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ABOUT WFP

The New Jersey Schools Development Authority (NJSDA) Workforce Program (WFP) Tracking
System was created for the NJSDA Division of Contractor and Workforce Compliance to
monitor, track, and report information concerning the workforce composition of all contractors
(Prime and Sub) contracted for NJSDA construction projects.

The application itself is a constantly evolving tool; additional functionality is added periodically
to provide for more efficient data entry and access. As changes are implemented, users will be
notified of the changes and their impact upon specific processes.

NJSDA’S DIVISION OF CONTRACTOR AND WORKFORCE
COMPLIANCE

The Division of Contractor and Workforce Compliance of NJSDA is dedicated to enabling the
employment of Small, Minority, and Women-owned Business Enterprises (SMWBEs) for the
fulfillment of NJSDA construction contracts. One requirement of the Division is to monitor
Prime Contractor and Sub-contractor workforce composition throughout the course of the project
for which they are contracted.

CONTENTS

This guide is designed to assist Prime Contractors awarded NJSDA construction
contracts in accessing and using the NJSDA Workforce Program Tracking System.

Topics include:
e Accessand Logln
e Adding the AA202 monthly report
e Viewing and/or modifying existing AA202 reports
e Printing AA202 Reports
e Viewing and Printing Prime Contractor Information from AA201 forms
e Viewing and Printing Sub-Contractor information from AA201a forms
e Viewing County Goals

Appendix A - directions for requesting a WFP account, creating a User Name and Password or
changing a Password

Appendix B - instructions for creating a desktop icon for WFP
Appendix C - How To information for adding and submitting an AA202

Appendix D - definitions of the various forms used and a copy of the AA201a utilized to update
Sub-Contractor information/participation
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THE PRIME CONTRACTOR’S ROLE IN WFP

Prime Contractors are responsible for completing paper Forms AA201
@ Forms AA201 and and AA201a, and submitting them to the NJSDA within seven (7)

AA201a must be days of NJSDA Notice to Proceed (NTP). These forms contain
completed for each information regarding the Initial Projected Workforce Composition, as
contract, although well as the names and trades of proposed Sub-Contractors. NJSDA is
Prime Contractors need ; ; ; ; ;

responsible for entering the information from those forms into the

only one WFP account
y WEFP system.

On a monthly basis, Prime Contractors are required to file Form AA202, which details actual
workforce composition statistics for the previous month. The Prime Contractor files this form
online, with the data going directly into the Workforce Program system.

Prime Contractors have access to AA201, AA201a AND AA202 information in WFP system for
all contracts they have been awarded.

ACCESS AND LOGIN
The WFP is a Web-based application with the following requirements:

e Microsoft™ Internet Explorer version 5.0 (version 5.5 or higher is preferred)
e Access to the Internet

e At least one AA201 must have been submitted to NJSSDA

e A valid User login ID and Password for the Workforce Program

(If you do not yet have a WFP Login and Password, see Appendix A for directions to create a
WFP Account.)

No other software is required.

The URL to access the Login screen is:

https://www.njsda.gov/wfp/login.aspx

NJSDA Workforce Program Tracking System Page 4 of 32
Version 2.0 March 2009



WORKEORCE PROGRAM - PRIME CONTRACTORS

THE LOGIN SCREEN

,{E‘\I StaTE 0F NEW |ERSEY
&' SCcHOOLS DEVELOPMENT AUTHORITY

Work Force Project

User Name: | |

User Password: | |

Login Cancel

Account Set-up for first time users (non-SDA employees) Click Here

Forgot Your Password Click Here

Cownload user guide Click Here

For convenience, the URL should be added to your Internet Explorer’s Favorites list. An icon can
also be created on the PC desktop for quicker access to the LOGIN screen. Instructions for creating

an icon are located in Appendix B.

