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A Word About the EDGE Program

As its name suggests, the State of Ohio’s EDGE program provides an EDGE to small businesses by Encouraging
Diversity, Growth and Equity in public contracting. EDGE is an assistance program for economically and sociallyj
disadvantaged business enterprises.

The State of Ohio developed the program because it is committed to making all state contracts, services, benefits
and opportunities available without discriminating on the basis of race, color, religion, sex, national origin,
disability, age or ancestry.

The state recognizes the need to encourage, nurture and support the growth of economically and socially
underutilized businesses to foster their development and increase the number of qualified competitors in the
marketplace.

EDGE establishes goals for state agencies, boards and commissions in awarding contracts to certified EDGE
eligible businesses. EDGE applies to procurements of supplies and services, professional services, information
technology services, construction and architectural and engineering services.

All state agencies are required to submit contract information in accordance with O.A.C. 123:2-16-13.
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How to Obtain a Log-on Password

Steps:

1. Send an email to Todd McGonigle (todd.mcgonigle@das.state.oh.us). Include in the email the following
information: first & last name, email address, agency name, person authorizing log-on access.

2. After submitting password request, an email letter will be sent to the email address submitted with the request
within 24 hours. The email will include: sign-on name, password, and links to both the test/training database
and the production database.

3. You are now authorized to enter data into CTS.

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo
.

(Obtain Log-On Password Screen View)

1. Request a “User Name” and “Password” at least 24 hours in
advance of need.

2. “User Name” is always the first and last name.

3. “User Name” is NOT case sensitive.

4. “Password” IS case sensitive.

.
ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

Page 3




How to Log-on to CTSl

(Log-on Screen)

90y Ohid)AS

o Ny, _ Equal Opportunity

Welcome to the CTS Application!

Log In Portal

User Narne:l
Passwnrd:l

" Remember me next time.

Forgot Passwaord? |

Steps

1. Enter assigned user name into the “User Name” field.
2. Enter assigned password into the “Password” field.
3. Click on the “Log In” button.

! QUICK TIPS
: (Log-On Screen View)

1. Before logging-on you must request a user name and
password from the Equal Opportunity Division. Refer to
“How to Obtain a Log-on Password” instructions.

2. Selecting the “Remember me next time” box will input your
information on next log-on.

3. Forgot Password? Click on “Forgot Password?” button. A
pop-up box will appear on the screen. Enter your user name
and select “Submit.” A new password will be sent via email
immediately.
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Automatic Data Upload (Process

(Project Screen View)

@OntraCt @raCklng éyStem Viewing 4 Years Construction Projed

afd Wew Project  Logout Archive YView Project Upload  Contract Upload — Bid Upload User Name: Todd 4 Year McGoni

Agency: Department of Administrative Services (1
Search Listing for which Project Number | @l

--
xem Cust

E__lt 1002001100 Marth High Street Complex Renov. 246 M. High 5t,/35 E. Chestnut 5t 5 00000 452.505,945.07 Act
Cnntrads Project Coluratns, OH
Wlew M 1002007013 Mew Facilifty Support Addiion Ohio Governor's Residence Colambus, DA% DAS - 0 & 00000 476617764 At
Contracts  Project Ohio
e Edit Exterior Window Feplacement Project Dept. of Adwinist ative .
Contracts  Project 1002007054 Services 25 5. Front Street Cohambus, Oh DAS | DAS N ! >000t0 PSLIIRTS Aty
WView Edit Classtootm Sreenhionse and Eitchen HYVAC Renovation Ohio State .
Contracts  Project s School for the Blind Colatrtns, Ohio CLENRRE r ! Sl RS | ey
View Edit Lausche Htg Plant Fenov - Ph 3 Athens Carmpus Ohio University }
Contracts | Fraiect 3002005035 Athens, Ohio OHU  DAS = I 48,275,000.00 Acty
Wlew Edit Porter Hall Addition [& Demoliion of Anderson Hall) Ohio Uraversity :
By | Bl 3n0znoynnd Athens, Ohio OHU DA I~ 1] 5.00000 86,259,899.00 At

23456784910,

QY

R

o

Ry

QY

Note: After logging in the “Project Screen” will be the current view.

