P9@M cppg-state Administered

Address: 55 peaver Street 2nd Floox

Contact Person: 13 ssette Bernal-Cruz

City/State’ ypw YORK, NY

Contract Description” pp oj neering consulting se:

7P 10001

Contract Amount § g5 g
.

Person Completing This Form
Lissette Bernal-Cr

Telephone Number:
212-480-4494

FAX Number: Email Address:

Lissette.Bernal-Cn

Check Report Period and insert Year | Change

Jan-Mar Apr-Jun ‘ Jul-Sept | Oct-Dec ‘ Year 2017
SECTION B
N £ New Hi Date Hired Cshg‘c_k if List Job Category Code
ame of Rew Hire [MIDIYYYY) IRaaon Job Title andlor Trade (see below)
esident
OAdd
SECTION C
" Total Non- " Total New Hires
Job Category Total Construction Construction Satf Total Section 31 that are Sec. 3
ours Residents Hours
Officials/Administrators 0.00 0.00 0.00 0.00
Professionals 0.00 0.00 0.00 0.00
Technicians 0.00 0.00 0.00 0.00
Sales Workers 0.00 0.00 0.00 0.00
Office/Clerical 0.00 0.00 0.00 0.00
Craft Workers 0.00 0.00 0.00 0.00
Laborers 0.00 0.00 0.00 0.00
Service Workers 0.00 0.00 0.00 0.00
Temporary/Apprentices 0.00 0.00 0.00 0.00

Construction by Trade (List)

6) Add inthe information for any new hires in Section B by clicking on the +Add button. You will be

able to select the relevant new employees from a list, based on the employee information set
up in your account. See previous section on Assigning Employees if you have not already done

SO.
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7) InSection C, enter in the relevant hours worked per job category for each respective new hire. If
there were no new hires for this reporting period, you would check the box indicating that there
were no new hires.

SECTION C

b Catigory "‘“'S:ﬂ"g:;‘“" 1:u..!e?§£::?:§?j~iuu|l T°“|"i;€rﬂ°" 3

Officials/Adminéstrators 0.00 Q.00 Q.00

Professionals 0.00 0.00 0.00 0.00
Tee bicians o.00 0.00 0.00 0.00
Sales Waorkers 0.00 0.o0 Q.00 Q.00
OfficeiClencal 0.00 0.00 .00 0.00
Craft Workirs 0.00 0.00 0.00 o.o00
Laborers 0.00 Q.00 0.00 0.00
Serice Workers 0.00 0.00 0.00 0.00
Ternpoararg Apprentic s 0.00 0.00 0.00 o.00
[# Construction by Trade {List)

E Cther {List)
JOB CATEGORY CODE:

Frolessionals G Gaks 5 Labor L

Technicians T Tragesperson T Caher T

Office or Clerienl oc Zerdee Voo B Crak Werkers (siied W

Tficinls ana Lanagers. o Cipenthars |semiskiten) o

COPY AND ATTACH ADDITIOMAL PAGES AS NEEDED

Check this box If thers ware NO new hires during this period.

| certify that the above are true, plete, and correct to the best of my knowledge and belief.
Signatura:
Title:
Date:
Save as Draft Sign Close

8) Once you have verified the information in Sections A-C, complete the certification statement at
the bottom of the form by clicking Sign, and then, once the document is signed, click Submit.

9) Once you have saved or submitted your form, you will see it listed with all other Section 3
Workforce reports on the report panel. View reports by clicking on the icon in the report
column.

GOSR Sample Contractor - LBC Prime (Prime Contractor) 1
07/01/2016 Most Recent Activity: 09/30/2016

Total 3 workfoce report(s) submitted: 0 Total Subcontracting report{s) submitted: 1

A\ Section 3 Workforce Reports:

Mo From To Report /

1 10/01/2016 12/31/2016 P

A\ Subcontracting Reports:

Mo. From To Report

1 07/01/2016 09/30/2016 =

10) Use the legend at the top of the screen to identify the status of your reports.

| ] All status e,_ﬁ‘-ﬁewed = Hew Submitted jDraft _n‘-foid
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Section 3 Subcontracting Report

1) If you are a Prime with a contract over $100,000, you will need to complete this quarterly

report. Subcontractors are not subject to this report. To complete the Section 3 Subcontracting

Report, go to the Section 3 Tab.

