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AZ UTRACS Is Your Central Hub

AZ UTRACS is an internet site that provides access or links to other sites. We did this in order to provide a
comprehensive site for you and to help direct you to all the other systems that you will need. This way, all the various
systems you might require during the project process will be in one location. We hope you will use our UTRACS site as
the central hub for your entire project experience. If you would like to know more details about how to work with ADOT,
visit our sister site, ADOT Business Coach on Demand, a free resource dedicated to providing accessible guidance about

how to work with ADOT, from beginning to end, tailored to your role on the project (construction or design, prime, sub,
sub-prime, etc.).

Your Firms Primary and Secondary Contact Information

Your firm’s Primary and Secondary contacts are the only two individuals that can update or modify the AZ UTRACS
Registration. Choose these individuals carefully. These should be the individuals that can be contacted for jobs or the
person who can route requests to the right contact about jobs. These contacts and their information will be visible on
the AZ UTRACS directory and public profile. They are also the only individuals that can provide other users in the firm
access to create a Bidders/Proposers Lists and/or Solicitations.

Bidders/Proposers List and Solicitation Form Access

A firm can have multiple Bidders/Proposers List and Solicitation Form users. The Primary and Secondary contacts are the
only two individuals that can provide access for other firm employees to create Bidders/Proposers Lists and Solicitations,
as needed. Primary and Secondary contacts automatically have access to the Bidders/Proposers List and Solicitation
Form features. Your firm profile (found via the Firm Search) will show the Primary and Secondary contacts. If you are the
Primary or Secondary contact, you may grant access to other firm employee’s for the Bidders/Proposers List and/or
Solicitation Form at any time by using the Grant Firm Access feature within the Contract Compliance main menu.

New Interface

The old “AZ UTRACS” system was split out and the new AZ UTRACS system, www.AZUTRACS.com, launched in July of
2016. While the contract compliance and certification application components are still the same and in the previous
system, it is available at a different link: www.ADOTDOORS.DBEsystem.com . This system is now known as DOORS. AZ
UTRACS is now the central hub that provides a comprehensive experience to direct you to other necessary systems like
DOORS, among others.
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- ADOT's Prime Contractors and Consuttants

Not Sure How to Start?

Welcome to AZ UTRACS and your user manual. If this is your first time on our site, follow the general checklist below to
get started and understand what this site is about!

1)

2)

3)

4)

5)

Create a username and password by clicking Log In on the upper right side of any AZ UTRACS page.

Check your firm’s registration
a. |If your firm already registered, update or confirm the information on your profile
b. If your firm not already registered, add your firm

Ensure that your firm’s Primary and Secondary contacts listed on the registration are accurate and up to date.
These should be the individuals that can be contacted for jobs or the person who can route requests to the right
contact about jobs. These contacts and their information will be visible on the AZ UTRACS directory and public
profile.

Give necessary contacts ability to create Bidders/Proposers Lists and/or Solicitation Forms by going to Grant
Firm Access.

Enjoy the AZ UTRACS site as the comprehensive site for your needs to:
a. Create Bidders/Proposers Lists

Send project Solicitations

Update your firm registration

Search for firms

View your firm’s various tasks in one place

Find resources for your firm

m 0 o0 T

Log in to any site that you’ll need during your contract experience

Questions or concerns during this process? Let us help!
Email us at AZUTRACS-Support@azdot.gov or call at (602) 712-7761
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Things to Know
Home Page

Every time you come to AZ UTRACS you will start here. If you ever get lost (which we hope you don’t), head back here to
reset!

e@! “4 hitpsy//utracs.azdot.gov/Home £~ @¢| = azumracs x l

b — ~

Call us: 602.712.7761 | Email: AZUTRACS-Support@azdot.gov

AZ UTRACS *% Search (DBE) Firm Directory | Log in
[ [/
Arizona’s Transportation Business Portal Register / Renew | Contract Compliance | Tools / Resources

ick Link
AZ UTRACS makes it easy to find qualified firms to bid on M

our projects all over Arizona—especially where we need © Loginto the ADOT DBE System

- @ Loginto ADOT LPA DBE System
certified DBE contractors to meet our federal © Loginto AZ UTRACS registation

req uirements. @ Login to Online Bidders/Proposers List

@ Login to ADOT DBE Certification System
@ Log in to PHX DBE Certification System

@ Login to Tucson DBE Certification System
@ Login to the ADOT Certified Payroll System
@ Login to AZ Procurement Portal(APP)

— ADOT's Prime Contractors and Consultants

Menu Bar
Hover over the buttons and click on the options in the dropdown that appears to navigate to wherever you need to go.

AZ UT RAC S'“ bbb Search (DBE) Firm Directory | Log off
Hﬂ&
Arizona's Transportation Business Portal m Register /Renew | Contract Compliance | Tools/ Resources

User Role Navigation Pane
DBE? ACDBE? SBC? Prime? Click your role and be directed toward an entire list of resources prepared just for you!

Who Are You? DBEs ACDBEs SBCs Sub's Primes ADOT LPAs

b Who Are You? ( & who who, who who )

O v O AZ UTRACS Transportation Business Portal provides different resources for different types of firms. The Tabs above

organize available content differently for each group, to ensure easy accessibility. Choose the appropriate tab that best
m m represents your firm or group.

@ View all tasks by user rale
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Photo Navigation Pane
Click through the photos here to find what you need if you’re a visual learner. There are arrows on each side of the
photos to help you navigate!

Certified DBEs

Update your profile with types of work you do to highlight your business capabilities to Prime

UPDATE FIRM PROFILE NOW

"/.'1‘ C R [/ L AT

4 N
/ANE

Menu Overview

Home

[CE] TS )
ok B

Call us: 602.712.7761 | E-mail. AZUTRACS-Support@azdot.gov

e Search (DBE) Firm Directory | Login
AZUT o35
[ (=
Arizona's Transportation Business Portal Register / Renew | Contract Compliance | Tools / Resources

What is the UCP?
Small Business Concern (! = j

ADOT / BECO

Registration is Easy! iy of Proenix

Get Registered. Get Work! City of Tucson

LEARN MORE

What is the UCP?,

This is a quick link a synopsis of the Unified Certification Program (UCP)

UCP Members: ADOT/BECO | City of Phoenix | City of Tucson

These links take you directly to the home pages of the various certifying agencies in Arizona. The certifying agencies’
purview is based on the city the firm is located within.
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Register/Renew
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AZ UTRAC S'“ 89“ Search (DBE) Firm Directory | Login
[ ([
Arizona's Transportation Business Portal m Register / Renew | Contract Compliance | Tools/ Resources
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AZ UTRACS - Transportatic e resse

i 1 Update / Renew
BUSI ness DIrECtory S:al\ Businesses
Firms doing business with ADOT can be found here. Is yol pge certification (New)

ACDBE Certification (New)

REGISTER OR UPDATE YOUR PROFILE ACDBE/DBE Annual Update

Small Business (SBC) Registration

AZ UTRACS makes it easv to find qualified firms to bid on M

azdot.gov/AzUf ST N a S oo aonTnoc o -

New? Register|
This will take you to create a new registration so that you can be listed in the AZ UTRACS directory.

Update/Rene

This will take you to your already existing Firm registration so that you can update it.

DBE Certification (New)
This will take you to the DBE Certification summary and information page where you can login and apply to become DBE
certified for the first time.

ACDBE Certification (New)

This will take you to the ACDBE Certification summary and information page where you can login and apply to become
ACDBE certified for the first time.

ACDBE/DBE Annual Update

This will take you to the ACDBE/DBE Certification Annual Update page where you can login to your respective agency
website where you will submit your annual update.

Small Business (SBC) Registration
This will take you to the SBC Registration summary and information page where you can quickly register as a SBC if you
meet the criteria.
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Contract Compliance

—u B T ol X
e@l 4 https://utracstest.azdot.gov/He O ~ @ & u i - AZUTRACS x | | ALY
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bdd irm Di i
AZ UTRACS :)\77& Search (DBE) Firm Directory | Login
[ _(w/
Arizona's Transportation Business Portal Register / Renew | Contract Compliance | Tools / Resources

Pre-Award

Grant Firm Access
Solicitation Form
Bidders / Proposers List
DBE Affidavits
Post-Award

Payment Reporting

Certified Payroll

Pre-Award: Bidders / Proposers List|
This will take you to the Bidders/Proposers List summary page where you can create a Bidders/Proposers List online with
just a few clicks.