While the User NAME is not case sensitive, the PAsswoRD is. If the correct login/password pair is
not entered, the following message results:

[)E‘\ StaTe oF NEW JERSEY
& ScHOOLS DEVELOPMENT AUTHORITY

Work Force Project

_— Please, check your User Name or Password

User Narme: [ContractorlD |

User Password: | |

Login Cancel
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Otherwise, the following screen displays:
I./.;__'g'.;\.l State oF NEw JERSEY
& ScHOOLS DEVELOPMENT AUTHORITY
—

Select Contract: :éaleci Contract v | | | County Goals |LogOut

Before any information can be displayed, a CONTRACT must be selected from the dropdown list.
Only contracts for which the logged in Contractor is listed as the Prime Contractor display in the
SELECT CONTRACT listing:

./'?\ Stare oF New JERSEY

& ScHOOLS DEVELOPMENT AUTHORITY

— Sclect Contract: :S_ElEct Contract y"l I l County Goals |LogOut
[Sclect Contract P8

CA-0001-C02
CA-0001-POL
CA-0004-C01
CA-0004-POL
CA-0005-C01
CA-0005-POL

\_

Once the desired Contract is selected, a SELECT ScHoOL field displays. If a school is not selected,
four functions are available:

Arah STate oF New Jersey

W) SCHOOLS DEVELOPMENT AUTHORITY

Select Contract: [CA-0001-C02 v [ ] Select School: | Select School v| Countv Goals |LogOut
Wendor Setlyp  Form AAZ01 Form AAZ202 FO Report Sanction Reports/Tasks Chsncs Sssswerd A

e VENDOR SETUP Displays names of Prime and Sub-Contractors associated with
the contract selected

o CHANGE PAsswoORD Allows the logged-in user to change the password

o COUNTY GOALS Displays a list of all New Jersey Counties, Minority and
Female goals

e LOGOUT Logs out current User and displays the login screen

NJSDA Workforce Program Tracking System Page 6 of 32
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NOTE: When using the dropdown list for the SELECT ScHooL field, only those schools
associated with that CONTRACT display.

oA State oF New Jersev

W) ScHOOLS DEVELOPMENT AUTHORITY

Select Contract: f_C-l‘rDDDl—an v_I I Eelect School: | Select School | ounty Goals |LogOut
ord

vendor SetUp  Form AAZ201 Form AA202 FO Report |Sslect School

Once both a CoNTRACT and a ScHooL have been selected, the AA201 and AA202 forms become
available:

/a0 StATE oF NEW JERSEY

T
W ScaooLs DEVELOPMENT AUTHORITY

Select Contract: :“CZ-U.U”D-l.-.CﬁQ_. _V-!I I Select School: é_'éé.'lg Childhood IE)éuaIc__prneni Center :ZSV' County Goals |LogOut
Vendor SetUp Form AA201  Form AAZ0Z EQ Report Sanction Reports/Tasks Changs Paszwerd
NJSDA Workforce Program Tracking System Page 7 of 32
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FILING AN AA202

@ Clicking once with Form AA202 details the monthly workforce composition by

the left mouse Prime Contractor and Sub-Contractor.

button selects the option.
There is no need to press
the Enter key.

In accordance with certified payroll information, the Prime Contractor must submit this form
by the seventh (7”‘) working day of each month, from inception through duration of the
contract, even if no work occurs for a certain period.

To file an AA202 online, follow this procedure:

e Make sure a valid LOGIN and PASSWORD is used
e Select the appropriate CONTRACT and SCHOOL
e Select the ForMm AA202 option

/a, Spare or New Jersey

&) SCHOOLS DEVELOPMENT AUTHORITY

Select Contract: fc'i.'-o'cc'l-'ccz vl I Select School: IIIIE'arI-,- Childhood De-;elcEmer-i Center 225 vf County Goals |LogQut
Vendor SetUp Form AAZ01 Form AAZ02 FO Report Sanction Reports/Tasks change 23zzwerg

e The header of the AA202 will display
e Basic information about the Prime Contractor and the Contract is automatically
displayed within

£ \ StaTe oF New JERsEY

W ScHOOLS DEVELOPMENT AUTHORITY

Select Contract: E(.Z-l:-.GDG.l;CDQ Vl I Select School: Ea*lv Childhood De-,-e\o__;:man.t.(:en}er 225 | County Goals |LogOut
Vendor Setlp Form AA201 Form AA202 EO Regort Sanction Reports.-'Tasks Chance Password
Vendor Name: FID: Agency Awarding Contract: [County: E;nu)"tv Goals ;iLETd PO:
Henderson Corporation (The) 221619683 NiSCC (Camden Minority: 19 racevedo
[Address: Contract Number: District: Women: 6.9 :P’_]F;
e " CA-n001-CO02 Camden City e
575 State Highway 28 Date Of Award: Project Name: Todd
City State [Zip 2/10/2005 Early Childhood Development Center £25
= sAmount Of Award Project Number:
Raritan NI 08869 | |s25,750,000.00 D580-025-01-0929
History: | Select Report Period || Add New: | Month (v | Year |+ NTP Date Projected End Date
NJSDA Workforce Program Tracking System Page 8 of 32
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e Use the HISTORY (SELECT REPORT PERIOD) to access the months for which reports
already exist