2) Click on the name of the project for which you wish to complete the Section 3 Subcontracting

Report. The home tab of this page will display the name and completed reports of the Prime and

all Subcontractors.

My Section 3 Projects Home
AsPrime | AsSub {é‘j Submit Report(s) for: | Town of Sample - Drainage Project - A/E
sa ! .:\

R Project Team (GOSR 1 Sample SubR)
® GOSR Sample Construction Project & Proj { el )

@ Town of Sample - Drainage Project - A/E

O Assign Employee AC 07/012016

lfoce report(s) submitted: 0

© Section 3 Business
O Section 3 Resident 2™\ Section 3 Workforce Reports:

O Assign Subcontractors
Ho. From

1 10/01/2016

™\ Subcontracting Reports:

Ho. From

i 07/01/2016

yorl(s) submitted: @

GOSR Sample Contractor - LBC Prime (Prime Contractor) b

To

12/31/2016

To

09/30/2016

v 09/30/2016

Repart

Report

Most Recent Activity

3) Click on Submit Report(s), and select Subcontracting Report from the dropdown list.

Home

Submit Report(s) for:

Workforce Report

Subcontracting Report

Town
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4) The Section 3 Project Summary report will open, and the top section will auto-populate with the
applicable firm information. Please verify this info for accuracy.

SECTION 3 PROJECT SUMMARY

Sponsor/Contractor Name:

GOSR Sample Contractor

Program:

CDBG-State Administered

Address: 25 Beaver Street 2nd Floor Contact Person: Lissette Bernal-Cruz
City/Zip: NEW YORK/10001 Contract Description:.  Engineering consulting s
Project: Town of Sample - Drainage Projec|Contractfor TDC] Amount: § O

Person Completing This Form:
Lissette Bernal-Cruz

Email Address:

Lissette.Bernal-Cruz@si

Date:
06/06/2017 |

Check Report Period and insert Year

Jan-Mar Apr-Jun Jul-Sept Oct-Dec & Year: 2016
CHECK Type of Contract
NAME & ADDRESS OF ALL If Sec. 3 (Specify trade, N'SQIE'SF CO-II;JO'ITﬁﬁL_CT
BUSINESSES ON-SITE Cer_tlﬂed1 prof_essuonaf CONTRACTOR AWARD
(&) Business’ service, etc.) (D) (E)
(B) (€)

@Add

Section 3 Business Concemns must have either Form S3-A or S3-B on file with agency.

Check this box if there were NO new subcontracts during this period.

Save as Draft

Submit

Close

5) Check off the report period and type in the year at the bottom of the first section:

Check Report Peried and insert Year

Jan-Mar Apr-Jun

Jul-Sept

Oct-Dec #

Year: 20186

6) Add in the information for any subcontractors in the middle section by clicking +Add. A pop-up

will appear with contracts to add. If the subcontractor is not set up in Elation, they will not
appear for entry into this report.

I CHECK Type ofCoﬁtram I
NAME & ADDRESS OF ALL If Sec. 3 (Specify trade, NJ;I';‘IEJISF CO-II—\IO'ITI?,&CT
BUSINESSES ON-SITE Certified professional CONTRACTOR AWARD

(A) Business® service, etc.) (D) (E)

(B) C
DAdd
Section 3 Business Concemns must have either Form $3-A or $3-B on file with agency.
| ! ! | |
CHECK Type of Contract
NAME & ADDRESS OF ALL If Sec.3 |  (Specify trade, N Ly .
BUSINESSES ON-SITE Certified professional CONTRACTOR AWARD
(A) Business* service, etc.) (D) (E)

(B) (€)

Select Subcontractor

Subcentractor Mame

Submit Canecel

cem§ must have either Form S3-A or S3-B on file with agency.

re were NO new subcontracts during this period.

Save as Draft

Submit Close
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7) If there were no new subcontracts for the reporting period, please check the box stating that
there were no new subcontracts.

[1Check this box if there were NO new subcontracts during this period.