QUICK TIPS
(Project Screen View)
(Automatic Process)

1. The “Project Screen” will display all current “Active”
projects; administrated and owned.

2. Current “User Name” will be displayed in the upper right
hand corner of the “Project Screen.”

3. Agency associated with your “User Name” will be displayed
under the “User Name” in the upper right hand corner of the
“Project Screen.”

4. Upload REQUIRES that the upload files be submitted in the
following order: 1. Project File; 2. Contract File; 3. Bid File.

©0000000000000000000000000000000000000000000000000000000000000000000000000000000000000




(Project Upload Screen)

State of Page 5

Contract Tracking System
.|

“Wiew Projects  Logout Project Upload  Contract Upload — Bid Upload User Name: Todd 4 Year McGonigle

I Browse... bt

**% Tf there are errors in the uploaded file, a detailed report will be downloaded to your computer.
Pleasze click on Save so you can keep this report for your records.

Then, fix the errors and re-submit the file.
It takes approximately 4 seconds for every 1000 records. *=¥%¥

Steps:

Click “Project Upload” option at the top of the screen.
“Screen View” will now be the current view.

Click the “Browse” button.

Locate the “Project File” to upload.

After locating the “Project File”, click “Submit.”
“Project File” will begin uploading.

Sk wdE

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

! QUICK TIPS
: (Upload Screen View #1)

1. Upload errors will be placed into a file on the desktop of the
computer. Upload will be cancelled. Click “Save” to retain
report for your records.

2. Fixerrors and upload “Project File” again.

3. File upload will require four seconds for every 1,000 records.

.
ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo
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(Contract Upload Screen)

Contract Tracking System
.|

Wiew Projects  Logout Project Upload  Contract Upload  Bid Upload User Name: Todd 4 Year McGonigle

I Browse. .. bt

errors in the uploaded file, a detailed report will be downloaded to your computer.
Please click on 3ave =0 you can keep this report for your records.

hen, fix the errors and re-submit the file.

*#*% If there are

It takes approximately 4 seconds for every 1000 records. *¥®¥

Steps:

Click “Contract Upload” option at the top of the screen.
Click the “Browse” button.

Locate the “Contract File” to upload.

After locating the “Contract File”, click “Submit.”
“Contract File” will begin uploading.

arONOE

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

! QUICK TIPS
: (Upload Screen View #2)

1. Upload errors will be placed into a file on the desktop of the
computer. Upload will be cancelled. Click “Save” to retain
report for your records.

2. Fixerrors and upload “Contract File” again.

3. File upload will require four seconds for every 1,000 records.

o
ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo
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(Bid Upload Screen)

Contract Tracking System
.. |

View Projects  Logout Project Upload  Confract Upload — Bid Upload User Name: Todd 4 Year McGonigle
I Browse... | Srhrait |
*%% Tf there are errors in the uploaded file, a detailed report will be downloaded to your computer.

Please click on S5ave S0 you can keep this report for your records.
Then, fix the errors and re-submit the file.
It takes approximately 4 seconds for every 1000 records. %%*

Steps:

Click “Bid Upload” option at the top of the screen.
Click the “Browse” button.

Locate the “Bid File” to upload.

After locating the “Bid File”, click “Submit.”
“Bid File” will begin uploading.

arONE

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

! QUICK TIPS
: (Upload Screen View #3)

1. Upload errors will be placed into a file on the desktop of the
computer. Upload will be cancelled. Click “Save” to retain
report for your records.

