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1 INTRODUCTION

The purpose of this document is to provide instructions to Federal Contractors who will certify
and (when applicable) submit Affirmative Action Programs (AAPs) to the Department of Labor
(DOL) / Office of Federal Contractor Compliance Programs (OFCCP) through the OFCCP
Contractor Portal.

2 PURPOSE & SCOPE

The U.S. Department of Labor’s (DOL) Office of Federal Contract Compliance Programs
(OFCCP) protects workers, promotes diversity, and enforces the law. OFCCP has authority
under three laws: Executive Order 11246, as amended; the Vietnam Era Veterans’
Readjustment Assistance Act of 1974, as amended; and Section 503 of the Rehabilitation Act of
1973, as amended. Pursuant to these laws, OFCCP holds those who do business with the
federal government responsible for complying with the legal requirement to take affirmative
action and not discriminate based on race, color, sex, sexual orientation, gender identity,
religion, national origin, disability, or status as a protected veteran. In addition, contractors and
subcontractors (hereinafter referred to collectively as “contractors”) are prohibited from
discharging or otherwise discriminating against applicants or employees who inquire about,
discuss or disclose their compensation or that of others, subject to certain limitations.

Contractors that meet certain contract dollar and employee thresholds have an obligation to
develop and maintain Affirmative Action Programs (AAPs). The Contractor Portal is a secure
portal for submission of AAPs during reviews/investigations as well as a tool to monitor
compliance with the AAP requirements.

OFCCP designed the Contractor Portal to increase contractor compliance by creating an annual
certification process.

122 N 3 OFCCP Contractor Portal User Guide for

mcp Contractors



Federal Contractors must create an account through the OFCCP Contractor Portal and set up
their Company Profile (Parent and/or Establishments) before they can submit an AAP
Certification.

Please follow the steps below to register your company through the OFCCP Contractor Portal:

1. Open your web browser and enter the following in the address bar:
(Contractor Portal Home page)

2. The OFCCP Contractor Portal Home page will display (see Figure 1).

If this is your first time using the OFCCP Contractor Portal, click the “Create Account”
button. Returning users will click the “Sign In” button, as described in Section 4.1.

—
COMTRACTORPORTAL DOL.COV m

HOME COMPLIANCE ASSISTANCE SUPPORT - L

— —_—

The OFCCP
Contractor Portal

Frotecting Workers, Promoting Diversity, and
Enlorcing the Law

LN

Figure 1: Sample of the “OFCCP Contractor Portal Home” page

4. You will be re-directed to Login.gov. Login.gov provides a simple, secure, and private
way for the public to access participating government websites and applications,
including the OFCCP Contractor Portal.

5. Securely sign in using your Login.gov credentials. If you do not have a Login.gov
account, you will need to create a Login.gov account to access the OFCCP Contractor
Portal. Information on how to create a Login.gov account can be found on the Login.gov
website at: (How to create an Login.gov account). Follow Login.gov’s two- factor
authentication process for secure sign in.

6. After successfully signing in with your Login.gov credentials, click “Agree and Continue”
to enter the OFCCP Contractor Portal (see Figure 2).

4 OFCCP Contractor Portal User Guide for
Contractors



https://contractorportal.dol.gov/
https://www.login.gov/create-an-account/

(s
D LOGIN.GOV @J

=

V)

Continue to OFCCP Contractor
Portal

we'll share vour information with OFCCP Contractor Portal
to connect your account.

® Email address
examplesample85@gmail.com

Add a second authentication method. You will have to
delete your account and start over if you lose your only
authentication method.

_]

Figure 2: Sample of the “Login.gov” page

7. As anew user, you will be directed to the OFCCP Contractor Portal Welcome Page (see
Figure 3: Sample of the “Welcome to the OFCCP Contractor Portal” page). Click the
“Get Started” button to continue to the Rules of Behavior.

-

OFCCP
Welcome to the OFCCP
Contractor Portal

The OFCCP Contractor Portal is a secure web-based platform created to
improve communication and the transfer of Affirmative Action Program (AAP,
data between Federal Contractors and the Office of Federal Contract

Compliance Programs.

Figure 3: Sample of the “Welcome to the OFCCP Contractor Portal” page
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8. The next page will display the Rules of Behavior. Once you have read all the rules,
check the acknowledgement box and click “Continue” (see Figure 4).

OFCCP
Rules of Behavior

The system you are about to enter will allow you to submit your organization’s certification(s) for its Affirmative
Action Program(s) (AAP) or Functional Affirmative Action Program(s) (FAAP) with the Office of Federal Contract
Compliance Programs. This system will also allow contractors scheduled for compliance evaluations to submit
AAPs. The Department of Labor (DOL) is strongly committed to maintaining the privacy of personal information
and the security of its computer systems. With respect to the collection, use and disclosure of personal
information, DOL makes every effort to ensure compliance with applicable Federal law, including, but not
limited to, the Privacy Act of 1974, the Paperwork Reduction Act of 1995, and the Freedom of Information Act.
None of your information will be sold to third party vendors or operators of mailing lists.