Save as Draft Submit Close

8) Once you have saved or submitted your form, you will see it listed with all other Section 3
Subcontracting reports on the report panel. View reports by clicking on the icon in the report
column.

GOSR Sample Contractor - LBC Prime (Prime Contractor) -1
09/30/2016

07/01/2016

A\ Section 3 Workforce Reports:

Mo. From To Report

1 10/01/2016 12/31/2016

A\ Subcontracting Reports:

Ma. From To Report /

1 07/01/2018 09/30/2016

9) Use the legend at the top of the screen to identify the status of your reports.

All status e_.f_'-.-ﬁevv'ed = MHew Submitted Draft _n'-a‘md

{ — et

**Quarterly Compliance Reporting is Now Complete**
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Section 3 Certification Application

Vendors must complete a Section 3 Certification Application to be verified as a
Section 3 Business in Elation.

1) Click on the Section 3 tab.
2) Click on the Section 3 Certificate tab next to the Home tab on the top left.

3) Inthe middle of the screen, click on the lightened blue link that reads “New Section 3
Certificate.”

ES Hoon Spems l

Payroll Payments Sectlon 3 Reports Documents Configuration

Hume Seution 3 Certificate Section 3 Vendor Messages
My Section 3 Projects Horme
As Sub

Section 3 Certificate(s)

O GUSK ESS Test Prey__. __ 3T Modily
© GOSK Sample Canstuction Project
O Test Project L

O Towt of Sample - Dranage Project - A/E

4) A Section 3 Business Certification form will appear. Check the line(s) of the appropriate box(es),
and then click Upload to attach any required documentation for this certification.

SECTION 3 BUSINESS CERTIFICATION

Name of Business GOSR Sample Contractor-LBC Sub

Address of Business 25 Beaver Street; NEW YORK, NY 10001

Contact Person Lissette Bernal-Cruz Title

Telephone 212-480-4494

The bidder certifies that it is a Section 3 Business Concern based on:

_> Status as a Section 3 resident-owned enterprise (at least 51% owned by Section 3 residents):

= Provide copy of resident lease, evidence of participation in a public assistance program, or signed certification of Secticn 3
resident

= Provide documentation of business ownership, such as copy of articles of incorporation,partnership agreement, list of

owners/stockholders and percentage ownership of each,organization chart with names and titles

L4 Upload

. At least 30% of permanent, full-time employees are currently Section 3 Residents or were Section 3 residents within the past 3
years:

» Provide complete list of all permanent, full-time employees

= Provide list of employees claiming Section 3 status

= Provide documentation of Section 3 status for all applicable employees such as public housing residential lease or signed
certification of Section 3 resident

¢ Upload

I hereby certify that the information provided here is true and correct and understand that any falsification of any
information provided could subject me to disqualification and punishment under the law.

e ———

Authorized Name and Signature Date

5) Click the line over Authorized Name and Signature to digitally sign this form.

6) Click the Submit button at top left. The report will appear as a line item under the
Certificate/Supporting Docs list in the Section 3 Business section under the project name at left.
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DASNY Vendors
Elation Reporting Requirements

Report Name

Description

Reporting
Requirement(s)