Pre-Award: Grant Firm Access
This will take you to the Grant Firm Access page where you can grant an individual the ability to create a
Bidders/Proposers List or Solicitations on behalf of your firm.

Pre-Award: Solicitation Form
This form will allow you to solicit to other firms to partner together to work on projects leveraging the AZ UTRACS firm
directory.

Pre-Award: DBE Affidavits
This will take you to the various Construction and Professional Services affidavit forms that you will need for your
various bid postings and RFQ's.

Post-Award: Payment Reporting

This will take you to the Payment Reporting information page where you can login to the payment reporting DBE
system.

Post-Award: Certified Payroll

This will take you to the Certified Payroll information page where you can login to the labor compliance reporting
system.

Tools/Resources
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l Call us: 602.712.7761 | Email: AZUTRACS-Support@azdot.gov

AZ UTRACS d:clll Search (DBE) Firm Directory | Login
[ (=

Arizona's Transportation Business Portal gister / Renew | Contract Compliance

Tasks by User Role

Find Firms:
Firm Directory

" DBE Quick Search
SBC Quick Search
ACDBE Quick Search
Resources
AZ UTRACS User Manual
Quick Tips (pdf)

Business Coach
On Demand

Quick Lir gaqs

AZ UTRACS makes it easy to find qualified firms to bid on
our projects all over Arizona—especially where we need © Logintod

ified DBE federal @ Logintos NAICS Codes (pdf)
certifie contractors to meet our federa i p————

requirements. @ LogintoC
@ LogintoA
& LogintoF
@ Log in to Tucson DBE Certification System
@ Log in to the ADOT Certified Payroll System
@ Log in to AZ Procurement Portal(APP)

II DBEs ACDBEs SBCs  Sub's  Primes ADOT  LPAs

Forms

Report DBE Fraud

— ADOT's Prime Contractors and Consultants Bidding Opportunities

Tasks by User Role
This will take you to a page where you can select your firm role as a DBE, ACDBE, SBC, Subcontractor, Prime, ADOT
Employee or LPA to see a specialized list of resources that was compiled just for you.

Find Firms: Firm Directory)|

This will take you to the search directory where you can see all UTRACS Registered firms. This includes SBC’s, DBE’s,
ACDBE’s and more!

Find Firms: DBE | SBC | ACDBE Quick Search

This will take you to the search directory where you can see DBE, SBC, or ACDBE (or any combination of the three)
registered firms with one click!

Resources: AZTRACS User Manual
This will take you to the AZ UTRACS User Manual, a manual that provides step-by-step instructions on how to use the
system and gives you pertinent information of the various functions of the system.

Resources: Quick Tips (pdf)
This will open a PDF document with brief instructions for each of the various major functions in AZ UTRACS.

Resources: Business Coach on Demand
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This will direct you to Business Coach on Demand, a free resource dedicated to providing accessible guidance about how
to work with ADOT, from beginning to end, tailored to your role on the project (construction or design, prime, sub, sub-
prime, etc.).

This will take you to a page where you can see all of the frequently asked questions that many AZ UTRACS users have.

This will take you to a page with links to quickly access the Construction Contractor, Engineering Consultants,
Disadvantaged Business Enterprise and Local Public Agency forms.

NAICS Codes (pdf)
This will take you to a searchable PDF that lists all NAICS codes.

Upcoming DBE Events|

Click here to see what DBE events are scheduled for the upcoming months.

Report DBE Fraud

This will take you to the Office of the Inspector General USDOT Report Fraud Hotline website to report DBE fraud.

Bidding Opportunities|

This will take you to the ADOT site which lists all of the various websites with bid postings for the state of Arizona.

Search (DBE) Firm Directory

e el | - hitp://utracs.azdot.gov/TasksByRole/ 2 = & | | - - BECO UTRACS

Call us: 602.712.7761 | E-mail: AZUTRACS-Support@azdot gov A

AZUTRACS 2%%
[,y
Arizona's Transportation Business Portal Register / Renew

The Search (DBE) Firm Directory link will take you to the search directory where you can see all UTRACS Registered firms.
This includes SBC’s, DBE’s and more! You can also get here by hovering over Tools/Resources and clicking

Log In/Off

Contract Compliance | Tools/Resources

L3P (S0l | hitp://utracs.azdot.gov/ TasksByRole/ O ~ & || |- - BECO UTRACS

Call us: 602.712.7761 | E-mail: AZUTRACS-Support@azdotgov

Y T f
AzuTRACS OV Search (DBE) Firm D\rect
[ [
Arizona's Transportation Business Portal Register / Renew | Contract Compliance | Tools/Resources

The Log in button is where you can click to login to your account. You can also change your password, register and

resend your activation email here.

The Log in text will also show you whether you are logged in or not. If it says Log out you will know that you are logged
in.
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Search for a Firm or Types of Firms
By hovering over “Tools/Resources” and clicking one of the “Find Firms” options or by clicking “Search (DBE) Firm

Directory” at the top of the page you will be taken to the registered firms search. Click here to see who is in the AZ
UTRACS Directory.

(= = % |

o

4 https://utracs.azdot.gov/Searck O - @ &

Fa - AZUTRACS x

AZUTRACS %

Arizona's Transportation Business Portal

Firm Search

[ Quick DBE Search |[ Quick SBC Search | [ Quick ACDBE Search

Search Criteria

Firm [ oee O sec
Name/DBA
Business Description County firm willing to All
Contact First work in
Name Firm Type All
Contact Last Professional Work All
Name Category
City Construction Work All
State All Category
7ZIp Goods And Services
AZUTRACS Equipment | scject an Option

Number

‘ Search || Clear Search || Customize Search Results |

Find Firms
Firm Directory
DBE Quick Search
SBC Quick Search
ACDBE Quick Searc

Resources
AZ UTRACS User Manual
Quick Tips (pdf)

Business Coach
On Demand

FAQs

Forms

NAICS Codes (pdf)
Upcoming DBE Events
Report DBE Fraud
Bidding Opportunities

1) The search feature allows you to search the AZ UTRACS directory, using one or multiple of the following options:

a. A quick, one button search for all DBE’s, SBC’'s and/or ACDBE’s using the Quick Search feature

S@m ™0 a0

| Quick DBE Search || Quick SBC Search || Quick ACDBE Search |

Certification type (DBE/SBC/ACDBE)

i. Searching by Certification type does not ensure that the firm meets the other criteria/ion that
you select, only that they are designated as a certified firm. If you want to find firms certified in
specific types of work, use the NAICS search criteria that display when either the DBE or ACDBE

box is checked.
Firm Name
Business Description
Firm Contact First and Last Name
City, State, Zip Code and County
AZ UTRACS Number
Firm Type
Work Categories (Professional/Construction/Goods and Services)

2) Once you have searched using the criteria that you need for your project, click

3) Once you have clicked you can export the results by clicking
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Please note!! You must have an AZ UTRACS account and be signed in to export the information generated in
search results. The request to export will also be verified by a CAPTCHA to protect firm contact information.

4) To start over and clear the form, click | Clear Search

5) To customize the columns in the results that you see , click | Customize Search Results |, check or uncheck the

columns that you would like to see, and click o«

Create an Account

1) Navigate to http://www.AZUTRACS.com and click “Log in” on the top right hand corner of the website.

G =)
omom B ="

Call us: 602.712.7761 | E-mail: AZUTRACS-Support@azdot gov 2

o@ |- http://utracs.azdot.gov/Account/Login D~a| LogIn - BECO UTRACS

AZ UT RAC S:ﬂ‘g Search (DBE) Firm Dired

Arizona's Transportation Business Portal m Register / Renew | Contract Compliance | Tools / Resources
= |

B Nime Deaeial Niffaesnt | amin

2) Select “Request System Access (New Users)”

e@l 4 https://utracs.azdot.gov/Account/Login O ~ @& © ” 4 LogIn - AZUTRACS - {n ﬁ%}

Call us: 602.712.7761 | Email: AZUTRACS-Support@azdot.gov

Search (DBE) Firm Directory | Log in

m Register / Renew Contract Compliance Tools / Resources

Arizona's Transportation Business Portal

| AZUTRACS 2%

LogIn AZUTRACS:°a

Log in or request system access below

Email @ Quick Tips for gaining access
(/] Forgot your password?
Password & Change your password

@ Resend Activation Email?
Request System Access (New Users)

One Portal, Different Logins

The AZ UTRACS Web Portal accesses multiple software systems. The different colored logos are designed to help clarify which login credentials you should use.