As a user of the Contractor Portal, | understand that | am personally responsible for my use and any misuse of
my user account and password. | understand that by accessing a U.S. Government information system that |
must comply with the following requirements:

1. I must safeguard the information to which | have access at all times.

2. The Contractor Portal is intended for official government use only. This means
that:

© | may NOT use this computer system to prepare and/or submit responses
containing false, inaccurate, or misleading information designed to test the
Contractor Portal's functions or features; and

o Itis my responsibility to submit information that is truthful and accurate.
Knowingly furnishing false information in the preparation of this response
and any supplement thereto or to aid, abet, or counsel anotherto do sois a
federal offense under 18 U.S.C. 2, 1001.

II acknowledge the Rules of Behavior

Figure 4: Sample of the “Rules of Behavior” page

9. The next page displays the “Educational Institution Screening” question (see Figure 5).
Select “Yes” or “No” to the question “Are you accessing the system as a representative
of an educational institution?” and click “Continue.” Note: If you selected “Yes,” please
see Section 3.1 for steps on how to continue to register as an educational institution.
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Educational Institution Screening

Are you accessing the system as a representative of an
educational institution?

O Yes
O ne

)
[:1]
A~
=

Figure 5: Sample of the “Educational Institution Screening” page

If you answered “No” on the above Educational Institution Screening question and are
not registering as an educational institution you will be directed to the User Authorization
screen as illustrated in Figure 6.

.
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OFCCP
User Authorization

Enter the following unique identifiers as part of your account création process

Employer Identification Number (EIN] () *

500460326

Headquarter/Company Number @

019492

want to regrster a company not found in

Establishment/Unit Number (B the System

019452

OFCCP
User Authorization

Enter the following unique identifiers as part of youwr account creation process.

Employer Identification Number (EIN) (B *

655341234 Identifiers Mot Found Path

Headguarter/Company Number

@ | weant to register a company not found in

Establishment,/Unit Number (B the system,

=
21
™
=

Figure 6: Sample of the “User Authorization” page
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10. You can take either of the following paths:

a) ldentifiers Known Path: Provide all the following: (1) Employer Identification
Number (EIN), (2) EEO-1 Headquarter/Company Number (6 or 7 characters), and
(3) EEO-1 Establishment/Unit Number (6 or 7 characters). Providing all three
identifiers may allow you to access information about your company. After entering
this information, click “Continue.” If the system finds your information you will be
directed to the “Edit Parent Company” page. If the system does not find your
information, follow the instructions in step “b” immediately below.

b) Identifiers Not Found Path: If your Headquarter/Company Number and
Establishment/Unit Number are not found in the system, click the checkbox “I want to
register a company not found in the system.” and enter only your Employer
Identification Number (EIN). Click “Continue.” You will be directed to the “Create
Parent Company” page (see Figure 10).

After entering the required information, you will either be directed to verify and edit the
information found for your company, or to enter your Parent Company information to
create the Company Profile in the OFCCP Contractor Portal.
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11. If a company record is found, the screen will display pre-populated data as illustrated in
Figure 7. Confirm your Parent Company’s Legal Business Name, Parent Name, DUNS
Number, and NAICS Code. Review and update Parent Company Information as
necessary and click “Save.”

Edu‘ Parent Cumpan}r Testﬂompany

Camspany infermatin -

Figure 7: Sample of the “Edit Parent Company” form

To edit the saved Parent Company information, click on the “My Company” (see Figure
8) icon on the left side of the page to view the Edit Parent Company screen (see Figure
9). Scroll down and click “Edit Company” to update the fields accordingly and save your
changes.
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# TestCompany
Dashibosd
- Pargerl Kame (A repomed on the TeCompany
Wanapge Establishenenin EEQ-1 Report)
o FundBionasl Business
Uinits. Company 1D 018493
] Data Univorsal Humberieg System 235159245
Bly Campany (DUNS)
F 1 Mtk Aerican industsy 113310
L Clasification System (MAICS)
EIN Huimbsr SODEOEIG
MHumber of Eftablishments cr &
Funclional /Busiress Units
Facility Status pen
First Ko Autol reatid
Last Name Liser
Email AutoAdmard@gmail.oom
Estabdshimnnils of Funchonal/Busanass Linis
| + Add Mew Establishment or Functisnal/Business Uait | | Edit Company |

Figure 8: Sample of the “My Company” page

Edit Parent Company TestCompany

Company Infeamatisn -

Legal Busines Hame

TestCompasry

Pargnil Mameg s mpored on the EED-] Report] *

Ve st iy

Company IB "
oL
Thirh i the & o Tcharacter Headquares Mumier according 5 your EEQ- 1 repart
frata Usverial Numbering Syatem {usis) *
JIB159146G
The CUNS sumber for the Contracion Organization
torth American |ndustry Classification System (HAICS) *

1LZ2R0 I37)

Tk MAICS fickd can not be null and must be selected frosm the scarch. You cam seasch by the E-digit value or the Code e

Figure 9: Sample of the “Edit Parent Company” page
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12. If you selected “Identifiers Not Found,” you will be directed to the “Create Parent
Company” page (see Figure 10).
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Create Parent Company

Company Indoremation

Figure 10: Sample of the “Create Parent Company” page

13. Enter up-to-date Parent Company information. Click “Save” to confirm your information.

Note: For Parent Companies in U.S. Territories, with a Company ID that start with the
prefix “TERR?”, enter the prefix TERR followed by the 6 or 7 character numbers in the
“Company ID” field.