Quarterly Report
Date Ranges

PROC-5 To report the actual workforce utilized in the 1" Quarter (04/01 - 06/30)
Workplace performance of the Contract by the specified categories BuETEry 2" Quarter (07/01 - 09/30)
Employment listed including ethnic background, gender, and Federal 3 Quarter (10/01 - 12/31)
Utilization occupational categories. Submitted by all vendors. 4™ Quarter (01/01 - 03/31)
This report covers all hourly workers, including foremen,
ADM-136 supervisors or crew chiefs, journey workers and Quarterly 1t Quarter (01/01 - 03/31)
Monthly apprentices or trainees working on the project, including (Submit Quarterly, 2" Quarter (04/01 - 06/30)
Employment professionals, technicians and office clerical field office Complete 3 Quarter (07/01 - 09/30)
Utilization Report | staff. Submitted by Prime contractors, Term Consultants, Monthly) 4t Quarter (10/01 - 12/31)
and Subcontractors/Subconsultants.
This report is to be completed by project owners for
reporting contract and subcontract activities of $10,000
or more. Section 3 requires that the employment and
other economic opportunities generated by HUD financial
HUD 2516 assistance for housing and community development 1%t Quarter (04/01 - 06/30)
programs shall, to the greatest extent feasible, be nd
Contract and . . 2" Quarter (07/01 - 09/30)
directed toward low- and very low-income persons, Quarterly rd
Subcontract ) - 39 Quarter (10/01 - 12/31)
o particularly those who are recipients of government th
G157 assistance for housing. Recipients using this form to 4" Quarter (01/01 -03/31)
report Section 3 contract data must also use Part | of form
HUD-60002 to report employment and training
opportunities data. Submitted by Prime contractors or
Term Consultants only.
fih dor’ < und " g 15t Quarter (01/01 -03/31)
il 5 oes ot meed to complete secton 3 reports. Supminted | Quarterly | 2 Quarter (04/01.-06/30)
Workforce b . P ports. y 3 Quarter (07/01 - 09/30)
y all appropriate vendors.
4™ Quarter (10/01 -12/31)
If the vendor’s contract is under $100,000, the vendor 1** Quarter (01/01 - 03/31)
Section 3 does not need to complete Section 3 reports. Submitted BuETEry 2" Quarter (04/01 - 06/30)

Subcontracting

by the appropriate Prime contractor or Term
Consultants only.

3 Quarter (07/01 - 09/30)
4™ Quarter (10/01 -12/31)
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Certified Payroll Reports

Payroll File Upload
Submitted by Prime Contractors and their respective subcontractors

Please contact Achilleas Hoppas at Achilleas.Hoppas@stormrecovery.ny.gov or
(917) 922-0612 with any questions.

1) Click on the Payroll tab.

2) Click on the project name at left, and under the Home tab, hover over Submit Report(s) for. You
will have three options: CPR-Manual, CPR-Auto, and No Work Performed.

Payroll Payments Section 3 Reports Documents Configuration

Home Categories Projects Cormrespondence Messages CPR Status

[& My Project(s) c Q

AsPrime | AsSub
sTrime | Assu OSR ESS Test Project - Do NOT Modify (Applicable DB Wage)

I CPR-Manual ent Engine=r: Not Set

O GOSR ESS Test Project - Do NOT Modify M CPR-Auto

le SubR-LBC)

O Assign Subcontractors No Work Performed

GOSR preContractor - LEC Prime
O Assign E ;
'gn Employee Activity Started: Maost Recent Activity:
O Fringe Benefits Statement Total Payroll Reports: 0 Total No Work Performed:
O Submit CPR QF’i-'-;e Benefits *# Apprentice Certificate = Print {9 Messages _i‘_,rihangls'icl“: etion Status
O Project Specific Classifications Filter by Status: All Status MNew Draft Flagged Void Filter by period: All Weeks Top 5 Weeks In month

O Project Specific Documents

O Comments

a. CPR-Auto is a time-saving function if you have the initial time to set it up. This
option will allow you to auto-submit your data by importing information from your
accounting system. To use this function, you will need to report the name of your
Accounting System and Version and upload an original sample file. Once this feature
is set up, you can simply drag and drop your payroll reports into Elation.

b. If you do not have the time to set this up you should instead opt for CPR-Manual.

c. No Work Performed allows you to input a payroll report for when no work was

performed for the pay period.

3) Click on CPR-Manual. A pop-up window titled ‘Manual Submit’ will appear. Complete the
requested information, including subcontract, payroll end date, and number of trades per
employee, and click Submit. (Please note that employees must be assigned to the project to be
populated for this reporting. See guidance on assigning employees, p.50.)
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. Manual Submit O X

i
7 Payroll period type: Weekly
e
| Select the subcontract ‘ work_order (work_order)
1 Payroll Week Ending Date 06/11/2007 |
This is my Last Certified Payroll Report Project Completed
*Select number of trades that each employee worked during this payroll period
1 2 3

James Bond (1224) V]

Lori John (3876) V]

Sarah Smith (6789) V]

4) The Payroll Reporting Form window will open.