“a, Stare oF New Jersey
li :

@ SCHOOLS DEVELOPMENT AUTHORITY

Select Contract: |CA-0001-C02 & Select School: | Early Childhood Development Center 225 % | County Goals |LogOut
Vendor SetUp  Form AAZ01  Form AA202 FO Report Sanction Reports/Tasks Changs Password
- o . PLA
Vendor Name: FID: |Agency Awarding Contract: County: (cc';n"')':'t"' Brals cield B0
Henderson Corporation (The) 221619639 iscc (camden Minority: 19 racevedo
|address: Contract Number: District: \Women: 6.9 tl‘f_WF:
— - Ca-0001-Cc02 Camden City zon
575 State Highway 28 Date Of Award: Project Name: odd
City State [Zip 2/10/2005 Early Childhood Development Center 25
SAmount Of Award Project Number:

Raritan M 08865 | |525,750,000.00 0530-025-01-0928
History: | Select Report Period 7 Aa [lew: | Month % | Year [» NTP Date Projected End Date

| Select Report Period PN

1/2008

12/2008

11/2008

10/2008

9/2008

8/2008

7/2008

J

The WFP will only accept one AA202 for a single report period. For example, if a report already
exists for 9/2003, a new AA202 cannot be created for 9/2003. It may be possible to amend the
existing report; see MoDIFYING AN AA202 for more information.

e If there is no existing entry for the period to be reported, use the MoNTH and YEAR
fields to specify the reporting period, and click the ADD button. Both date fields are
dropdown lists

pary

StaTE OF NEW JERSEY
i

¥ ScHOOLS DEVELOPMENT AUTHORITY

Select Contract: | CA-0001-C02 % | | Select School: | Early Childhood Development Center 225 % | County Goals |LogQut
Vendor SetUp  Form AAZ01  Form AA202 EQ Report Sanction Reports/Tasks Change Password

Vendor Name: FID: |lAgency Awarding Contract: County: E;DU)I_IW Goals
Henderson Corporation (The) 221619689 NisCC (Camden Minority: 19
|Address: Contract Number: District: Women: 6.9 |-
— CA-0001-C02 Camden cCity Een
575 State Highway 28 Date Of Award: Project Name: Todd
City State [Zip 2/10/2005 Early Childhood Development Center £25

- sAmount Of Award Project Number:
Raritan M 02865 | 235750 000.00 Ds50-025-01-0325
History: | Select Report Period ||  Add New:} 2 w | 2009 |w |Add NTP Date Projected End Date
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& The vendor can be e Select the name of the CONTRACTOR from the dropdown SELECT
either the Prime VENDOR list, and enter the percentage of work completed (% WRK

Contractor or a
COMPL.) by that contractor
Sub-Contractor. ) y

fa, State oF New Jersey

¥) ScHOOLS DEVELOPMENT AUTHORITY

Select Contract: CA-0001-C02 & I I Select School: | Early Childhood Development Center 225 & | County Goals |LogQut
Vendor SetUp Form AA201  Form AA202 FO Report Sanction Reports/Tasks Change Password
Vendor Name: FID: |Agency Awarding Contract: County: f;nu)'_]w Goals
Henderson Corporation (The) 221619689 N1SCC (Camden Minority: 19
laddress: Contract Number: District: Women: 6.9
R " [CA-0001-C02 Camden City
575 State Highway 28 Date Of Award: Project Name:
City State [Zip 2/10,/2005 Early Childhood Development Center 25
- sAmount Of Award Project Number:
Raritan M 08888 | [525,750,000.00 0s30-025-01-0823
Histary: | 1/2003 v | Add New: | Month v | vear (v ive NTP Date Projected End Date
8.Contractor % Wi 10.Trade Or Craft
Compl.
Select Vendor E I:l Select Trade b
S
Henderson Corporation (The) 12.Total
- A, Eliil Corlies Avenue, LL.C. E F. I DISTRICT
—la ==l JA. P. Construction Inc. - # ... . | Tota —
fication| Total Blc-i'\bacus Sporte Tnstallations, Ltd. sian Females Minority = 'It;llonuorr;ty Wrle Elack Amer.Ind. ian
Empl |~ dux Ine. L TTITTT|TTTTTTeTeeT Empl Hrs | " | Tt T
s ikrcr:.s:flnncc. #Hrs | #Emp | #Hrs ZEmp | #Hrs | 2Emp | #Hrs [ 2Emp | ZHrs
F Atlantic Plastering ||| ||| |||
Bradford Mechanical, Inc. — T T [T/
] Cahill Controls ”l ”l ”l