ADOT DBE System:

AZUTRACS %93

ADOT DBE System 'ﬂ
DBE Certiication and Paymment Reporting System

LPA DBE System:

AZUTRACS 93

LPA DBE System l'ﬂ
@ Log Into the ADOT LPA DBE System

ADOT Certified Payroll System:

AZUTRACS 49

Certified Payroll i

(] Log in to the ADOT Certified Payroll System
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3) Fill out the “New User Registration” form with your information, read and agree to the Terms and Conditions
and select “Register.”
a. The email that you use to register will have a confirmation email sent to it. Be certain to have that email
account available when you are registering.

azdot.gov/core/register?app=NDAOMVS:xhjk= 2 - @ & | A Thirdparty Signup - ADOT

% [ Suggested Sites &) Web Slice Gallery ~ &) Rewards

ADOT A

Request Access to AZUTRACS

First Name Last Name

Company Name

Email Address Phone No
Address Line 1 Address Line 2

City State ZIP
Password Confirm Password

[ By clicking 23 you agree to the Terms and Conditions set out by this site, including our Cookie Use.

Request System Access Reset

Copyright © Arizona Department of Transportation — All rights reserved.

4) Once you register you will receive the following message which will be followed by an email from
admin@azdot.gov with the subject line “Welcome to ADOT.”

a. If you have not received the email within 24 hours, check your junk folder. If the email is within your
junk folder you will have to move it to your inbox to click on the activation link.

b. If you don’t click on the activation email within 48 hours, you will have to request another activation
email. To do this, see Resend Activation Email.

ADOT

Thanks for registering Please check your email for account activation link.

New User Registration

(cont.)
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M admin@azdot.gov Sent Wed 6/1/2016 1:31 PM
To:
Cc
Subject: Welcome to ADOT

Hi Marissa,

You recently requested access to AZUTRACS

In order to set up your access, you must click the link below to confirm your email address is valid. Once confirmed, yvou will
be able to access the system.

Click the following link to validate your email.

Activate my Fmail

Please do not reply to this email, it is not an attended mailbox and vou will not receive a reply.

Thanks

ADOT Team

5) Click INSEVERNgWASHEN within the email received.

c. As mentioned previously, if you found your email in your junk folder you may have to move it to your
inbox in order to click any of the links.

6) You will then be directed to the following message:

User Account Activation

Wour Email has been vahdated. Thank you for activating your account.

Click here to go to login page.

7) Congratulations! You successfully registered. Go to http://www.AZUTRACS.com/Account/Login to log in.
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Resend Activation Email
If you were unable to click the activation email when provided access to a firm within the first 48 hours after it was sent,

you will need to request another activation email.

1) Navigate to www.AZUTRACS.com and click on “Log in” in the upper right hand corner of the page

——ma

Call us: 602.712.7761 | E-mail: AZUTRACS-Support@azdot.gov A

P~-C

| LoglIn- BECO UTRACS

e@‘l http://utracs.azdot.gov/Account/Login

hglb Search (DBE) Firm DirecQ

AZUTRACS «
[ [/
Arizona's Transportation Business Portal m Register /Renew | Contract Compliance

One Portal, Different Logins

The AZ UTRACS Web Portal accesses
multiple software systems. The different

Tools / Resources

2) Click on “Resend Activation Email?

& (& Q ‘@ Not secure | utracsdev.azdot.gov/Account/Login

Call us: 602.712.7761 | Email: AZUTRACS-Support@azdot.d

Search (DBE) Firm Directory | Login

o
AZUTRACS <~
Arizona's Transportation Business Portal m Register / Renew | Contract Compliance | Tools / Resourceg

LogIn AZUTRACS i'a

Log in or request system access below

& Quick Tips for gaining access
@ Forgot your password?

Password B Chisisnanien
@ Resend Activation Email?
Request System Access (New Users)

1) Retype your email in the email address field and click “Send Activation Email.” To continue, head back to Create

Email

an Account.
Resend Activation Email

Please enter your email address and click the bution below.

Email Address

Send Activation Email
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Register Your Firm in AZ UTRACS

*If your firm’s information transferred from the previous UTRACS system or if your firm has already been added by
someone else in your firm, you may not have to complete every step in this section. The differences are notated below.

1) After you log in, hover over “Register/Renew” on the menu bar and click “New? Register” from the drop down
list.

Call us: 602.712.7761 | E-mail: AZUTRACS-Suppori@azdot.gov

AZ UT RAC S'“ e Search (DBE) Firm Directory | Log off
i
Arizona's Transportation Business Portal Register / Renew | Contract Compliance | Tools / Resources

Small Businesses:

DBE Certification (New)
DBE Annual Update
Small Business (SBC) Registration

2) Click “Start AZ UTRACS Registration”

°® httpi//utracs.azdot.gov/AzUtraceRegistratio © v & || - BECO UTRACS I _ *ﬁb 5.5 £

File Edit View Favorites Tools Help
s EIHRIS.. | NEW.. | DBE.. @ AZU.. EINAIC. R eCRR. § Ariz. T HP.. &]leav.. 55 ASRS (¥ Docu.. £]AMP £]eCMS &) Down.. A BizC.. A ECS.. A Cont.. §§ Colors

Call us: 602.712.7761 | E-mail: AZUTRACS-Suppori@azdot.gov A

AZ RACSM""* Search (DBE) Firm Directory |  Log off
) i
Arizona's Transportation Business Portal m Register /Renew | Contract Compliance | Tools / Resources

Registration Renewal
at least every three years
Your firm's AZ UTRACS Registration is

AZ UTRACS Registration good for three years. At the end of the

three years, your firm's primary email
address will receive a notification to renew

™ Start AZ UTRACS Registration the Registration for another three years.
ADQOT's recommendation is that you review

AZ UTRACS Regi is a busine: required for all firms who wish to work on federally this profile once a year to ensure your firm
funded transportation projects in Arizona, including Prime Contractors and Prime Consultants, profile accurately reflects information about
Subcontractors, Subconsultants, Disadvantaged Business El ises (DBEs), and Small Business your company.
Concemns (SBCs). Any time your firm profile is updated, your
firm's registration deadline is for |

This registration satisfies a federal requirement (49 CFR Part 26.11(c)) for ADOT to maintain a bidder's
list to help the agency calculate its overall triennial DBE for FHWA, FTA and FAA funded contracts, as
well calculate individual contract goals for FHWA funded coniracts.

another three years
o Start AZ UTRACS Registration

The benefit to your firm for completing this registration (beyond meeting the mandate) is that your firm
is added fo the AZ UTRACS Transporiation Business Directory and a comprehensive firm profile is
created at no cost to your firm, fo advertise your firm's capabilities to the business community and
where your firm is willing to do work. This enables firms to find one another and partner together to
complete Arizona Transportation projects. The firm directory also helps firms find DBEs and SBCs
needed to meet specific contract requirements

(cont.)
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3) Onthe AZ UTRACS Registration form, first search the dropdown list for your firm. Depending on whether you
see your firm listed, or if you don’t see a dropdown, proceed to either Your Firm is NOT Listed in the Registration

Dropdown or Your Firm IS Listed in the Registration Dropdown.

AZ UTRACS Registration Form

Step 1: Select your firm from the dropdown, request access to an already registered firm, or create a new firm
registration. You will not see a dropdown below unless you are listed as the primary or secondary contact for an AZ
UTRACS registered firm. To create a new registration for a firm not yet in the AZ UTRACS system, provide the firm's Tax ID
and formal business name in the form on the right to begin. If your firm already exists in the AZ UTRACS system, you may be
prompted to contact the currently listed Primary or Secondary contact on the requested firm’s registration. Existing users
managing more than cne company may also add additional firms using the form at the right.

Step 2: Complete your AZ UTRACS Registration form. Be careful to provide all of the required information marked with
an asterisk (*). You will be prompted to complete any missed information prior to submitting your AZ UTRACS registration.
Select all applicable work categories and, if eligible, answer the Small Business Concern questions to complete a Small
Business Concern Registration in a single streamlined process. [tems in orange will be displayed on your Firm's
public Profile.

Step 3: Click Save and Submit.

Select firm to update/renew your registration

Q Begin Registration by selecting a Firm Name

—

Request Access to Firms

|‘ AZ UTRACS Firm Directory v
Check the AZ UTRACS Firm Directory prior to
requesting access to any firm. If the firm you are

requesting access to is already registered in AZ
UTRACS, contact the pnmary and secondary
contacts listed on the firm profile page to gain
access. If the firm is not yet registered in AZ
UTRACS, proceed and complete the form below
Provide the Tax ID (numbers only) and formal Firm
name to request access to a firm.