3.1 EDUCATIONAL INSTITUTIONS REGISTRATION

Educational Institutions can register through the OFCCP Contractor Portal by using their
Integrated Postsecondary Education Database (IPED) Unit Identification and Employer
Identification Number (EIN). After you have completed the initial Login.gov sign-in, viewed the
Welcome page, and acknowledged the Rules of Behavior (see Section 3), you will be directed
to the “Educational Institution Screening” page.

1. Select “Yes” to the question, “Are you accessing the system as a representative of an
educational institution?” Click “Continue” (see Figure 11).

A 13 OFCCP Contractor Portal User Guide for
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OFCCP
Educational Institution Screening

Are you accessing the system as a representative of an
educational institution?

O o

Figure 11: Sample of the “Educational Institution Screening” Page

2. You will be directed to the “User Authorization” page. Enter the following: (1) Employer
Identification Number (EIN) and (2) Integrated Postsecondary Education Database
(IPED) Unit Identification and click “Continue” (see Figure 12).

User Authorization

Enter the following unigue identifiers as part of your account creation process.

Employer Identification Number (EIN) & *

Integrated Postsecondary Education Database (IPED) Unit
Identification &

Figure 12: Sample of the “User Authorization” page for Educational
Institutions
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3. You will be directed to the “Create Parent Company” (see Figure 13).

Create Parent Company
‘Company Information

Figure 13: Sample of the “Create Parent Company” page for Educational Institutions

4. Enter the Parent Company information for the Educational Institution, scroll down and
click “Save.” You will be redirected to the Dashboard. A confirmation message will be
displayed stating the Parent Company record has been created (see Figure 14).

_
[ashboard 0 Parerd Comparry Ecucol Test Mot A B fifudion kas been created
tanage £ r-l-\. shments ‘Jasnhﬂard
or Functional /Durrseas
— ick Link
o AAP Certification ek e
. it an AAF tification k
by € ampar S
1 Extabdish F

Figure 14: Sample of the “Confirmation Message”
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3.2 UPDATE RECORDS

You can also edit information for establishment(s) or functional/business unit(s) by accessing
the “Manage Establishments or Functional/Business Units” icon on the left side of the page (see
Figure 15), updating fields, and saving your changes. This is the end of registration.

e Manage Establishments or Functional/Business Units
- B NOT A REAL COMPANY

Manage Establishments
or Functional/Business

Units Action
A ‘ -- Select action - <
My Company
-
Users
EstahEushment ‘." a Establishment or G (s Point of Certification .
(] Functional/Business Unit Name . N . reported on the EEO-1 Actions
N Functional/Business Unit ID Contact Status
Report)
W] NOTA REAL COMPANY 6532123 B NOT A REAL COMPANY T.Doe Mot Certified
[ | Tester Tester [ NOT A REAL COMPANY | X.CO Not Certified
] YYY NOT A REAL COMPANY 6561639 B NOT A REAL COMPANY S. Doe Not Certified

Displaying 1 -3 of 3 establishments or functional/business units

Figure 15: Sample of the “Manage Establishments or Functional/Business Units” page
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3.3 ADDING ESTABLISHMENT(S) OR FUNCTIONAL/BUSINESS

UNIT(S) RECORDS

To add establishment(s) or functional/business unit(s) to a Parent Company record perform the

following steps:

1. Click on the “My Company” tab on the left navigation menu. On this page you will see

the Parent Company information you entered (see Figure 16).

o
m COMTRACTERPORTAL D00 L0

. XYZ Example Company

= P W (5 g O] b e 1T Exarapia (oo
e WED | Repgay
B
Company D
'] Dy Univarn Mumbaring Sy
My Loy e

& Wt A N

¥ rIa————)

LI Rty

Murmies i §aaats ST or
Fuscmonal Tlosineun Urdt

Ty e

Lant Karms

I eisbiizhunan o FuncBomaiFlesrons sy

l + Al Meprw L1kl hrvmit oo

wections Buseas Usit | [ L84 Campeny ]

Figure 16: Sample of the “Parent Company Information” page
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2. Scroll down and click “+Add New Establishment or Functional/Business Unit.”

3. Complete the form titled “Create Establishment or Functional/Business Unit” (see Figure
17).
Note: For establishments in U.S. Territories, with establishment IDs that start with
the prefix “TERR”, enter the prefix TERR followed by the 6 or 7 character
numbers in the “Establishment or Functional/Business Unit Number” field.

4. Click “Save.”

Create Establishment or Functional/Business Unit

Lemmpany Infarmslan -_—

Figure 17: Sample of the “Create Establishment or Functional/Business Unit” form
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5. You will be redirected back to the “My Company” page. A confirmation message will be
displayed at the top of the page informing you that the Establishment or
Functional/Business Unit has been created (see Figure 18).

a
e e YRL NOT A REAL COMPANY
T e TestCompany
e .. Pasent Hasmes (34 Fepested
l_ ) ;.'l;lpil.rlll- .