[ PAYROLL REPORTING FORM - Goegle Chveame

Ftreet Dnd Fisr, MW TORK, NY 10001

ACT WD ek oder @ Contract IDAN_1Z Cngesgel
ATIC: GAMH 5% Tost Project - D NOT Maodiy New Tork

5) Fillin the appropriate information. If you did not select all the employees initially, click to Add an
employee or to Find Employees at the bottom of the form. Once completed, you can Save as
Draft, Print, or to submit, click Statement of Compliance_Submit.

6) The report will appear as a line item under the home tab of the project, and you can click on the
report icon in the CPR column to view it.
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Home

Submit Report(s) for: = | GOSR ESS Test Project - Do NOT Modify (Applicable DB Wage)
Project Manager: Not Set Resident Engineer: Not Set

%&Project Team (GOSR Sample SubR-LBC)

GOSR Sample Contractor - LBC Prime

Activity Started: Most Recent Activity:
Total Payroll Reports: 0

Total No Work Performed:

0
@ Fringe Benefits % Apprentice Certificate  &aPrint HIM ® Change Completion Status
Filter by Status: All Status Mew Dl'afﬂgged Void Filter by period: All Weeks Top 5 Weeks In month -- Select Contract —
Week'E"ding CPR Submitted Date Action
06/11/2017

Issues

7) See the status bar at top right to identify the status of reports and any issues that might arise
with reports.

Legend: » 4 o / 0o 9 4
Draft  Submitted Accepted Rejected Mo Work Flagged Certificate Reminder

Deduction Alert

8) You can check your email to see if the Subrecipient has accepted or rejected the Certified Payroll
Report.
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Project Specific Classifications

1) Click on the Payroll tab.

2) Click on the project name at left. A list of project-related items will appear. Select Project

3) Two new tabs should appear, Rates and Rate Requests. If the screen does not default to Rate

Specific Classifications.

4) Click on +New Request.

=S o Systems

Requests, choose that tab.

Payroll Payments Section 3 Reports Documents Config
Home Categories Projects Correspondence Messages CPR Status
[& My Project(s) c aQ Rates Rate Requests
As Prime | As Sub Parameters

® GOSR ESS Test Project - Do NOT Modify

Assign Subcontractors

Request Form

%= New Request |

4 Columns =

Request Datt

NO. Request From

Assign Employee

Fringe Benefits Statement

Submit CPR

® Project Specific Classifications

5) A new tab will open, titled New Rate Request Report. Fill in the information for part 13 including
the Location, Construction Trade, Craft Description, and Class Description, and click OK.

Messages

Rates

CPR Status

Rate Requests

New Rate Request Report <

AUTHORIZED FOR LOCAL REPRODUCTION

CHECK APPROPRIATE BOX
SERVICE CONTRACT
CONSTRUGTION CONTRACT

REQUEST FOR AUTHORIZATION OF
ADDITIONAL CLASSIFICATION AND RATE

OMB Number:  9000-0089
Expiration Date: 9/30/2017

PAPERWORK REDUCTION ACT STATEMENT: Public reporting burden for this collection of information is estimated to average 5 hours per response, including the time for
reviewing instructions, searching existing data scurces. gathering and maintaining the data needed. and completing and reviewing the collection of information. Send comments
regarding this burden estimate or any other aspects of this collection of information. including suggestions for reducing this burden, to U.S. General Services Administration
Regulatery Secretariat (MVCB)/IC %000-0089, Office of Governmentwide Acquisition Policy, 1800 F Street, NW, Washington, DC 20405

INSTRUCTION S: THE CONTRACTOR SHALL COMPLETE ITEMS 3 THROUGH 16, KEEP A PENDING COPY, AND SHALL SUBMIT THE REQUEST, IN
QUADRUPLICATE, TO THE CONTRACTING OFFICER

1.70: 2. FROM: (REFORTING OFFICE)
ADMINISTRATOR, Employment Standards Administration
WAGE AND HOUR DIVISION
U.S. DEPARTMENT OF LABOR
WASHINGTON, D.C. 20210

GOSR 1 Sample SubR
25 Beaver Street, 5th Floor , NEW YORK, NY 1

4. DATE OF REQUEST
06/09/2016

3. CONTRACTCR
GOSR sample Contractor - LBC Prime

5. CONTRACT NUMBER 6. DATE BID OPENED (SEALED 7. DATE OF AWARD 8. DATE CONTRACT WORK 9. DATE OFTION EXERCISED (IF
BIDDING) STARTED APPLICABLE) (SERVICE CONTRACT ONLY)
GOSR-2015-1 11/15/2014 12/15/2014 01/01/2015