1

. e
Formal Firm Name: 9/\

Tax ld:
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Your Firm is Not Listed in the Registration Dropdown
1) Find the “Request Access to Firms” section of the registration page and check to see if your firm exists in the
system by doing a search in the “AZ UTRACS Firm Directory” dropdown. If your firm already exists, search for
your firm in the Firm Directory and contact your firms Primary or Secondary Contact to request that they add

you to the firm registration.

AZ UTRACS Registration Form

Step 1: Select your firm from the dropdown, request access to an already registered firm, or create a new firm
registration. You will not see a dropdown below unless you are listed as the primary or secondary contact for an AZ
UTRACS registered firm. To create a new registration for a firm not yet in the AZ UTRACS system, provide the firm’s Tax ID
and formal business name in the form on the right to begin. If your firm already exists in the AZ UTRACS system, you may be
prompted to contact the currently listed Primary or Secondary contact on the requested firm's registration. Existing users
managing more than one company may also add additienal firms using the form at the right.

Step 2: Complete your AZ UTRACS Registration form. Be careful to provide all of the required information marked with
an asterisk (*). You will be prompted to complete any missed information prior to submitting your AZ UTRACS registration.
Select all applicable work categories and, if eligible, answer the Small Business Concern questions to complete a Small
Business Concern Registration in a single streamlined process. [tems in orange will be displayed on your Firm's
public Profile

Step 3: Click Save and Submit.

Select firm to update/renew your registration

| Begin Registration by selecting a Firm Name -]

Request Access to Firms

| AZ UTRACS Firm Directory

UTRACS Firm Director
requesting access to any firm. If the firm you are

requesting access to is already registered in AZ
UTRACS, contact the primary and secondary
contacts listed on the firm profile page to gain
access. |f the firm is not yet registered in AZ
UTRACS, proceed and complete the form below.
Provide the Tax ID (numbers only) and formal Firm
name to request access to a firm.

Formal Firm Name: @

Request Access

2) If your firmis not listed in the directory, fill out the form by providing the firm Tax ID and the Formal Firm Name.

Click “Request Access.”

AZ UTRACS Registration Form

Step 1: Select your firm from the dropdown, request access to an already registered firm, or create a new firm
registration. You will not see a dropdown below unless you are listed as the primary or secondary contact for an AZ
UTRACS registered firm. To create a new registration for a firm not yet in the AZ UTRACS system, provide the firm’s Tax ID
and formal business name in the form on the right to begin. If your firm already exists in the AZ UTRACS system, you may be
prompted to contact the currently listed Primary or Secondary contact on the requested firm's registration. Existing users
managing more than one company may also add additional firms using the form at the right

Step 2: Complete your AZ UTRACS Registration form. Be careful to provide all of the required information marked with
an astensk (7). You will be prompted to complete any missed information prior to submitting your AZ UTRACS registration.
Select all applicable work categories and, if eligible, answer the Small Business Concern questions to complete a Small
Business Concern Registration in a single streamlined process. [tems in orange will be displayed on your Firm's
public Profile

Step 3: Click Save and Submit.

Select firm to update/renew your registration

| Begin Registration by selecting a Firm Name -]

Request Access to Firms

| AZ UTRACS Firm Directory -

Check the A7 UTRACS Firm Directory prior to
requesting access to any firm. If the firm you are

requesting access to is already registered in AZ
UTRACS, contact the primary and secondary
contacts listed on the firm profile page to gain
access. |f the firm is not yet registered in AZ
UTRACS, proceed and complete the form below.
Provide the Tax ID (numbers only) and formal Firm
name to request access to a firm.

Formal Firm Name: @

Request Access

3) Once you have filled out the “Request Access to Firms” form click and you will receive the

following message if your firm is not yet in the system:

Sing the farm at the rinht

UTRACS Message .]
raﬁ]
rk cat
ess € You have been granted access to this firm.

Tai

Firl
Na
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4) If your firm is already registered, you will receive the following message with the contact information of the
individual(s) who currently manage the firm’s AZ UTRACS registration:

UTRACS Message ]

Please contact either the Primary or Secondary Contact of this firm to gain access. Their information is
below.

Marissa Eskridge, 602-712-8273, mcandelaria@azdot.gov
Marissa Candelaria, 602-712-8146, mcandelaria@azdot.gov

For assistance, email AZUTRACS-Support@azdot.gov.

Contact one of the individuals listed and request to be added as a Primary or Secondary contact on your firm’s
UTRACS registration. To update Primary and Secondary contacts, simply have one of the current Primary or
Secondary contacts update the information in the Primary and Secondary contact fields under “Firm Contact
Information” on the registration page.

If the individual(s) listed as the primary or secondary contact are no longer with your company, or if you have
any other issues registering, email us at AZUTRACS-Support@azdot.gov.

5) Once you have gained access to your firm, continue to the next section, Your Firm IS Listed in the Registration
Dropdown.

Your Firm is Listed in the Registration Dropdown
1) Select your firm name in the dropdown list. Once you select your firm, if you are listed as a Primary or Secondary
contact for your firm, the registration form will appear just below the dropdown list for you to edit, as needed.

a. Take the time to thoroughly complete your application. This is an opportunity to advertise your firm
which can make finding work more likely. Primes will be searching AZ UTRACS for firms with specific
qualifications and listing your own qualifications carefully can help you be found and used more
frequently. The items in bold orange will be publicly available on your firm profile.

b. If your firm certification details are incorrect, contact your certifying agency to update them.

AZ UTRACS Registration Form

@ Request access to another firm

Step 1: Select yuyr firm from the dropdown, request acce5§ to an alread?' registered firm, or create a new firm @ Quick Tips for completing your registration
registration. You will not see a dropdown below unless you are listed as the primary or secondary contact for an AZ

UTRACS registered firm. To create a new registration for a firm not yet in the AZ UTRACS system, provide the firm’s Tax ID @ To delete your AZ UTRACS firm registration, email us
and formal business name in the form on the right to begin. If your firm already exists in the AZ UTRACS system, you may be at AZUTRACS-Support@azdot.gov

prompted to contact the currently listed Primary or Secondary contact on the requested firm's registration. Existing users
managing mere than one company may alse add additional firms using the form at the right.

Step 2: Complete your AZ UTRACS Registration form. Be careful to provide all of the required information marked with
an astensk (*). You will be prompted to complete any missed information prior to submitting your AZ UTRACS registration.
Select all applicable work categories and, if eligible, answer the Small Business Concemn questions to complete a Small
Business Concern Registration in a single streamlined process. [tems in orange will be displayed on your Firm's
public Profile.

Step 3: Click Save and Submit.

Select firm to update/renew your registration

| Begin Registration by selecting a Firm Name v
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2) Once you complete filling out the registration form, click Save. Your AZ UTRACS registration will be extended 3
years every time you update your firm information.

3) You will then see the following message confirming you have saved your information successfully:

UTRACS Save Message .|

Data has been saved successfully.

Update or Register Your Firm
*This is also where you can update your firm’s Primary and Secondary contacts

After you log in, hover over “Register/Renew” on the menu bar. Select “Update/Renew” from the drop down list.

Call us: 602.712.7761 | E-mail: AZUTRACS-Support@azdot.gov

AZ UTRAC S'“ 8%* Search (DBE) Firm Directory | Log off
[, [
Arizona's Transportation Business Portal Register / Renew | Contract Compliance | Tools / Resources

All Firms: (AZ UTRACS)

New? ister
< Update / Renew

Small Businesses:
DBE Certification (New)
DBE Annual Update

Small Business (SBC) Registration

1) Select your firm from the dropdown.

Select firm to start/renew your registration

Begin Registration by selecting a Firm Name -

2) Once you select your firm, if you are listed as a Primary or Secondary contact for your firm, the registration form
will appear just below the dropdown list for you to edit, as needed. Complete all of the mandatory asterisked (*)
items. All the public information that will be displayed on your profile is highlighted in bold orange

a. Please note!! Only secured (Https://) websites will be displayed as a clickable link on the firm profile for
your firm website address.

b. To update your Primary and Secondary contacts, simply update the information in the Primary and
Secondary contact fields under “Firm Contact Information.”
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c. Toadd work categories, click, “Display All” and select the work categories that apply to you.