2. Fixerrors and upload “Bid File” again.

3. File upload will require four seconds for every 1,000 records.

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

Manual Data Input (Process)l

Add a Ne Pages

(Project Screen View)




@()ntra(jt @raCklng %yStem Viewing 4 Years Construction Projects

Add New Project Logout Archive Wiew Project Upload  Confract Upload — Bid Upload User Name: Todd 4 Year McGonigle
Agency: Department of Administrative Services(100)

Search Listing for which Project lJL|mIn-| 35@
Project # Project Name Owmer | Admin Edge Gnal RE“SEd e
Ezempt Cost

Wiew Edit Morth High Street Cowples Renowy. 246 N High 5t /35 E. Chestrart 5t
Comtracts | Project 1002001100 Colubs, OH 5.00000 852,505,945.07 Active

Wiews m 1002007013 MNew Facility Support Addifion Ohio Gowvernor's Residence Columbus, DA DAS r 0 5 00000 §766,177.64 Active
Confracts  Project Ot

Wiew Edit Esterior Window Replacewent Project Dept. of Adwinist ative .
Contracts  Project 1002007054 Services 25 5. Front Sreet Colurabus, Oh DAS | DAS = ! 00000 MOLIIST Actve

Wiew Edit Classtootn Greenhouse and Eitchen HVAC Renowation Ohin State .
Contracts  Project B School for the Blind Coluobs, Ohio O3lE7 | Dl r L S SRS et

Wiew Edit Lausche Htg Plant Renov - Ph 3 Athens Campus Ohio University }
Conracts | Project 3002005096 Athens, Ohio OHT @ DAS = 0 58,275,000.00 Active

Wiew Edit Porter Hall Addifion [& Detwolition of Anderson Hall) Ohio Univer sity .
Comtracts  Project 3002007004 Athens, Ot OHU  DAS I~ 0 5.00000 %6,250,899.00 Active

12345678310

Note: After logging in, the “Project Screen” will be the current view. Selection options for manual input are
“Add New Project”, “View Contracts”, and “Edit Project.”

Steps:

1. Select “Add a New Project.”

QUICK TIPS
(Project Screen View)
Add A New Project

1. If no projects have been entered, “There are currently no
projects on file for you to view at this time.” will be
displayed.

If projects have been entered, you may edit the “Projects”,
“Contracts”, and “Bids” for any project that has a status of
“Active.”

3. Project Screen displays a quick view of the following table
headers: Project #, Project Name, Agency, Waiver, Payments
to Date, Estimated Cost, and Status.

N
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Add a New Project

(Project Enter Screen)

Corrent User: Todd 4 Year McGonigle

Contract Project Information
. Administering Agency: DAS Project COwner: Im vI *
wrackmg
Administering Agency CAS Code: 100 Cwner CAS Code:
%’ V3L . -
= ystem Project Number: * Statas:IAdwe 'l

Project Name:

Bddress:

City

State: Chio

County:l vl

Submit Project Zipcode:

Bid Date:

Projected Completion Date:

Actual End Date:l

Projected Start Date:
Actual Start Date:

Estimated Total Cost:

Original Award Amt: Actual Final Cost: 0.00

T

Prime Payments to Date: Sub Payments to Date: 0.00

% Payments to Date: 0%

Fdge Exempted: (O ves 7 Ho

Original Edge Goal %:

Revised Edge Goal %:I

Edge Payments to Date: 0.00 % Edge Payment to Date: 0%

|

Bl
[ |

Comments:
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Steps:

Add a New Project

2. Enter known data:

Project Owner — Enter the three letter code of the agency that owns the Project. Note: If your
agency is the Administrating Agency and Project Owner, enter your agency’s three letter code. If you
are the Administrating Agency but NOT the owner, enter the three letter code of the agency that owns
the Project.

Project Number — Enter the Administrating Agency’s “Project Number.” This number must be
a unique number. “Project Number” can be a combination of alpha and numeric characters.

Name — Enter name.

Address — Enter the street address. Note: If project has more than one address, use the most common
address associated to the Project.

City — Enter the city. Note: If project has more than one city, use the most common city associated to
the Project.

Zipcode — Enter the Zip code. Note: If project has more than one Zip code, use the most common
Zip code associated to the Project.

County — Enter the county. Note: If project has more than one county, use the most common address
associated to the Project.

Bid Date — Enter bid opening date.

Project Start Date — Enter projected start date.

Project Completion Date — Enter projected completion date.
Actual Start Date — Enter actual start date.

Actual End Date — Enter actual end date.