If a Sub-contractor does not display in the SELECT VENDOR dropdown list, it may be necessary to
file an AA201a with the NJSDA (see Subcontractor Projection Form)

e Select the TRADE OR CRAFT for that Prime Contractor/Sub-Contractor from the dropdown list

\&

™ StaTE oF NEw JERSEY

¥) SCHOOLS DEVELOPMENT AUTHORITY

Select Contract: | CA-0001-C02  |w I Select School: |Early Childhood Development Center #25 |w County Goals |LogOut
Vendor SetUp Form AA201  Form AA202 EQ Report Sanction Reports/Tasks Changs 2assword

vendor Name: IF1D: [Agency Awarding Contract: County: f;:'}?ty Goals Field 70:
Henderson Corporation (The) 221619689 NEae (camden Minority: 19 |[racevedo
Address: IContract Number: District: Women: 8.9
P i ICA-0001-C02 Camden City
575 State Highway 28 Date Of Award: Project Name:
City IState [Zip 2/10/2005 Early Childhood Development Center £25

- isAmount Of Award Project Number:
Raritan h) 08865 = 0580-025-01-0929
History: | 1/2009 w | Add New: .Mcnth | Year (v Status: Rzcsivad NTP Date Projected End Date

=
8.Contractor ok A 10.Trade Or Craft
Compl.
Henderson Corporation (The) v l:l Select Trade
e ad
11.Number Empl/Hrs 12.Total B CrICRIayer of x . 2
e 5. = s E. F. % SN - ocnter DISTRICT
fcation|ogay| o0 || Fieperic | Amerind. | Asen | Femeles luinarty £ MR Wik | |Cecincan N
Empl Empl Hrs | | Glazier i o
ZEmp | SHrs | FEmp | FHrs | SEmp | SHrs | SEmp | ZHrs | ZFEmp | SHrs &1 Mechanic ks | #Emp | #Hrs | #Emp | =Hrs

F [ |tronworker II[ Il

3 Jork This Month ||| I

= [— Al 1 || |Operating Engineer

AR | Il Il

Flumber [ RESET |
NJSDA Workforce Program Tracking System Page 10 of 32
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Complete the following fields with information pertaining to the reporting period for the Prime
Contractor/Sub-Contractor for this project.

e Inthe NUMBER EMPL/HRS section, enter the following:
0 Column A - The TOTAL number of FOREMEN
0 Column B - The number of BLACK FOREMEN and number of WORK HOURS
0 Column C - The number of HispPANIC FOREMEN and number of WORK HOURS
0 Column D - The number of AMERICAN INDIAN FOREMEN and number of WORK

@]

HOURS

Column E - The number of AsiaN FOREMEN and number of WORK HOURS

o Column F - The number of FEMALE FOREMEN and number of WORK HOURS

e Inthe TOTAL section, enter the TOTAL NUMBER of MINORITY EMPLOYEES (FOREMAN),
the total NUMBER of MINORITY WORK HOURS (FOREMAN) and the TOTAL NUMBER of
WORK HOURSs (all FOREMEN) at this site during the reporting period for this Prime
Contractor/Sub-Contractor.

e Repeat these entries for both the JOURNEYMAN and APPRENTICE classifications for this
particular Prime Contractor/Sub-Contractor.

e Inthe LOCAL NUMBER OF EMPLOYEES/HOURS section, enter the following
information pertaining to the DiSTRICT and/or COUNTY for every employee living in the
PROJECT DISTRICT or PROJECT COUNTY (refer to the reporting period’s certified payroll):

(0]

O O O O O

The number of BLACK FOREMEN and NUMBER of WORK HOURS

The number of HisPANIC FOREMEN and NUMBER of WORK HOURS

The number of AMERICAN INDIAN FOREMEN and NUMBER of WORK HOURS
The number of AsiaAN FOREMEN and NUMBER of WORK HOURS

The TOTAL NUMBER of MINORITY FOREMEN and WORK HOURS

The ToTAL NUMBER of NON-MINORITY FOREMEN and WORK HOURS

The number of FEMALE FOREMEN and NUMBER of WORK HOURS

e Repeat these entries for both the JOURNEYMAN and APPRENTICE CLASSIFICATIONS
for this particular Prime Contractor/Sub-Contractor.