Engineering Design & Professional Service Work Categories v

Click "Display All" and select all relevant work categories that your firm can perform. When finished, select "Display Selected Only" then "Save™ to continue. Note: The Firm Search uses these categories, so choose
carefully. Please ensure you have any licensing required in AZ for the Work Categories selected

Display Selected Only

Work Category Select Work Category Select
Accountant (@] Materials Testing/Lab Inspectors (@]
Acoustical Engineer [m] Media Buying Agency [m]
Administrative and Office Services [m] Media Representatives [m]
Administrative Management & General (@] Natural Resources (vegetation, EA, EO, (@]
Management Consulting Materials, atc.)

Advertising Agencies (=] Noise Monitoring (=]
Aerial Photography Noise Wall Design

) O
) O

d. To add specialized equipment:
a. Select “Type to Add Equipment” box then start typing a description of the equipment
b. Additional details can be added to the “Additional Details” box.
c. Add the quantity of equipment in the “Quantity” box.
d. Once desired equipment is found click “Add Equipment”
e. Toremove unwanted equipment press the “Remove” button

Equipment -

Use the search below to add the equipment that your firm owns, can lease, or can operate. Use the short description to add additional details about your equipment, if necessary. This information will be
searchable and your firm name will show up when someone searches for the type of equipment that you own, should that firm be looking for your specific type of equipment. It is recommended that you list your
specialized equipment.

Select equipment from the equipment list below to add it to your firm registration and public profile

[ selectan Option v | Additional Details: Quantity Add Equipment

Equipment Category Make Model Additional Details Quantity Action
Asphalt Equipment Freightliner Boot Truck 1 E
(Other/Unknown) GenieGTH Forklift 1 :]
(Other/Unknown) Welder180amp Welder 1 [:]
3) Once you complete filling out the registration form including all of the mandatory sections marked with an

4)

asterisk (*), click save.

You will then see the following message and your information will be updated with the date your registration is
effective until:

| UTRACS Save Message .|

Your AZ UTRACS registration has been updated. Your registration is now effective until 3/31/2023 E
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Add Someone to Manage Bidders/Proposers Lists and/or Create Solicitation Forms

1) After you log in, hover over “Contract Compliance” on the menu bar and click “Grant Firm Access” from the drop
down list.

Call us: 602.712.7761 | E-mail: AZUTRACS-Support@azdot.gov

AZ RAC S'“ 8%“ Search (DBE) Firm Directory | Log off
UuTl i
Arizona's Transportation Business Portal Register / Renew | Contract Compliance | Tools / Resources

Pre-Award:

(_Grant Firm Access
Soalicitation Form
Bidders / Proposers List
DBE Affidavits
Post-Award:

Payment Reporting

Certified Payroll

2) Ifyou are listed as a Primary or Secondary contact for your firm, you will see your firm’s name in the dropdown.
Select your firm from the dropdown list.

Grant Firm Access

Step 1: Select your Firm.
Step 2: Enter the requested information for the new user and click add.

Step 3: The new user will create an AZ UTRACS log in, if one is not yet established or they will log in normally with their
existing account and have the appropriately updated access.

Select firm to manage user access.

Select a Firm Name v

5) Once you select your firm, an email section will appear just below the dropdown list where you can enter the
email address of the person who you would like to have access to your firm to create Bidders/Proposers Lists
and/or “Solicitation Forms” and click “Add.”

a. Only two users can manage the firm registration and add Bidders/Proposers List or Solicitation Form
users (the primary and secondary contacts).

b. There is no limit to the number of add Bidders/Proposers List or Solicitation Form users that you can
add.

c. The added individual will receive an email indicating that they have been granted access to the firm.
They will be prompted to login or create a login if they do not have one already. Their User ID status will
remain “In Process” until they log in. Once they log in their status will change to “Active.”
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d. This window for a new Bidders/Proposers List or Solicitation Form contact to login or create a login is 48
hours.

Grant User Access to Solicitation Form and Bidders / Proposers List

Only the Primary and Secondary Contacts are authorized to provide access to the Solicitation Form and Bidders /
Proposers List users. Solicitation Form users will only be able to access the solicitation form feature and will not be able to
access the firm registration page. Bidders/Proposers list users will only be able to access the bidders / proposers list
feature and will not be able to access the firm registration page.

Email/User Id [ Solicitation Form Access
Primary Role Select a Primary Role v [ BiddersiProposers List Access
User Id User Status Primary Role User Access
| Edit | | Delete | dzachanae@azdot.gov In Process Executive Staff - Solicitation Form
- Bidders/Proposers List
| Edit | | Delete | Jgillmere@azdot.gov In Process DBE Liaison - Bidders/Proposers List

Managing and Creating Bidders/Proposers Lists

After you log in, hover over “Contract Compliance” on the menu bar and click “Bidders/Proposers List” from the drop
down list.

Call us: 602.712.7761 | E-mail: AZUTRACS-Supporti@azdot.gov

AZ UT RACS'“ o e s Search (DBE) Firm Directory | Log off
i
Arizona's Transportation Business Portal Register / Renew | Contract Compliance | Tools / Resources

Pre-Award:

Grant Firm Access
Salicitation Form

< Bidders / Proposers List
DBE Affidavits
Post-Award:

Payment Reporting
Certified Payroll
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1) Click “Start or Manage a Bidders/Proposers List”

ok L

Call us: 602.712.7761 | E-mail: AZUTRACS-Support@azdot.gov ’“

AZ UTRAC S"‘ 89"‘ Search (DBE) Firm Directory | Log off
[ [
Arizona's Transportation Business Portal m Register / Renew | Contract Compliance | Tools /Resources

Bidders/Proposers List

| http://utracs.azdot.gov/BiddersList 2 = & )| | - - BECO UTRACS x

* Access to Bidders List

[ Start or Manage a Bidders/Pro posersD The AZ UTRACS Registration process
requires a firm to establish a Primary and
In compliance with 49 CFR Part 26.11, ADOT requires contractors and consultants submitting a bid, Secondary contact. These two individuals
proposal, or statement of qualifications to work on a federally funded transportation project, to provide may provide access for other firm
ADOT with a list of every firm who expressed interest in or submitted a bid or proposal to work on the employees, as needed. Your Firm profile
project. Each project’s advertisement or solicitation will provide the specifics for meeting this will show the Primary and Secondary
reguirement. Any firm being awarded work as a prime or subcontractor, MUST be AZ UTRACS contacts. Note: If you are the primary or
registered. secondary contact, you may grant access
to other firm employees any time, as

The AZ UTRACS systemn has an online Bidders/Proposers List application to assist firms in quickly and
efficiently providing this information. Contractors and Consultants should encourage any firm who
contacts them about a project to register in the AZ UTRACS Registration System. The
Bidders/Proposers List application allows any AZ UTRACS registered firm to be added with just one O Start a Bidders List
click. Firms will have to manually enter information for any firm not AZ UTRACS registered.

needed.
@ search for Firm's profile

Firms that do not have an Active AZ
A Bidders/Proposers List may be submitted by any employee in a firm, as long as the firm has an UTRACS Regisiration, may NOT submit a

Active AZ UTRACS Registration.” See right-column box for more information Bidder or Proposer List, until an active AZ
UTRACS Registration is established.

Once access has been provided, a user can log into the AZ UTRACS system, quickly create a new
Bidders/Proposer’s List, and submit it. The list can also be saved and submitted at a later time, so a
user can add to it over time as they work with various firms. The system also boasts the ability to copy
from an existing project list, to help save time when firms work with the same group of firms for a
different project.

Once a list is submitted, the creator of the list will receive email verification and should follow an

2) Select your firm from the dropdown list. You can only view firms that you are given access to as a
Bidders/Proposers List contact by the firm’s Primary or Secondary contact or if you are the Primary or Secondary
contact yourself.

Bidders/Proposers List

Tip 1: Select your Firm to start. Access to Bidders List

If you are the primary or secondary contact, you may
grant access to other firm employees within your
company, as needed.

Tip 2: "Create a New List" to start a new list. "In Process" lists are still editable and waiting for submittal "Submitted (Active)"
lists are not editable, but can be copied into a new list.