Data Unieerss] Humbering 15415905
Sysbem (UM

Horth American Indatiry
Elmilication Sysem
AN

EiM Husiksst

Hurmbser ol
Lalatlaharienis o
Fenchmpnal Bupness Ly
Facibty Satu

Fing Mame

Lt Mamic

Emasl

Figure 18: Sample of the “Confirmation” message

6. Scroll down the page to view the list of “Additional Establishments or
Functional/Business Units” (see Figure 19). Verify that the establishment or
functional/business unit is saved, and the information is accurate.
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lishmeants ar Fu
=+ Add Wew Establishment or Functional/Business Unit ] [ Edit Company
H Estabdishrment or Functional/Business Unit
Establishment or Establishment or :::“t N"“I
Functional[Business Functional/Business on the EEQ-1 Assignees | FTEs | POCEmail Status Actions
¥ i :
Unit Hame Unit 1D Report)
TesiCor 019492 | AutoAdmin@gmail e m
MY Il Ay taAdmin@gmailoom Certified
Additional Establishments or Functional/Business Units
Establishment or Establishment or Paret Hamse
Functional/Business Functional/Business rﬂul T Assignees | FTEs | POC Email Status Actions
Unit Name Unit D
Report]
V] L Mot
Cenbral TeACompany 334263 (1] AutaAdmin@gmailoom i
TestCompany Certified
East TestCompany 134846 A 10 | AutoAdmin@gmaileom | o
TestCompany e Certified
i cottes | [ ]
Horth TestComaany 30482 1 AutaAdmin@gmailoom . m
TestCompany Certified
l . . Hot
South TestComparny 821832 10 | AutoAdmin@gmailloom
TestCompany Certified
West TestCom 0DBETT a 10 | AutcAdmin@gmail g
oy utoAdmin@gmailoom e
Ry TestCompany B Certified

Figure 19: Sample of the “Additional Establishments or Functional/Business Units” list
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4 ACCESS FOR REGISTERED USERS
4.1 SIGN IN

For registered OFCCP Contractor Portal users, follow the steps below to sign in:

7. Open your web browser and enter the following in the address bar:
(Contractor Portal Home page)

W Syi il el i O L b s o

ﬁ CONTRACTORPORTAL D108 GOV

H COMPLAMOT AASri Tt | AUFROET [

The OFCCP
Contractor Portal

Froded L g fiorheis, Prermoting Diven ity, and

Enforing the Law

Figure 20: Sample of the “OFCCP Contractor Portal Homepage”

8. Click on the “Sign In” button (see Figure 20) in the top right corner and enter your
Login.gov account username and password to sign in with Login.gov.

9. You will be re-directed to the “OFCCP Contractor Portal Dashboard” page, where you
can access company information on the left navigation panel (see Figure 21).

ﬁ CONTRALTORFORTAL D00 (i
. Dashboard
i e AAP Certification e
!. [ ;- F

Figure 21: Sample of the “OFCCP Contractor Portal Dashboard” page
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4.2 SIGN OUT

To sign out of the OFCCP Contractor Portal, select the “Sign Out” link on the top right-hand side
of the page (see Figure 22).

L

)
m CONTRACTORPORTAL DOL GOV

Figure 22: Sample of the “Sign Out” link
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5 CERTIFICATION

The “AAP Certification” tile on the “OFCCP Contractor Portal Dashboard” (see Figure 23) is
where you will begin the certification process. Click “Begin Form” to get started.

iy

ﬁ 0 N TR TORPORTAL
. Dashboard
- . AAP Certification Quicks Links

i Begin Farm

Figure 23: Sample of the “AAP Certification” tile

5.1 CERTIFICATION QUESTION AND DECLARATION STATEMENT

5. Select the response that best describes the AAP status for the establishment(s) or
functional/business unit(s) that you would like to certify (see Figure 24).

1. Entity has developed and maintained affirmative action programs at each
establishment, as applicable, and/or for each functional or business unit. See 41
CFR Chapter 60.

2. Entity has been party to a qualifying federal contract or subcontract for 120 days
or more and has not developed and maintained affirmative action programs at each
establishment, as applicable. See 41 CFR Chapter 60.

3. Entity became a covered federal contractor or subcontractor within the past 120
days and therefore has not yet developed applicable affirmative action programs.
See 41 CFR Chapter 60.

Note: Covered contractors must develop an AAP within 120 days of entering a
federal contract or subcontract. New contractors who select option three (3) will
have 90 days from the development of their AAPs to access the Contractor Portal
and update their certification.

23 OFCCP Contractor Portal User Guide for
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Step 1 of 2: Certification Question and Declaration
Statement

Certification Question =

The contractor represents that:

1. Entity has developed and maintained affirmative action programs at each establishment, as applicable, and/or for each functional er business
unit. See 41 CFR Chapter 60.