NJSDA Workforce Program Tracking System Page 11 of 32
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e When the entries are complete, click the ADD button:

11.Number EmplfHrs 12.Total
|~ B. = D. E. . B
Classi Tack = = — 3 = = # Total [
fication| Tgtal Elac Hispanic Amer.Ind. ~sian Minority|Minority | Wrk
== 0 T D D Empl Hours Hres
P ZEmp | #Hrs| £Emp | #Hrs| #FEmp | #Hrs | £Emp | £Hrs
F 5 1 25 1 25
al 5 1 25 1 25 400
A 500
13. Local Number of Employees/Hours
DISTRICT COUNTY
Black Hispanic Amer.Ind. Asian Total Minority | Non-Minority Black Hispanic Amer.Ind. As Non-Minority Females
ZEmp | #Hrs [ 2Emp | #Hrs | =Emp | ZHrs ZHre | ZEmp | #Hrs | 2Emp | ZHrs | ZEmp Emp | #Hrs | 2Emp | £Hrs
1 25
1 25 25

|| r§seT

Print MNotes Motify AAC

Once the ADD button is clicked, the statistics for that contractor are saved and display below the

edit area of the screen:

™ State oF New Jursey

& ScHoo1Ls DEVELOPMENT AUTHORITY

Select Contract: | CA-0001-C02 % |

Early Childhood Development Center #25 (v

County Goals |LogOut

Vendor Setlp Form AAZ01  Form AA202

Sanction Reports/Tasks Chan:

vord

Wendor Name: [FiD: [Agency Awarding Contract: County: County Goals(%):
Henderson Corporation (The) 221619689 rISCC Camden or 19
nddrees Contract Number: District: 5.0
ress: CA 0001 CO2 Camden City
575 State Highway 23 Date Of Award: Project Name:
City Ftate Fin 2/10/2005 Early Childhood Development Center 225
Project Number:
Raritan Jna Jpeses 0850-025-01-0525
ey B T NTP Date Projected End Date
History: | 4/2009 v| Add Mew: [Month v T o T
8.Contractor g&?rr:‘;\rk 10.Trade Or Craft
Select Vendor v [ Select Trade v

11.Number Empl/Hrs 13. Local Number of Employess/Ha
Classi 2= i & L = £ . Total
== A As < &3 = £ = A A .
ffication| Total Black Hispanic Amer.Ind. Asian Females Minority Minority Wrk Elack Hispanic Amer.Ind. Non-Minerity Female Black
o R D D D Empl (L (e e R I (e B R I
P ZEmp | #Hrs | #Emp | #Hrs | #Emp | £Hrs | 2Emp | #Hrs | Emp | £Hrs #Emp | #Hrs | 2Emp | £Hrs | ZEmp | £Hrs #Hrs | ZEmp | #Hrs | 2Emp | #Hrs
F [ N I N [ ]
] [ | | [ ]
AR C e [ ]
ADD
11,Number Empl/Hrs 12.Total 13, Local Number of Empl
. B, e D, E F §
5.5 Wik | 10.Trade [C12250 O e : =T
& Contracter| o 00 real or crafe |1T20 0N Totsl|Black|BlackHispanic|Hisp . Indizn|am. Indizn|2sizn|&sizn|Females|Females[Mincrity|Minority| Wrk (Black|Black|Hizpznic|Hispanic ey |in ety |F=male|FemalalElack
Empl|=Emp|=Hrs | =Emp =Hrs =Emp =Hrs |=Emp|=Hrs =Hrs | Empl. | Hours | Hrs [=Emp|=Hrs| =Emp ZEmp Zre | TEmp [ =Hrs |=Emp
& B 25 =35 300 =2
25.00| ‘f:‘.f:;'a lf] B 25 1 25 400
e 25 500
Total 18 1 25 1 25 2 50 1200 1 25
Submit To SDA
of Employses/Hours
COUNTY
Black |Black|Hispanic|Hispanicl- 2 [ AT A iz A sizn SN S| Non- || Non: Femalz
—emo|=tre | =2m chire |Indizn|Tndian/ 2 =7 0 =T Minarity| Minarity| Minsrity| Minarity e
5 F =Emp | =Hr= F =Emp | =Hrs | =Emp | =Hrs
1 25 25
250
1 25 L 25 250

Select the next Contractor to be reported on for this period, and complete the same information as

previously described.