Tip 3: To save time, you can copy a previously submitted list, which you can edit and submit for a new project. Note: Only

AZ UTRACS-reglslered firms from an eX|sting list will be copled. . ) .
@ Quick Tips for completing your

Flease select your Firm r Bidders/Proposers List

3) Once you select your firm, a new section will appear where you can choose:
a. “Create a New List” to create a new Bidders/Proposers List
b. “Continue an In-Process List” to view any of your incomplete lists
c. “Open a Submitted List” to see Bidders/Proposers Lists that are already submitted.
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If you don’t want to submit a new List and already have Lists created, go to either Manage In-Process

Bidders/Proposers Lists or Open or Copy a Submitted Bidders/Proposers List. Otherwise, continue reading the
next section to create a new List.

Bidders List

What would you like to do?

| Create a New List || Continue an In-Process List | | Open a Submitted List

Please select a Project to create a New List:

|' Select an Option

Create a New Bidders/Proposers List

Did you already submit a similar Bidders/Proposers List? See the Open or Copy a Submitted Bidders/Proposers List to
view or copy a previously submitted list into a new one.

1) Once you have selected your firm, click the “Create a New List” button and select the project that you would like
to create a Bidders/Proposers List for.

a. You can begin to type in the name of the project once the dropdown has opened. This will help you find

the project quickly.

Bidders List

What would you like to do?

| Create a New List H Continue an In-Process List || Open a Submitted List

Please select a Project to create a New List:

|. Select an Option

2) Once the project is selected, a Registered Firms section appears where you can select any firm in our directory
to add to your List and simply click | Add AZUTRACS Registerad Firms |

a. Helpful Hint: You can quickly search for a firm in the drop down list by beginning to type the firm name.

Please select an AZ UTRACS Registered Firm

Please add all firms who expressed an interest in or submitted a quote, bid, or responze for this project.

|. Please select a Firm to add. - | | Add AZUTRACS Registered Firms ‘

3) Ifafirmis not listed in the dropdown, it means that they are not currently AZ UTRACS registered. You can easily

provide the unlisted firm with a notification to register and add them to your List by providing their firm name,
email address, phone number and clicking

If a Firm is not yet AZ UTRACS Registered, add the firm information here. ADOT will send them a reminder to get AZ UTRACS Registered in the future.

Firm Name Email Address Phone Number

If your project has no subcontracting opportunities, you may submit a blank list, by hitting the submit button without entering any firms. You will receive an email to confirm you submitted a
blank list.
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4) Once you add all of the firms who expressed an interest in or submitted a quote, bid, or response for this

project, you can review your List and delete any unneeded firms.

5) To do this simply click the button next to any firm name that you do not want on the List.

My Bidders List

Registered Bidders

Firm Name AZUTRACS Number Expiration Date
Remove | 1st Resource Solutions, LLC 10052 04/20/2019
Remove | 2 C's Freight Broker 10068 04/14/2019

Email Phone

bdomke@azdot.gov 555-555-5555

bdomke@azdot.gov 602-712-8552

6) When you are done working on your List or you can either save it to complete it at another time, or you can

submit the List.

a. Once you save, you will see the following message:

UTRACS Save Message .‘

Data has been saved successfully.

b. Once you submit, you will see the following message:

‘ UTRACS Save Message

You have successfully created a Bidder’s List. Please look for an email confirmation to be sent.

C.

You will also receive an email with your finalized Bidders/Proposers List for your records.

ADOT Business Engagement and Compliance Office
to me, ContractorCompliance «

Bidders/Proposers for this firm include:

Firm Name AZUTRACS #  Expiration Date  Email Address
1 Test Firm 16731 03/31/2023 (@yahoo.com
1299 Test 18138 03/29/2023 (@azdot.gov

Tue, Mar 31, 1:43 PM (21 hours ago) Y7 s,

Marissa’s Test Firm 3 Incorporated , AZUTRACS Number: 15872 has submitted a Bidder/Proposer list for T024701R on 03/31/2020 at 1:43 PM MST (UTC - 07:00).

Phone Number
999-111-3333
602-712-8273

d.
Bidders/Proposers Lists.

If you saved a Bidders/Proposers List and want to return to it, continue to Manage In-Process

Please note!! Only customer support can recall a submitted Bidders/Proposers List. Once a Bidders/Proposers List is
recalled it will be placed back in the “Continue an In-Process List” tab, the original submittal will be invalidated. Once
recalled, you or someone at your firm will be able to make modifications and resubmit the Bidders/Propsers List. The list
must be submitted again prior to the project specific deadline to successfully fulfill the Bidders/Proposers List

requirement. Contact us at (602)771-7761 or email Customer Support at AZUTRACS-Support@azdot.gov to request that

a submitted Bidders/Proposers list be recalled.
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Manage In-Process Bidders/Proposers Lists
If you have not created a Bidders/Proposers List yet, please see Create a New Bidders/Proposers List.

1) Once you have selected your firm click the “Continue an In-Process List” button and select the project that you

would like to continue a Bidders/Proposers List for.
a. You can begin to type in the name of the project once the dropdown has opened. This will help you find

the project quickly.

Bidders List

What would you like to do?

| Continue an In-Process List || Open a Submitted List

Please select a Project to create a New List:

Select an Option

2) Once you select the Bidders/Proposers List by project name, the “My List” section will appear below the

dropdown.

Bidders List

What would you like to do?

|_Create a New List || Continue an In-Process List || Qpen a Submitted List |

Please select an In-Process List

I: 2009-043 Full Service Construction Admin. [In Process] (meskridge@azdot.gov)

Please select an AZ UTRACS Registered Firm

Please add all firms who expressed an interest in or submitted a quote. bid, or response for this project.

|: Please select a Firm {0 add. v :| Add AZUTRACS Registered Firms
If a Firm is not yet AZ UTRACS Registered, add the firm information here. ADOT will send them a reminder to get AZ UTRACS Registered in the future.
Firm Name Email Address Phone Number
If your project has no subcontracting opportunities, you may submit a blank list, by hitting the submit button without entering any firms. You will receive an email to confirm you submitted a
blank list.
‘ My List
Project: 2009-043 - Full Service Construction Admin.
Registered Bidders
Firm Name AZUTRACS Number Expiration Date Email Phone

"A" Campany Portable 10000 07/08/2019 Orders@acoinc com 4806214860

Restroom, Inc

3) You can continue to add the AZ UTRACS registered and unregistered firms quickly and easily just as you did in
the Create a New Bidders/Proposers List section.

4) Submit your Bidders/Proposers List when you are ready, or continue to save and return to edit it until it is

complete to your satisfaction.

Open or Copy a Submitted Bidders/Proposers List
If you have not created a Bidders/Proposers List yet, please see Create a New Bidders/Proposers List.

1) Once you have selected your firm, click the “Open a Submitted List” button and select the project that you

would like to view the Bidders/Proposers List for.
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a. You can begin to type in the name of the project once the dropdown has opened. This will help you find
the project quickly.

Bidders List

What would you like to do?
| Create a New List || Continue a@

Please select a Project to create 3 New List:

@| Select an Option -

2) Once you select the Bidders/Proposers List by project name, the “My List” section will appear below the
dropdown. You won'’t be able to make changes, however, two buttons will be at the bottom of the page, Resend

Email and Copy Into New List.

a. Toresend the confirmation email, click .

b. To copy the List into a new List, click and new section will pop up. Select the project that
you would like to copy the Bidders/Proposers List to, and click

Bidders List

What would you like to do?

| Create a New List || Continue an In-Process List || Open a Submitted List

Please select an Active (Submitted) List:

|' T024701R Fourth St/Cedar Ave/lLockett Rd Roundabout [Active] (meskridge@azdot.gov) v |

™ Please select the project you wish to copy to:

| Select an Option

Initiate Copy

=)

Please note!! Only customer support can recall a submitted Bidders/Proposers List. Once a Bidders/Proposers
List is recalled it will be placed back in the “Continue an In-Process List” tab, the original submittal will be
invalidated. Once recalled, you or someone at your firm will be able to make modifications and resubmit the
Bidders/Propsers List. The list must be submitted again prior to the project specific deadline to successfully
fulfill the Bidders/Proposers List requirement. Contact us at (602)771-7761 or email Customer Support at
AZUTRACS-Support@azdot.gov to request that a submitted Bidders/Proposers list be recalled.

Page 28 of 36

Back to Top


mailto:AZUTRACS-Support@azdot.gov

Managing and Creating Solicitations

After you log in, hover over “Contract Compliance” on the menu bar and click “Solicitation Form” from the drop down
list.