O 2. Entity has been party to a qualifying federal contract or subcontract for 120 days or more and has not developed and maintained affirmative
action programs at each establishment, as applicable. See 41 CFR Chapter 60

O 3. Entity became a covered federal contractor or subcontractor within the past 120 days and therefore has not yet developed applicable
affirmative action programs. See 41 CFR Chapter 60

Note: Covered contractors must develop an AAP within 120 days of entering a federal contract or subcontract. New contractors who select
option three (3) will have 90 days from the development of their AAPs to access the Contractor Portal and update their certification.

AAP Coverage Period =

Enter the start date of your currently maintained AAP. The calculator will generate the end date.

Start Date *

‘ mm /dd /yyyy [m] ‘

End Date

‘ mim /dd /yyyy ‘

Note: AAP Coverage Periods follow a 12-month cycle.

Declaration Statement =

The contractor represents that:

| attest that this Affirmative Action Program (AAP) certification is true and correct to the best of my knowledge. | understand that the penalty for
making false statements with respect to this certification is prescribed in 18 U.5.C.1001.

D | affirm this declaration *

Figure 24: Sample of the “Certification Question & Declaration" page

¢ |If you select certification statement 1, enter the start date of your currently maintained
AAP in the “Start Date” field in the AAP Coverage Period section. You are required to
enter a coverage period Start Date when certification statement 1 is selected.

e The End Date field is read only and auto populated 1 year from the selected Start
Date.

e You can only select a Start Date that is up to 1 year in the past from the current date.

o If you select certification statements 2 or 3 the AAP Coverage Period date is not required
and the Start Date and End Date fields will be greyed out and un-editable.
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Step 1 of 2: Certification Question and Declaration
Statement

Certification Question -

The contractor represents that:

@ 1. Entity has de

unit. 5ee41 CFF

O 2. Entity has been parl

action programs at eac

d and maintained affirmative action programs at each establishment, as applicable, and for for each functional or business

a qualifying federal contrac
stablishment, a5 applicab

or subcontract for 120 days or more and has not developed and maintained affirmative
& 41 CFR Chapter G0,

O 3. Enti ity became a cow d federal contractor or subcontractor within the past 120 aays and therefore has not et developed ipph:.\:lé
affirmative action programs, See 41 CFR Chapter 60

Hote: Covered contractors must develop an AAP within 120 days of entering a federal contract or subcontract. New contractors who select
option three (3] will have 90 days from the development of their AAPs to access the Contractor Portal and update their certification.

AAP Coverage Perlod -

Enter the start date of vour currently maintained AAP. The calculator will generate the end date.
Start Date "

04/10/2023 a

End Date

D4/09 /2024
Hote: AAP Coverage Periods follow a 12-manth cycle
Declaration Statement =

The contractor represents that:

that this Airmative Action P

() 1 affiern this declaration *

Figure 25: Sample of the “Certification Question & Declaration"” page

6. Read the “Declaration Statement.” Affirm that the information you are submitting is true
and correct by selecting the checkbox “I affirm this declaration.”

7. Once you have selected your certification response and affirmed the declaration, select
the “Continue” button.

5.2 ESTABLISHMENT(S) OR FUNCTIONAL/BUSINESS UNIT(S) SELECTION

Next, you will select the existing establishment(s) or functional/business unit(s) that you would
like to certify. A list of establishment(s) or functional/business unit(s) pending certification will be
displayed (see Figure 26).

Note: The AAP Coverage Period can be viewed on this page.
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1.  Select one or more establishment(s) or functional/business unit(s) requiring certification
by selecting the checkbox on the left side of the table next to each establishment or
functional/business unit. To select all establishment(s) or functional/business unit(s)
listed on the page, click the checkbox next to the title “Establishment Name.”

2. If you would like to download the list of establishments or functional/business units you
are certifying, click the “Download” button.

3.  Once you select the establishment or functional/business units requiring certification,
click the “Submit Certification” button.

Step 2 of 2: Establishments or Functional/Business
Units

{ _Previous Step

A Have you updated your Establishment or Functional/Business Unit records?
Before submitt Ng your AAF Certification, navigate to your Dashboard to update Establishment or Functional/Business Unit details or create new

Establishment or Functional/Business Unit records.

The fallowing are Establishment or Functional/Business Unit record(s) linked to your profile which have not yet been certified. Please select the

Establishment{s) or Functional/Business Unit{s) you would like to certify based on the responses from the prior screen.