10. SUBCONTRACTOR (IF ANY)

12. LOGATION (CITY,

13. IN ORDER TO CO

Remove  NUMBER

1. PROJECT AND DESCRIFTION OF WORK (ATTACH ADDITIONAL SHEET IF NEEDED)

name: GOSR 1 Sample Construction Pr Sample GOSR Construction Project

%

Location: | Albany ~

Construction Trade™: (@) Journeyman STABLISH THE FOLLOWING RATES FOR THE

INDICATED CLAS

Craft Description™ paTED: 12/19/2014

©. FRINGE BENEFITS
PAYMENTS

a. LIST IN ORDER: Pf

AND RATIONALE FOF b. WAGE RATE(S)

Class Description”:

Delete (J) Craret: Class: 0.000

0.000

14. SIGNATURE AND TITLE OF SUBCONTRACTCR REFRESENTATIVE 15. SIGNATURE AND TITLE OF PRIME CONTRACTOR REPRESENTATIVE
(IF ANY)
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6) Review the form for completion, and when ready, click Sign.

Zemove  NUMEER: NY140069-MOD-6

| opeec: 12/18/2014

3. LIST IN ORDER: PROPOSED CLASSIFICATION TITLE(S); JOB DESCRIFTION(S); DUTIES; b WAGE RATE(S) | © FRINGE BENEFITS
4ND RATIONALE FOR PROPOSED CLASSIFICATIONS (Service contracts only) SeEETAEE PAYMENTS
+Add (Use reverse orsitach aditonsi shests, if nzcessary
Jelste (J) craft: Class: 0.000 0.000
14. SIGNATURE AND TITLE OF SUBCONTRACTOR REPRESENTATIVE 15. SIGNATURE AND TITLE OF PRIME CONTRACTOR REPRESENTATIVE

(IF ANY)
16. SIGNATURE OF EMPLOYEE OR REPRESENTATIVE TITLE CHECK APPROPRIATE BOX-REFERENCING BLOCK 12,

¥ AGREE DISAGREE

TO BE COMPLETED BY CONTRACTING OFFICER (CHECK AS APPROPRIATE - SEE FAR 22.1019 (SERVICE CONTRACT LABOR STANDARDS) OR FAR

22.406-3 (CONSTRUCTION WAGE RATE REQUIREMENTS))

THE INTERESTED PARTIES AGREE AND THE CONTRACTING OFFICER RECOMMENDS APPROVAL BY THE WAGE AND HOUR DIVISION. A/AILABLE INFORMATION AND RECOMMENDATIONS ARE

ATTACHED
THE INTERESTED PARTIES CAMNOT AGREE ON THE PROPOSED CLASS

IFICATION AND WAGE RATE. A DETERMIMATION OF THE QUESTION BY THE WAGE AND HOUR DIVISION |S THEREFORE
REQUESTED. AVAILABLE INFORMATION AND RECOMMENDATIONS ARE ATTACHED

(Send 3 copies to the Department of Labor)

SIGNATURE OF CONTRACTING OFFICER OR REPRESENTATIVE TITLE AND COMMERCIAL TELEPHONE NUMEER DATE SUEMITED
06/09/2016

SREVIOUS EDITION IS USABLE

Save As Draft Sign Close

STANDARD FORM 1444 (RE
Prescribed by GSA-FAR{48 GFR)

7) Upon signing the form, you can Save as draft for further review, or Submit.
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Payment Reporting

This info is automatically imported from B2G; you do not need to report or
confirm payments in Elation.

**PLEASE DO NOT ALTER ANY PAYMENT INFO IN ELATION**

If you see anything that is missing or needs edits, please reach out to Lynne at DASNY:

Lynne Corina-Chernosky, MBA

Sr. Opportunity Programs Analyst Professional Service Contracts | Opportunity Programs Group
515 Broadway, Albany, NY 12207

518.257.3336 (office)

518.257.3100 (fax)

Ichernos@dasny.org
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