Call us: 602.712.7761 | E-mail: AZUTRACS-Support@azdot.gov

AZ RACS'“ ey Search (DBE) Firm Directory | Log off
UT i
Arizona's Transportation Business Portal Register / Renew | Contract Compliance

Pre-Award:

Grant Firm Access

< Solicitation Form D
Bidders / Proposers List
DBE Affidavits
Post-Award:

Payment Reporting

Certified Payroll

1) Click “Start or Manage a Solicitation Form”

| - http://utracs.azdot.gow/BiddersList © ~ & l| | - - BECO UTRACS

Call us: 602.712.7761 | E-mail: AZUTRACS-Suppori@azdot.gov .

AZ UTRACS ﬂ"Nl Search (DBE) Firm Directory | Log off
Arizona's Transportation Business Por‘[al Register / Renew | Contract Compliance

Solicitation Form

* Access to Solicitation Form

 Start or Ma nage a Solicitation Form > The AZ UTRACS registration process requires a firm
to establish a Primary and Secondary contact. These
The Solicitation Form is a way for a Soliciting Firm to reach out to Recipient Firms to work together on federally funded two individuals have access to all aspects of AZ
transportation projects in Arizona. The Soliciting Firm is the firm sending out a request for bids or propesals via email. The UTRACS for that firm and may grant access for other
Recipient Firms are the recipients of the Solicitation Form emails from the Soliciting Firm. The benefit of the Solicitation Form firm employees to various sections of AZ UTRACS,
is that it can be used to contact firms for specific types of work that the Soliciting Firm would like to solicit bids or proposals including the Solicitation Form, as needed. Your firm
for, for a specific project, based on information that the Recipient Firms have provided on their AZ UTRACS firm profile. The profile will show the Primary and Secondary contacts.

Soliciting Firm will provide the project details and select criteria based on the type of work that they would like to subcontract
out. Once the Solicitation Form is submitted, the Soliciting Firm will receive email verification and get access to the list of the
recipients once the emails to the recipients are sent out; the Recipient Firms will be sent an email with the details about the

@ Search for Firm's profile
@ Start a Solicitation Form

project that the Soliciting Firm provided on the Solicitation Form. There will be a delay befween when the Solicitation Form is Firms that do not have an active AZ UTRACS
submitted and when the confirmation email is received; this is because AZ UTRACS support will review submitted registration may not submit a Solicitation Form until an
solicitations to ensure that the Solicitation Form is being used for the intended purpose as described within the disclaimer active AZ UTRACS Registration is established.

below.

Because the Solicitation Form leverages AZ UTRACS firm registrations, the Soliciting Firms can pinpeint specific types of
firms based on what the potential Recipient Firm's listed on their registration in addition to what the firm is currently certified
for. This includes types of work, certifications, the locations that the firm is willing to work within, and more. This form was
created to assist Soliciting Firm’s with quickly and effectively targeting firms that fit the type of work that they are interested in
pairing with on a project. Because this Form leverages active AZ UTRACS registrations, Soliciting Firms should encourage
any firm who contacts them about a project to register in AZ UTRACS. The emails generated by this Solicitation Form will not
be sent to firms who are not actively registered in AZ UTRACS. See who is registered in the AZ UTRACS directory.

A Solicitation Form may be submitted by any employee in a firm with the appropriate access to do so, as leng as the firm has
an active A7 UTRACS registration.* The use of this Form is not limited to prime contractors or prime censultants. See the box
on the right for more information about access

Once the appropriate access has been established, a firm employee can log into the AZ UTRACS system, quickly create a
Solicitation Form, and submit it for review. Solicitation Forms can also be saved and submitted at a later time so that a firm
employee can add to it over time as the project scope is refined. For convenience, the system also boasts the ability to copy
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2) Click after reading the acknowledgement and select your firm from the dropdown list. You can only
view firms that you are given access to as a Solicitation Form contact by the firm’s Primary or Secondary contact
or if you are the Primary or Secondary contact yourself.

Solicitation Form

Step 1: Select your Firm to start. Access to Solicitation Form

If you are the primary or secondary contact, you may
grant access to other firm employees within your
company, as needed.

Step 2: Select "Create a New Solicitation” to start a new solicitation. "In Process" solicitations are still editable and are
waiting to be sent. "Submitted” solicitations are not editable, but can be copied into a new solicitation.

Step 3: To save time, you can copy a previously submitted solicitation, which you can edit and submit as a new solicitation.
Note: Only AZ UTRACS-registered firms who have not opted-out of solicitation emails will receive solicitations.

@ Quick Tips for completing your Solicitation
Form

Flease select your Firm L]

3) Once you select your firm, a new section will appear where you can choose:
a. “Create a New Solicitation” to create a new Solicitation
b. “Continue an In-Process Solicitation” to view any of your incomplete Solicitations
c. “Open a Submitted Solicitation” to see or copy Solicitations that are already submitted.

If you don’t want to submit a new Solicitation and already have Solicitations created, go to either Manage In-
Process Solicitations or Open or Copy a Submitted Solicitation. Otherwise, continue reading the next section to
create a new Solicitation.

Solicitation Form

What would you like to do?

| Create a New Solicitation || Continue an In-Process Solicitation || Open a Submitted Solicitation

Please select a Submitted Solicitation:

Plsase select 8 Submitted Solicitation v

Create a New Solicitation

Did you already submit a similar Solicitation? See the Open or Copy a Submitted Solicitation to view or copy a previously
submitted Solicitation into a new one.

1) Once you have selected your firm, click the “Create a New Solicitation” button in the “What would you like to
do” menu then, select the project that you would like to create a Solicitation for.
a. You can begin to type in the project number or name once the dropdown has opened. This will help you
find your contract quickly. Please note!! The dropdown may appear blank; scroll or type to findthe
project.
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Solicitation Form

What would you like to do?

| Create a New Solicitation || Confinue an In-Process Solicitation || Open a Submitied Solicitation

Please select a Submitted Solicitation:

Please select a Submitted Solicitation r

2) Once the project is selected, a disclaimer will appear stating “You are about to create a new Solicitation Form,
press OK to continue.” Click “OK” to continue and the Solicitation details section will open.
a. Once the project has been selected, the top of the form will collapse and @ ® will appear under the
firm dropdown menu. You can reopen that section by clicking the buttons @ ©.

3) For the Solicitation Details, complete all the required asterisked (*) fields and any optional fields. This
information provides the recipient firms the necessary project details about the Solicitation.

a. Forthe “Project Status,” indicate whether the solicitation is “Pre-Award” or “Post-Award.”

b. Specify the “Project Bid/Proposal Due Date and Time” due to the agency advertising the project, such as
ADOT or the City of Phoenix.

c. Specify the “Date and Time Bids Due to Contractor/Consultant” which is the date and time that the
recipient firms need to respond to your Solicitation by.

d. Specify the designated Solicitation “Contact Person.” This is the person at your firm that will receive
responses from the Solicitation recipients firm and will be listed as the “From” address on the email that
the recipient firms receive.

e. Specify how the designated Solicitation contact person would like to be contacted (Phone and/or Email)

Solicitation Details - 2017-026 I17/Camelback Tl, Prep of DCR & Env Document w
* Required entry

* Project Status: * Project Bid/Proposal Date and Time:
® Pre-Award (Competitively Bidding/Proposing) 03/31/2020 3:21 PM
2 Post-&ward (Awarded Gontract)

* Date and Time Bids Due to Contractor/Consultant:
D3/310/2020 3:21 PM

* Project Contact Person:
Add Other Contact b

* Contact Name: * Email Address: * Phong Number:

* Preferred method of communication:
! Phone L Email

4) Complete the optional Bid Documents link section, if applicable.

a. The Bid/Proposal Documents section is for you to provide a link and message for the recipient firms to give
instructions on how to access those documents, if additional information is necessary for the recipient firms
to access the documents.

i. The link must be to a secure website, this means that the link must start with Https://.

Bid/Proposal Documents:
Provide link to website{must be https:) hitps:/iwana A

Provide custom message for bidiproposal document link:

Characters Remaining: 500
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5) Select a County/Counties.

a. The selection of a county does not exclude firms that are not located in the project county/counties. This
selection will affect results based on the county/counties that the recipient firms said they are willing to
work within. For example, if the project spans two counties, firms that indicated that they are willing to work
in one, the other, or both counties, will remain on the potential recipient list.

b. Please note!! If you decide to change the county after the intial selection, you will need to click the “Save
and Continue” button again to continue, however, your previous work will be saved.

6) Once you complete the Solicitation Form details, click | Zaveand Centinue | and the rest of the form will open.