Estimated Total Cost — Enter estimated cost.

EDGE Exempted — Enter Yes or No. Defaults to “No.”
Original EDGE Goal % — Enter 5%.

Revised EDGE Goal % — Enter new “EDGE Goal” if “Good Faith Effort Wavier” is granted on a
contract.

Comments — Enter any comments. A record of all comments is retained and available for review by

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

! QUICK TIPS
: (Project Screen View)
: Add a New Project

1. All fields with an asterisk are REQUIRED fields.

2. All date fields and dollar fields are preformatted. If data is
entered incorrectly, an error message will be displayed. If
possible, field formatting will attempt to correct the entered
data’s format.

3. “Original Award Amt”, “Actual Final Cost”, “Prime
Payments to Date”, “Sub Payments to Date”, and “EDGE
Payments to Date” fields are populated automatically from
the “Original Award Amt” field from the “Contract Screen”
fields. :

4. If “EDGE Exempted” field is selected, “Original EDGE Goal : pyge11
%” and “EDGE Revise Goal %” fields are locked out. :




Add a New Contract

(Contract Screen View)

State of Chio

QtontraCt @raCklng éyStem Viewing 4 Years Construction Project

add New Project  Logout Archive View Project Upload  Confract Upload  Bid Upload User Name: Todd 4 Year McGonigl
Agency: Department of Administrative Services (100

Search Listing for which Project Mumber | @l

--

Wiew di MNorth High Street Cowmples: Renov. 246 N. High 5t/3% E. Chestroat 5t

|.T1
=

Confracts Fratact 1nnzonting Coluibus, OH | ] 5.00000 4G2,505,945.07 Active
Wiew M 1002007013 MNew Facility Support Addition Chio Governor's Residence Columbus, DAS  DAS r i S 00000 4766,177.64 Activa
Contracts  Project Ohio
Wiew Edit Estterior Window Replacement Project Dept. of Administ ative }
Contracts | Project 1002007054 Services 25 5. Front Street Columbus, Oh DAS | DS = ! 00000 HSLI13.75) Active
Wiew Edit Classtoom Sreenhiouse and Eitchen HYAC Renovation Ohio State .
Contracts  Project B School for the Blind Colutabus, Ohio OFE | DS o U S A BRI | il
Wiew Edit Lasche Htg Plant Renov - Ph 3 Athens Carnpus COhio Uriver sty
Comtracts | Proect 3002005095 Afhens, Oio OHO @ Das - 1] 48,275,000.00 Active
Wiew Edit Paorter Hall Addition (& Demalifion of Anderson Hall) Ohio Uriver sty :
Contradts Prajedt 3002007004 Afhens, Olio OHO  DaAS I 1] 5.00000 46,259,899.00 Active
12345678310,
Contract(s) View for:
Project Number: 1002001100
Project Name: North High Street Complex Renov. 246 N. High 5t./35 E. Chestnut 5t. Columbus, OH Add New Contrac
Contract # Contract Name Waiver Estimated Goal % Revised 2% |Prime/Sub Prime
Cost Name
Wiew Morth High Street Comples: Renov Phase 3246 M. High 5t./35
Bids Edit 100z0011000301 E. Chestrust St Coluribus, OH - 46,011,070.00 5.000000000000000 5.000000000000000

Note: Select “View Contracts”. An additional table is displayed of current “Active” status contracts. Above
the contract table is the “Project Number” and “Project Name” of the contract associated with the project.
Selection options are “Add New Contract”, ‘View Bids”, and “Edit.”

Steps:

1. Select “Add a New Contract.”

QUICK TIPS
(Contract Screen View)
Add a New Contract

1. If no contracts have been entered, “There are currently no

: contracts on file for you to view at this time.” will be
displayed.

: 2. If contacts have been entered, you may edit the “Contracts”,
: and “Bids” for any project that has a status of “Active.”

3. Contract Screen displays a quick view of “Active” contracts
: with the following table headers: Contact #, Contract Name,
Waiver, Payments to Date, Estimated Cost, Status and a “P”
: or “S’ based on if the contract is Prime or Sub awarded.