AAP Coverage Period: 4/10v2023 - 4/09/2024

Establishment or Functional/Business Unit Name Establishment or Functional/Business Unit Number Physical Address

6565 Mon Loc Lane
NOT A REAL COMPANY 018383 Forestvill, MD 20747
United States

6565 Mon Loc Lane
Tester 656124 Forestville, MD 20747
United States

4545 Yellow Court
YZABC CO 6512434 Forestville, MD 20747
United States

—

Figure 26: Sample of the “Establishments or Functional/Business Units” page

1. After clicking the “Submit Certification” button, you will be redirected to the “Manage
Establishments or Functional/Business Units” page where the certification status for
the establishment or functional/business unit selected during the AAP Certification
will be displayed as “Certified”.
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a
Dashboard I o Action processing results: Submit Certification (3).
e emanens V1anage Establishments or Functional/Business Units
or Functional/Business
Units B NOT A REAL COMPANY
H
My Company Action
2 ‘ - Select action -- s
Users
Establishment or . Parent Name (As B L
| Tnctional]Business Unit Name :::’5::::.‘;‘:;;&55 D 'Ri.‘::,r:(e)d on the EEO-1 z:::";:: ::;::sl:atmn o
[J | NOTAREAL COMPANY 6532123 EINOT AREAL COMPANY | T.Doe Certified
[ | Tester Tester B NOT A REAL COMPANY | X.CO Certified
[J | Y¥YNOTAREAL COMPANY 6561639 B NOT AREAL COMPANY | S.Doe Certified
Figure 27: Sample of the Manage Establishments or Functional/Business Units page after

Certification

5.3 CERTIFYING ESTABLISHMENTS OR FUNCTIONAL/BUSINESS
UNITS WITH DIFFERENT COVERAGE PERIODS

To certify establishments or functional/business units with different AAP Coverage Periods, follow the
instructions in sections 5.1 and 5.2 for one or more establishments or functional/business units that share
the same AAP Coverage Period. Then repeat these steps for the next set of establishments or
functional/business units that share a different AAP Coverage Period. Repeat this process as many times
as necessary until all the establishments are certified.

5.4 DECERTIFICATION

If you wish to decertify a previously certified establishment(s) or functional/business unit(s), you
can perform this action on the “Manage Establishments or Functional/Business Units” page (see
Figure 28).

1. From the Dashboard, click the “Manage Establishments or Functional/Business Units”
tab on the left-side of the screen.
Locate the “Action” drop-down menu box and select “Bulk Decertification.”

Select one or more establishment(s) or functional/business unit(s) you wish to decertify
by selecting the checkbox on the left side of the table next to each establishment(s) or
functional/business unit(s). To decertify all listed on the page, click the checkbox next to
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the title “Establishment or Functional/Business Unit Name.”

Click “Apply to selected items.”

After clicking “Apply to selected items,” a message will be displayed at the top of the page

informing you that the decertification has been processed. The certification status on the table will

be updated to Not Certified.

A Manage Establishments or Functional/Business Units
- [ NOT A REAL COMPANY

Manage Establishments
or Functional/Business
Units

Action
B Bulk Decertification ‘
My Company
2 Apply to selected items
Users
Estah!ushment r-)r q Establishment or D e o Point of Certification 8
[} Functional/Business Unit Name . . " reported on the EEO-1 Actions
Functional/Business Unit ID Contact Status
o Report)
NOT A REAL COMPANY 6532123 B NOT A REAL COMPANY T.Doe Certified
] Tester Tester B NOT A REAL COMPANY X.CO Certified
O YYY NOT A REAL COMPANY 6561639 B NOT A REAL COMPANY S. Doe Certified

Apply to selected items

Displaying 1 - 3 of 3 establishments or functional/business units

Figure 28: Sample of the “Manage Establishments or Functional/Business Units” page
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a
Dashboard o Action processing results: (1).

- Manage Establishments or Functional/Business Units

Manage Establishments
or Functional/Business

Units B NOT A REAL COMPANY
5]
My Company Action
2 ‘ - Select action — $
Users
ESMh!'ShmEM ?r . Establishment or s s Point of Certification .
O Functional/Business Unit Name . N . reported on the EEO-1 Actions
. Functional/Business Unit ID Report) Contact Status

O NOT A REAL COMPANY 6532123 B NOT AREAL COMPANY T.Doe Not Certified
0O Tester Tester B NOT AREAL COMPANY X.CO Certified
Od Y¥Y NOT A REAL COMPANY 6561639 B NOT AREAL COMPANY S. Doe Certified

Displaying 1 - 3 of 3 establishments or functional/business units

Figure 29: Sample of the confirmation of decertification
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6 MULTIPLE USER FUNCTIONALITY

The OFCCP Contractor Portal allows multiple users from the same company to register, update
records, and certify establishment(s) or functional/business unit(s). There are two roles that can
be assigned to multiple users, namely:

Admin User — This user can modify records and submit AAP Certifications for any of the
Parent Company’s Establishments or Functional/Business Units. They can also invite new
users and assign them establishment(s) or functional/business unit(s).

Non-Admin User — This user can only modify records and submit AAP Certifications for
any of the Establishments or Functional/Business Units that an Admin User has assigned
to them.

You may add as many users as needed by your company of both types of users. Please be
advised that the initial user who registers for the OFCCP Contractor Portal is by default an
Admin User and is responsible for granting any other user(s) access to the portal on behalf of
the company. No other user(s) will be able to access the portal without the Admin User first
granting access by following the instructions in Section 6.1. Accordingly, OFCCP strongly
recommends that the initial user be an individual from the Parent Company/
Headquarters with authority to grant access and permissions to designated official(s)
at establishment(s) or functional/business unit(s) that need to certify their compliance.

If you have any issues adding multiple users to the portal, please contact the OFCCP
Contractor Portal Technical Help Desk by following the instructions in Section 7.2.