7) Next, add and remove Search Criteria to create Result Sets using the Search Criteria section
a. The Search Criteria displays all of the options available for targeting specific firms, based on the
qualifications they say they have on their self-registration, or what they are certified for (based on their AZ

UCP certification records).

i. DBE/ACDBE/SBC — These check boxes will only select firms that are a DBE, ACDBE, or SBC. It does not
ensure that the firm is certified in the other criteria that you select. To target firms that are certified in
specific types of work, use the NAICS Code(s) and Description(s) section.

ii. Construction and Engineering Design & Professional Services Work Categories — These dropdowns will
select firms that said that they can perform that work on their self-registration.

iii. Firm Type — This dropdown will select firms that said that described their firms with that type on their
self-registration. This section can be useful when targeting firms that are prequalified, for example.

iv. NAICS Code(s) and Description(s) — This section applies to DBE and ACDBE certified firms only. This will
select firms that are certified in the work that is selected based on their Arizona UCP certification record

v. Goods and Services — This section is based on an open-text field on the firm self-registration, because of
that, results will vary. Type in the fewest letters possible, for example, “janitor,” which will pull all of the
items in the Goods and Services image below when you click | Find |. Use the results when you click | Find |
to guide you and help you refine the search for Goods and Services and apply the results when you are

ready.
Search Criteria
Helpful
Tips
DBE Construction Work Categories Firm Type Goods And Services Find
SELECT TO ADD - SELECT TO ADD -
ACDBE -
Engineering Desian & Professional Service Work Categoriss MAICS Code(s) and Description(s) |@|
: "
38C SELECT TO ADD v SELECT TO ADD -
Search Criteria Selections
Selected Engineering Selected Construction Selected Goods And Selected Firm Types: Selected MAIC S Codes and Descriptions:
Design & Professional Work Categories: Services:
Service Work Categories:
Create Search Result
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UTRACS System Message

List of matching Goods and
Services
Biohazard, Construction, Janitor
Commerical Janitorial Services
Janitorial
Janitorial Services
Janitorial, Construction Clean
Janitorial, Transport, Home Care
tool & janitorial sales

T

8) The Search Criteria Selections section acts as a staging area for you to view, add, and remove criteria for building

a single Result Set. More information on Result Sets below. When you select an item from the Search Criteria, it

“,n

will show up in the Search Criteria Selections. To remove an item, click on the black “x” next to it.

Search Criteria
Helpful
Tips
O pBE Construction Work Categories Firm Type Goods And Services A
SELECT TO ADD - SELECT TQ ADD -
) ACDBE —
Engineering Design & Professional Service Work Categories MAICS Code(s) and Deseription(s) |@|
(m] o
- 58C SELECT TO ADD - SELECT TO ADD -
Search Criteria Selections
Selected Engineering Selected Construction Selected Goods And Selected Firm Types: Selected NAICS Codes and Descriptions:
Design & Professional Work Categories: Services:
Service Work Categories:
Q 3¢ Trucker Q 3¢ 484220 - Gravel hauling, local
Create Search Result

9) Once you add your Search Criteria, click | Greate search Resutt |. You will see a Result Set pop up in the Criteria Result
Section more on the Criteria Result and Result Set sections below.

10) The Criteria Result section includes the County/Counties, the Total Number of Firms, and the Result Set(s).

a.

The County/Counties selected on the Solicitation Detail Section for where the project is located will appear
here.

Total Number of Firms is the number of firms that the entire Solicitation will reach. If a single firm fits into
two or more of the Result Sets, that firm will only be counted and emailed once. For this reason, the Result
Set "Number of Firms" totals may not add up to the "Total Number of Firms."

Result Sets show you how many firms meet the criteria you selected for that specific result set. You should
use the least amount of criteria possible in each result set. All the criterion that you put into a Result Set
work together. This means that if you select “DBE”, a NAICS of “484220 - Gravel hauling, local”, and a NAICS
of “484220 - Sand hauling, local” it will search for firms that meet ALL three of those criterion. In general,
fewer selections is better.

You can edit and delete individual result sets at any time. There is no limit to the number of Result Sets you
can add.
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* Criteria Result

County/Counties Total Number of Firms
Statewide a @

Result Set No 1

Number of Firms: 8

Selected Selected Engineering Selected Construction Goods And Selected Firm Sel es
Certificati Design & Professi | Work Categories: Services: Types: and Descriptions:

Service Work Categories:
DBE 454220 - Gravel hauling, local

454220 - Sand hauling, local

11) Solicitation Message: This section is designed for the Soliciting firm to provide further information to the
recipients about the project or any instructions on obtaining necessary documents. For example, some firms
have open houses and want to encourage firms to attend them by using this message.

* Solicitation Message

Characters Remaining: 2000

12) When you are done working on your Solicitation form you can:
a. “Save” which will save the Form so you can return to complete it at another time
b. “Submit for Approval” which will send the Solicitation to AZ UTRACS support for review
a. “Preview” which will display the email that the recipient firms will receive
b. “Delete” which will delete the the form.

13) Once submitted, the Solicitation form will be sent to AZ UTRACS Support for review. Because Solicitations can be
sent to a lot of recipients, customer support reviews submittals for spam or inappropriate messages to protect AZ
UTRACS firms. More information is available in the disclosures on the Solicitation Form page. Please note!! Once
a Solicitation is approved, it cannot be recalled.

14) When the Solicitation review is complete and approved, the Primary and Secondary contact for each of recipient
firm will be sent an email with the details of the Solicitation. The firm that sent out the Solicitation will receive a
confirmation and a link with instructions about how to retrieve the list of recipients.

Manage In-Process Solicitations
If you have not created a Solicitation yet, please see Create a New Solicitation.

1) Once you have selected your firm click the “Continue an In-Process List” button and select the project that you
would like to continue the Solicitation List for.

a. You can begin to type in the name of the project once the dropdown has opened. This will help you find
the project quickly.
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Solicitation Form

What would you like to do?

e L
-
1 “ | Continuz an In-Process Solicitation || Open a Submitted Solicitation
Please select 3 5Ubmitted Solicitation:
@ Please select a Submitted Solicitation T

2) Once you select the Solicitation by project name, the rest of the Solicitation Form will appear below the
dropdown.

3) You can continue to add Result Sets and project details quickly and easily just as you did in the Create a New
Solicitation Form section.

Submit your Solicitation Form when you are ready, or continue to save and return to edit it until it is completed to your
satisfaction.

Open or Copy a Submitted Solicitation and/or View Solicitation Recipients
If you have not created a Solicitation yet, please see Create a New Solicitation.

1) Once you have selected your firm, click the “Open a Submitted List” button and select the project that you
would like to view a Solicitation Form for.

a. You can begin to type in the name of the project once the dropdown has opened. This will help you find the
project quickly.

Bidders List

What would you like to do?

| Create a New List || Continue a@ Open a Submitted List

Please select a Project to create a New List:

| Selectan Option v

2) Once you select the Solicitation Form by project name, the entire Solicitation section will appear in below the
dropdown. You won’t be able to make changes, however, four buttons will be at the bottom of the page,
“Preview”, “Copy Into New Solicitation,” Export Recipients,” and “Resend Email.”

To preview the email that was sent to the recipient firms, click

To copy the Solicitation into a new project or to resend another Solicitation for the same project, click
| Copy Into New solicitaton | , and a new window will pop up. Select the project that you would like to copy the
Solicitation to, and click | iiesiviaee:

c. Toresend the confirmation email, click | Resend Email

Please note!! You can send multiple Solicitations for the same project. Use the project dropdown to determine which
Solicitation is which. The project list is sorted, newest to oldest, for your convenience. You can also see the status of the
Submitted Solicitations. “Submitted” means that it is pending review, “Approved” means that the emails were sent.

Please select a Submitted Solicitation
Please select a Submitted Solicitation

FO00201C Rain Valley Wash Bri MITTED] Created by Jasongillmore@yahoo.com last updated on 3/26/2020 7:19:22 AM
HO05701 79TH AV PARK & RJOE [APPRCOVED] Cyeated by Jasongillmore@yahoo.com last updatad on 3/24/2020 5:55:46 AM
HODS701 79TH AV PARK & RINE [SUBMITTED] Zreated by Jasongillmorei@yahoo.com last updated on 2(25/2020 2:17:06 PM
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Let us help!
Call us at the BECO office at (602) 712-7761 or

Email us at AZUTRACS-Support@azdot.gov
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