NJSDA Workforce Program Tracking System
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Remember, when the AbD button is used to save the data, the statistics for that contractor will
display as described previously.

— While NJSDA strongly recommends that an AA202 be completed in a
Clicking the ADD . . o . ..
button saves the single session, it is possible to start one and then complete itina
data. Make sure subsequent session. If the report data is partially complete, see

all data is added before MODIFYING AN AA202 for information on that process.
using the SUBMIT TO

SDA button.

When the information is complete for the Prime Contractor and all Sub-
Contractors for that reporting period, click the SusmiIT TO SDA button:

a0 STATE oF NEw JERsEy
)

Y& ScHOOLS DEVELOPMENT AUTHORITY

Select Contract: | Ca-000i-coz  ~|[ Select School: [Early Childhood Development Center 225 | County Geals |LogOut
Vendor SetUp Form AA201 Form AA202 FQ Report Sanction Reports/Tasks Chanzs Szzzvers
Wendor Name: |FID: [Agency Awarding Contract: ounty: [County Goals(%): ='Lr;\d
S it Field PO:
Henderson Corparation (The) |221519539 NIScC [Camden Minority: 19 ST
P Contract Number: District: Women: 6.9 o
i CA-000L-CO2 [Camden City
575 State Highway 28 Date Of Award: Project Name:
= = 2/10/2005 [Early Childhood Development Center =25
ci state [z /10,
ik | e A t Of Award Project Number:
Faritan |NJ |03359 $25,750,000.00 los80-025-01-0922
" B 27200 " oo NTP Date Projected End Date
R 4/2005 G Month ) vear &6 2/16/2009 2/17/2005
8.Contractor Wi e 10.Trade O Craft
Compl.
| Select vendor v = Select Trade v
11.Number Empl/Hrs 12.Total B
oot | HES 8. =1 D. E. F. . — DISTRICT
s —— = otal e
fication| Total e Hisgiania Amer.Ind. Asian Females vinarity|* Minority| wpric Black Hisparic [ Amer.Ind. Asian | Total Minerity | Non-Minority
00 P P e e T Empl G | I
P | 2Emp | #Hrs | =Emp | =Hrs | #Emp | £Hrs | #Emp | £Hrs | sEmp | £Hrs ZEmp | #Hrs | #Emp | #Hrs | =Emp | #Hrs [ Emp | 2Hrs | #Emp | =Hrs | =Emp | =Hrs | =Emp | #Hrs | Emp | =Hr
F [ DI T
3 el | [ ]
AP | I ||/ | [i—

Clazsi — L = Lo

9.8 wrk | 10.Trade | ,
Completad| O Craft Totsl|lack Black|Hispanic|Hispanic|Am Indizn
Empl[=Emp|=Hrz| =Emp | =H= | =Emp

2. Contractor|

Z5.00("CC B B
or Mazon

1 25
Total is 1 25 1 25 1 25

&
W
a
Ix
a
o
W
th

=

ol

A confirmation window (as shown below) will display, with a reminder that clicking OK ends the
ability to make changes for that period’s data.

Windows Internet Explorer

H_? ¥ou would not be able to modify this form any mare.