6.1 INVITING A NEW USER

To invite additional users to register, update records, and certify establishment(s) or
functional/business unit(s) for your company through the OFCCP Contractor Portal, an Admin
User must follow the steps below:

1. From the “Dashboard,” select the “Users” tab and you will be directed to the “Users”
page (see Figure 30).

Y

—
m CONTRALTORPORTAL

R Dashboard

wick Links
L AAP Certification s .

: [ |

Figure 30: Sample of how to access the “Invite User” Page

2. Click on “+Add Other User” (see Figure 31) and you will be directed to the “Invite User”
page (see Figure 32).
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OFCCE  cowmmactonposma ool sov

" Users
= [ + Add Other Uaer

Username iy hithon

Figure 31: Sample of “Users” page

Enter the email address of the Point of Contact (POC) you would like to invite to the
OFCCP Contractor Portal (see Figure 32).

Please remember that the user being invited to the OFCCP Contractor Portal will have
permissions to update, manage, and certify records for the establishment(s) or
functional/business unit(s) assigned to the user.

Choose the appropriate “Role” for the user you are inviting (Admin User or Non-Admin
User) and select the “Invite User” button.

As a reminder, Admin Users can modify all records within the company, invite new
users, and assign them establishment(s) or functional/business unit(s). Non-Admin
Users are only able to modify establishment(s) or functional/business unit(s) that an
Admin User has assigned to them. To change a user's role after they have been added
as a user for your company, contact the OFCCP Contractor Portal Technical Help Desk
by following the instructions in Section 7.2.

: .

Y

=
m COMTRAC s PIETAL [

Invite User

kals

(D) s

Figure 32: Sample of the “Invite User” Page
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5. After selecting the “Invite User” button, you will be redirected to the “Dashboard.” A
confirmation message will be displayed informing you that an email has been sent to the
user inviting them to the OFCCP Contractor Portal and instructing you to assign
establishment(s)/functional unit(s) to the user (see Figure 33).

—
m CONTRACTORPORTAL (00

Dashboard

Quiick Links
] AAP Certification

Figure 33: Sample of the “Confirmation” message

6. To assign users to establishment(s) or functional/business unit(s), you can either 1) click
on the text that reads “Assign Establishments or Functional/Business Units to this user”
in the blue notification box as illustrated in Figure 33, or 2) click on the “Users” tab on the
left navigation menu. Then follow the steps in Section 6.2.

6.2 VIEW & ASSIGN USERS

To view the list of all users associated with your company and to assign specific
establishment(s) or functional/business unit(s) to a Non-Admin User, follow the steps below:

1. Select “Users” from the left navigation menu. A table with a list of Usernames (as
identified by each user’s registered email address), Roles, and Action will be displayed
(see Figure 34).

2. Select the “Assign” link beside the Non-Admin User to whom you want to assign a
specific establishment(s) or functional/business unit(s).

Note: Only Admin Users can assign Non-Admin Users to specific establishment(s) or
functional/business unit(s). Non-Admin Users can view the list of users for their company
but will not see the "Assign" link in the table as these users do not have permissions to
assign (see Figure 35). Admin Users will not see the “Assign” link beside another Admin
User. Admin Users have access to all their company’s establishment(s) or
functional/business unit(s) records and can modify all records, if needed, by going to the
“Manage Establishments or Functional/Business Units” page.
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o .

. [T — | motes Action
13} ¥ " A

Figure 34: Sample of the list of “Invited Users” that Admin Users view

L

—
m COMTRACTORPORTAL DO G0V

A Users

Vpainame Eraley

Figure 35: Sample of the list of “Invite Users” that Non-Admin Users view

3. Once you select the “Assign” link, you will be directed to the “Assign Establishments or
Functional/Business Units" page for that user which will display a list of establishment(s)
or functional/business unit(s) to assign to the user (see Figure 36).

4. Select the box next to each corresponding “Establishment or Functional/Business Unit
Name” to assign to the user and click the “Assign” button.
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w CONTRACTORPORTAL DOL GOV —

. Assign Establishments or Functional/Business Units
[ Sabect or denelect [vtablink 3 ar F igmal/ Busi Wnity fo Axsign or Un-

Manage Extablishments assign to the User: agramiandd s 0@ gmail com

or Functioral, llusrers

Wnits
. Ln’fmﬂ\ll‘ Wser from all Estableshments or Functiensl Business U ﬂ't!_J m

My Campany

Establishment or Functional Busisess Unit Hame | Establishment or Functional/Business Unit 1D Fareni Company
s 123 ABC ROT A REAL COMPARY 1X3 KBC NOT & REAL CORIPAMY L Examode Compsans

Tester iyati's Contracting Award KT Examole Comean
XiZ Eaminle Company TRSTCEL i Examele Comesacr
1Y ROT A BEAL COMPARNY Receirving Org i¥7 Examele Compars:

Figure 36: Sample of the “Assign Establishments or Functional/Business Units” page

5.  You will see a natification stating that the user has been assigned to the desired
establishment(s) or functional/business unit(s) (see Figure 37).