Q.Eunr,racr,
mracking

% ystem

Cancel

Submit Contract

Steps:

Project Information

Administering Agency:
Project Owner:

Project Humber: 1

Project Name: __

(Contract Enter Screen)

Current

Adminiscering CAS Code:

Project Owner's CAS Code:

Add a New Contract

User:Todd 4 Year McGonigle

Contract Information

Contractor Type:
Iype:
Humber:

Contract Name:

Method

Award Date

Procurement:
COriginal Award Amount:
Actual Final Cost:

% Payments to Date :
Edge Waiwver:

Edge Pavments to Date:

Original Edge Goal 3%:

Comments:

2. Enter known data:

Status:

*
Joint Venture:
Completion Date:
Work Code(s=):
Estimated Total Cost:
Payment=s to Date:

Payment &= of Date:

Edge % Payment to Date:

Bevized Edge Goal %:

=

e Contract Type - Enter if the contract is a Prime of Sub contract.
e Type — Select type of contract.

e Number — Enter the Administrating Agency’s “Contract Number”. This number must be
a unique number. “Contract Number” can be a combination of alpha and numeric characters.

e Name — Enter name.
e Method — Enter Bid method. Note: There are only three options: RFP, Negotiated and Bid.
e Joint Venture — Enter if a Joint Venture. Note: Options are ‘Yes or “No”. This field is selected

IAcﬁve vl

[ =

WW

0.0%

—




if the contract is preformed by a joint venture company.

Award Date — Enter the date contract was awarded.

Completion Date — Enter completion date.

Procurement — Enter category of contract. Note: Defaults to Construction.

Work Code(s) — Enter the work codes assigned.

Original Award Amount — Enter award amount.

Estimated Total Cost — Enter total cost.

Actual Final Cost — Enter final cost.

Payments to Date — Enter payments to date for the contract. Note: This is an accumulative total.
Payments As of Date — Date of last change in Payment to Date.

EDGE Wavier — Enter Yes or No. Defaults to “No.”

EDGE Payments to Date — If EDGE awarded, enter the total payments to date. Note: This is an
accumulative total.

Original EDGE Goal % — Enter new original “EDGE Goal.”

Revised EDGE Goal % — Enter new “EDGE Goal” if “Good Faith Effort Wavier” is granted on a
contract.

Comments — Enter any comments. Records of all comments are retained and available for review by

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

! QUICK TIPS
: (Contract Screen View)
: Add A New Contract

1. Project Information is located at the top of the view. Project
headers displayed are: “Agency”, “Project Number”, and
“Project name.”

All fields with an Asterisk are REQUIRED fields.

3. All date fields and dollar fields are preformatted. If data is
entered incorrectly, an error message will be displayed. If
possible, field formatting will attempt to correct the entered
data’s format.

4. “% Payments to Date” and “EDGE % Payments to Date”
fields are populated automatically.

5. If “EDGE Wavier” field is selected, “Original EDGE Goal
%’ and “Revised EDGE Goal %” fields are locked out.

no
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Add a New Bid

(Bid Screen View)

Contract(s) View for:
Project Number: 1002001100

Project Name: North High Street Complex Renov. 246 N. High 5t./35 E. Chestnut 5t. Columbus, OH Add New Contract
B R S
Cost Name
‘];‘13"5" Edit 1002001100301 gﬁiﬁ g?;iﬁb‘:‘ﬁleg;m" Phase 3246 N. High 5t/3 ¢5,011,070.00 5.000000000000000 5.000000000000000
‘]g‘i_% Edit 1002011000302 gﬁ‘e}s‘t‘ﬂ g?éﬁ{ﬁﬁ}%‘g‘emphﬁe3245N'High B 3 183,500.00 5.000000000000000 5 0000000000000 F
% Edit 0020011000303 gﬁ;fﬁg g:éi{ﬁ;‘ﬁ}%‘;emphmazqﬁN'High WS m £387,042.00 5.000000000000000 5.000000000000000 P
ﬁ Edit 1002011000305 gﬁ;&ﬂ gf_‘;g{u?&g}%ﬁenm’?hm3246N'High U 1595,000.00 5.000000000000000 5000000000000000 P
% Edit 1002001100305 o E gf;ﬁ{uf:ﬁ%‘;en°"'ljh“eazqﬁN'High WS m $355,351.08 5.000000000000000 5.000000000000000 P

