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1. Introduction 
 

This document describes the contract specific payment reporting activities that can be performed by the 
IL CEI prime supplier in the new supplier diversity management portal. 

2. Prerequisites 
 

• Assignment of contracts 
• Enabling of specific periods for payment reporting 

 

3. Key Workflow Actions 
 

3.1 General 
 

• Login into the portal by using the URL: https://supplierdiversitymanagementportal.illinois.gov/ 
 

 

 

• Once logged in, in the top banner, click on the supplier display name to access the following 
features: 

o Prime supplier profile (accessible by clicking the <Supplier Display Name> - View and 
update the profile details as applicable in the resultant “Non-Certified Supplier” page 

https://supplierdiversitymanagementportal.illinois.gov/
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o Messages (accessible by clicking the “Messages” menu item) - View and respond to 
received messages in the resultant “Messages” page 

o Notifications - (accessible by clicking the “Notifications” menu item) – View the list of 
notifications and associated details 

o Support – Contact Information (accessible by clicking the “Support” menu item) 
 View the portal support team contact information details (phone number and e-

mail ID) 
  Submit queries by using the “Support Form” feature 
 View and download the user manual and training video by using the “Manuals & 

Trainings” feature 
o Manuals & Trainings - View and download the user manual and training video 
o Support Form - Send queries to the portal support team on portal and business workflow 

features 
o User Settings – View and update the user name, company and contact person e-mail IDs, 

and create and delete additional user profile record 
o Change Password – Replace the current password with a new password and also view the 

last password change date and timestamp details 
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3.2 Dashboard Metrics 
 

In the Dashboard, you can view the compliance specific various measures and associated metrics counts. 
Also, by clicking on the metrics counts, you can access the list of associated compliance records. 
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3.3 Contract Center 

3.3.1 Contracts 
 

• In the left-hand side-bar menu, click on the “Contracts” sub-menu item under the “CONTRACT 
CENTER” menu to access the “My Contracts” page. 

• In the “My Contracts” page, you will be presented with the list of contracts with which you are 
associated and also a provision to search for specific contracts based on various columns. 

• In the contracts list, you can access a specific contract’s details by clicking on the associated 
contract name link. Also, you can access straightaway the contract details, subcontract payment 
goal details, and prime and subcontractor payment details by clicking on the respective icons 
associated with the contract. 

• Upon clicking the contract name link or the “Contract Details” icon, you will be navigated to the 
contract details <Contract Name> page wherein you can perform the following activities: 

o view contract summary details 
o view some additional contract specific details 
o view your contact details and also any prior mapped prime supplier contact details 
o view purchasing entity contact details 
o view change orders 
o view created and linked task orders 
o view mapped/requested/removed subcontractors and associated subcontracting 

payment details 
o view and download associated contract documents and also upload contract documents 

by using the “Add Document” option 
o view the comments given on the contract and also add a comment by using the “Add 

Comments” option 
o view the contract activity history details 
o view the subcontract payment goal percentage set for the contract and also track the 

subcontracting payment goal compliance progress by clicking on the “View Goals” option 
o view the consolidated period-wise payment details (IL CEI to the prime supplier and from 

the prime supplier to the subcontractor) and also report payment details for specified 
periods 

o view the abridged version of the created contact record 
o view the performed compliance audit details on the contract 
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3.3.1.1 Subcontracting Goals 
 

• You can view the subcontracting goal details for the associated contract and also track 
subcontracting payment goal compliance goal progress by clicking the “View Goals” option in the 
“Contract Details: <Contract Name> page.  

• In the resultant “Goal Setting:” <Contract Name> page, you will be presented with 2 tabs namely 
“Goal Setting” and “Goal Tracking. 

• Goal Setting tab – In this tab, you can view the subcontracting goal details for the associated 
contracts. 

• Goal Tracking tab – In this tab, you can generate the subcontracting payment goal compliance 
report for specific goals associated with the contracts. 
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3.3.1.2  Payments 
 

• Either click on a contract name link in the list of contracts and then click on the “View Payments” 
menu under the “Actions” option in the “Contract Overview” section or click on the “View 
Payments” icon associated with a contract record. 

• In the resultant “Contract Payments: <Contract Name> page, view the consolidated payment 
details for various payment reporting periods (year and month combination) for self (IL CEI to 
prime supplier) and subcontractors (prime supplier to subcontractors) under the “Payment 
Summary” tab. 
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• Click on the “Report Subcontractor Payment” tab to view and update the previously provided 
payment details or to provide new payment details for various payment reporting periods (year 
and month combination). Please note that only for those payment reporting periods that are 
marked applicable by IL CEI, can you report the payments. 

• You can also import bulk payment details records for the associated subcontractors by using the 
“Import Payment” option. 

• You can specify the payment amount that you received from the IL CEI for the specified period. 
• By clicking on the “Add New Payment Entry” button, you can provide the payment details for a 

subcontractor. 
• You can choose a subcontractor from the dropdown list associated with the “Subcontractor” 

column for payment reporting. 
• Upon choosing a subcontractor, associated details such us the diversity type and purchasing entity 

will be shown automatically. You need to choose the NIGP code, provide a payment reference 
number, paid amount, date of payment, upload document to evidence the payment. 

• It is to be noted that after 50 records have been created, you can create new records only through 
a side panel and update the payment records there also. 

• Upon submitting the payment details, you can update or delete the payment record till you are 
allowed to do so as part of the payment reporting process.  

• Till the payment is verified by the subcontractor, the payment record will be marked with a Red 
tick mark. 

• After the successful payment verification by the subcontractor, the payment record will be 
marked with a green tick mark. You can view the subcontractor payment verification details by 
clicking on the green tick mark icon which then results in the display of the “Payment Verification” 
page in read-only mode. Whenever an update is made to a verified payment record, it needs to 
be verified by the corresponding subcontractor again. 

• Once a payment record is submitted, you can update or delete it as long as the payment reporting 
window remains open. 

• By clicking on the “Report” icon associated with the “Reporting Period” field, you can generate on 
demand payment reports for the chosen reporting period or any specific combination of reporting 
periods (year and month combination) and also export the resultant report output in Excel file 
format. 

• In addition, you can generate the payment-based on-demand reports for various reporting 
periods (year and month combination) through the “Reports” submenu item under the 
“CONTRACT CENTER” menu. 
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3.3.1.3 Audits 
 

• By clicking on the “Audits” submenu option under the “Actions” menu, you can access the list of 
compliance audit records associated with the contract and also search for a specific audit record. 

• By clicking on the “Audit Summary” icon, you can view the audit details. 
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3.3.2 Reports 
 

• By clicking the “Reports” submenu option under the “Contract Center” menu, you can generate a 
specific period (year and month combination) based subcontractor payment report in the 
resultant “Payment Report” page. 
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