mﬁ COMTRACTORPORTAL DOL GOV sgramisectil fyradcon  Lontac

Duahbaogsd I ' Action processing dendis: Lier has boen assigned bo Esiablishmenss or Functional Buemness Unis: [ 1)
.= Assign Establishments or Functional/Business Units

&f Fafitiahal Bluiirness
sty Sedbect or deselect Establishments or Functional Business Usits b Assign &f Un
Essign to the User: agramlnndll +1 (dSemail.com

/]
My Compairng
l Remove User from all Extablishments oo Fusctionsl Buaimea Unity @
Users .
Establahment or Functional/ Business Unit Hama E or Fancti v Unit BD Parest Company
LUIARC BT A BEAL CORIPANTY L K Exmeepde [ ompany
Tesle &l A, £ Dample Company
T Exgrpls Compary WRSEYILA AT Exgeaple Company

¥ MOT ARFAL COMPAMT FHAOG KA Enanincil CoormaianT

Figure 37: Sample of the “Notification”
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6.3 REMOVE USERS

There are two ways to remove a Non-Admin User’s access to establishment(s) or
functional/business unit(s):

a) Toremove a Non-Admin User’s access from specific establishment(s) or
functional/business unit(s):

1. Select “Users” from the left navigation menu. A table with a list of Usernames (as
identified by each user’s registered email address), Role, and Action will be
displayed (see Figure 34).

2. Select the “Assign” link beside the Non-Admin User whose access you want to
remove.

3. You will be directed to the page titled “Assign Establishments or Functional/Business
Units.” All the establishment(s) or functional/business unit(s) that the Non-Admin
User has permissions to manage will have a checkmark next to them (see Figure
36).

4. Unselect the checkbox next to the establishment(s) or functional/business unit(s) for
which you would like to revoke access and click “Assign.” You have now removed
the Non-Admin User’s modification privileges from those establishment(s) or
functional/business unit(s).

b) To remove a Non-Admin User’s access to all establishments or functional/business
units:

1. Select “Users” from the left navigation menu. A table with a list of Usernames (as
identified by each user’s registered email address), Role, and Action will be
displayed (see Figure 34).

2. Select the “Assign” link beside the Non-Admin User whose access you want to
remove.

3. You will be directed to the page titled “Assign Establishments or Functional/Business
Units.” All the establishment(s) or functional/business units(s) that the Non-Admin
User has permissions to manage will have a checkmark next to them (see Figure
37).

4. Click the button “Remove User from all Establishments or Functional/Business
Units.”

5. Next, on the “Full Unassign” page click “Confirm” and the Non-Admin User will be
unassigned from all establishments or functional/business Units (see Figure 38).
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Figure 38: Sample of the “Full Unassign” page

6. After clicking “Confirm,” a message will display at the top of the page stating that the
user has successfully been removed from all Establishments or Functional/Business
Units (see Figure 39).

ﬁ CONTRACTORPORTAL DOL GOV eyt ineeacor

#

Bashbognd '- Thar wrbir B sucorsshally bpen remmcrnd feom all Establishrnts or Functional/ Busingss Urnits

- Dashboard

Maruge Establishments
o Function sl Butirsis

Uies e Quick Links
AAP Certification
" ':'L’.'*:Mﬂ'f Saghvmift 2o AAP Certification Tor yor Bubts of Behayior
— Parewil Comgany and
‘ E stablishmapnt Funetisngl Busines
[TPHY Linitid]

Figure 39: Sample of the “Confirmation” message

To remove an Admin User from your company, contact the OFCCP Contractor Portal Technical
Help Desk by following the instructions in Section 7.2.
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6.4 INVITED USER REGISTRATION STEPS

The invited user will receive an email with the registration instructions explained below. The
process of registration of an invited user is similar to that of an initial user. However, an invited
user will not go through the “User Authorization” screen, nor does the user go through the
company creation step since they have already been assigned to the company.

To access the OFCCP Contractor Portal as an invited user, follow these steps:

1. Securely sign-in using your Login.gov credentials. If you do not have a Login.gov
account, you will need to create a Login.gov account with the same email address used
to invite you to the OFCCP Contractor Portal. Information on how to create a Login.gov
account can be found on Login.gov website at: (How to create an Login.gov account).
Follow Login.gov’s two-factor authentication process for secure sign in.

2. After you have completed Login.gov sign-in or registration, the next page you will see is
“Welcome to the OFCCP Contractor Portal.” Select “Get Started.”

3. Read the “Rules of Behavior,” select the checkbox “I acknowledge the Rules of
Behavior,” and click “Continue” to proceed.

4. You will be directed to the “Dashboard” where you can update records and certify
establishment(s) or functional/business unit(s) using the tabs on the left navigation
menu.

7 USER SUPPORT
7.1 LOGIN.GOV HELPDESK SUPPORT

For issues with account creation, signing in, changing Login.gov settings, two-factor
authentication and more, please contact Login.gov.

7.2 HELPDESK SUPPORT

For program support, please contact the OFCCP Contractor Portal Technical Help Desk using
the Help Request Form on the (Contact Us page)
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