Hide Confract Wiew

Bid View for:
Contract Number: 10020011000302

Contract Name: North High Street Complez Renov Phase 3246 N. High 5t /35 E. Chestnut 5t Columbus, OH Add New Bid
Prime/Sub: P Add New Company

| | FrD# COC Date
Company Detail EditBid 111111111 TDddsCunstrul:’uon Sl[lﬂ N,-“A 01011900

Hide Bid View |

Note: Select “View Bids.” An additional table is displayed of current bids. Above the Bid table is the
“Contract Number” and “Contract Name” for the contract associated with the bid. Selection options are
“Add New Bid” and “Add New Company.”

Steps:

1. Select “Add a New Bid”.
QUICK TIPS
(Bid Screen View)
Add a BID Contract

1. If no Bids have been entered, “There are currently no bids on
file for you to view at this time.” will be displayed.

2. If contacts have been entered, you may edit the “Contracts”,
and “Bids” for any project that has a status of “Active.”

T PRRPRPRUORU-T B |\ [=\'\/ A =1 [0
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(Bid Enter Screen)

UserName:

Todd 4 Year McGo:iigle

'Q.l:untract ~Project Infurmatinn_ _ .
mracking Project _ - onaomian T
~Contract Information
Cancel Contract Number

L
C
b
!
i
I
ot

Submit Bid

~Bid Information

FTID Number: |

Fnd| (gx. 123458723)

Company Hame: I

Edge Status:
COC Expiration Date:

Bid Amount: |

Lwardee: [

K

Comments:

Steps:
2. Enter known data:

e FTID Number - Enter FTID Number. Note: Dropdown box will show all FTID numbers in the
database to select.

e Company Name — Enter Company Name. Note: Dropdown box will show all companies
in the database to select.

e Bid Amount — Enter total bid amount.

e Awardee — Select if the bidder was awarded the contract. Note: See critical information in the
QUICK TIPS section.

e Comments — Enter any comments. Records of all comments are retained and available for review by
anyone with proper access.

00 000000000000000000000000000000000000000000000000000000000000000000000000000000000000

! QUICK TIPS
: (Bid Screen View)
: Add a New Bid

Page 16

1. Contract Information is located at the top of the view.
Contract headers display: “Contract Number” and “Contract
Name.”

2. DO NOT select awardee until the last bid has been entered.

3. Select “Can't Find Company” if a search does not locate the
bid companv.



Add a New Compa

(Company Enter Screen)

@._ had I.é'_; http: ffapps. das.ohio, gov C TS companyForm, aspix j | XK IGoogIe P
J File Edit \‘iew Favorites Tools Help JLin
v o (& CT5 - Company Information J "::\ -~ B - = - |7 Page v 0 Tools - " i
User Name:Todd 2 Year McGonigle
QEontract Company Information
. FTID Number: 2 78
wrackmg [ (Ex. 123456789)
Company Hame: I
% ystem
Rddress: I
City: I State: IOhiD 'I
Email: |
Add Company )
Phone: | (Ex. (999) 995-9999)

Steps:

1. After selecting “Can’t Find Company” the company enter screen is displayed.
2. Enter known data:

e FTID Number — Enter FTID Number.
Company Name — Enter Company Name.

Address — Enter address.
City — Enter city.

State — Enter state.

Zip — Enter zipcode.

Email — Enter email address.
Phone — Enter phone number.

Comments — Enter any comments. Records of all comments are retained and available for review by
anyone with proper access. Page 17

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

! QUICK TIPS
: Add New Company

1. FTID number must be entered in this format ##-#HHHiH.

2. After entering information you may select the entered
company on the bid screen.

“Certification Status” field will be updated on next date.
Select “Can’t Find Company” if a search does not locate the
bid company.

o