__>[ Ok ] [ Cancel

NJSDA Workforce Program Tracking System Page 13 of 32
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WORKEORCE PROGRAM - PRIME CONTRACTORS

Once the OK button is clicked, a status screen will display to verify that the report has been
submitted:

£ Stare oF New Jerse

W ScHOOLS DEVELOPMENT AUTHORITY

Select Contract: | CA-0001-C02 (& | Select School: |Early Childhood Development Center 225 & | Countv Goals |LogOut
Vendor Setlp Form AA201 Form AA202 FO Repart Sanction Reports/Tasks Chance sword
NedGr N \FID; [Agency Awarding Contract: County: [County Goals(%):
Henderson Corporation (The) [21s13ses pisce Camden 19
ladd z District: =
hESS Camden City
575 State Highway 28 Project N B
= E Early Childhood Development Center =2
ci tate [Zi
Y s fzie Project N er:
Raritan na Jossss 0680-025-01-09
History: | 4/2000 ~| Add New: | Month [ year w Status: Submitt=d To SDA NI oaie s A RS
8.Contractor B ANk 10.Trade Or Craft
Compl.
| Select Vendor - | 7} | Select Trade - |

Designated NJSDA Compliance personnel will review the new AA202 to ensure that it is filled
out completely. If the report for that month is correct, an E-mail is sent indicating that it has been
reviewed and accepted. If it is rejected, an E-mail is sent indicating the reason for the rejection.

Page 14 of 32
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FORM AA202 STATUS

An AA202 Report does not receive a status until it is submitted to the NJSDA. Subsequently,

there are three possible status designations:

e SUBMITTED TO SDA

o Displays when an AA202 has been submitted, but not yet accepted or rejected

0 Form can be edited only by designated NJSSDA Compliance personnel

A3, Stare oF New Jrrsev

& ScHooLs DEVELOPMENT AUTHORITY

Select Contract: | CA-0001-C02 v| Countv Goals |LogOut

B Select School: |Early Childhood Development Center 225

Wendor Setlp Form AA201 Form AA202 EOQ Report Sanction Reports/Tasks Chance Sassword
entne Nanse: |Fm; [Agency Awarding Contract: [County Goals(%):
Henderson Corporation (The) [2215185e3 psEC Minority: 19
Women: 6.9
|Address:
575 State Highway 28 :
ci tate [2i BrEart Contoroiz
e E feio t OF Award
Raritan [ [psass i 1-0029
ol 4 A T - = NTP Date Projected End Date
Histary: | 4/2009 /| Add New: | Month v Year v [Add] & /122005
| 8.Contractar 9586 irkc 10.Trade O Craft |
Compl.
| Select Vendor v I T— I Select Trade v |

e RECEIVED

o Displays once the report is reviewed by the NJSDA and appears to be complete

o0 An E-mail is generated indicating that the report has been accepted
o0 Status can be changed only by designated NJSSDA Compliance personnel

A Stare oF New Jersex

8 ScHoOoLS DEVELOPMENT AUTHORITY

2l —

Select Contract: | CA-0001-C02

Select School: |Early Childhood Development Center =25 » County Goals |LogOut

Vendor Setlp  Form AA201 Form AA202 FO Report Sanction Reports/Tasks Changs Password
e |Fm: [Agency Awarding Contract: [County: [County Goals(%):
Henderson Corporation (The) [221615889 NISGE Camden Minority: 19
e - Contract Number: District: Women: 6.9
eSS CA-00D1 CO2 [Camden City
575 State Highway 28 Date Of Award: Project Name:
2 . 2/10/2005 Ezrly Childhood Development Center =25
ci tate |Zi HE8E
t’f 3 lzin SAmount Of Award Project ber:
Faritan |HJ "39359 [$25,750,000.00 680-025-01-0825
B /20 = o = = S— NTP Date Projected End Date
RS 472009 AT NEREL Month Bl vear B SEisioes e 2/16/2009 2/17/2009
8.Contractor TR 10.Trade OF Craft
Select Vendor v [ Select Trade v

NJSDA Workforce Program Tracking System
Version 2.0
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WORKEORCE PROGRAM - PRIME CONTRACTORS

e RECEIVED/NEEDS MODIFICATION

o Displays when the report has been reviewed and there are either
questions about the data, or the data appears incomplete

An E-Mail is generated indicating the reason for the rejection

Form can be edited by the Prime Contractor to correct the condition

and resubmitted (see MoODIFYING AN AA202 for specifics)

NOTE: A rejected AA202 should be corrected and resubmitted AS SOON AS POSSIBLE

to keep the data accurate and current.

7 STaTE OF NEw JERSEY

& ScHooLs DEVELOPMENT AUTHORITY

Select Contract: [cA-D0D1-CD2 w0 Select School: | Early Childhood Development Center 225 w| County Goals |LogQut
Vendor Setlp Form AA201  Form AA202 FO Report Sanction Reports/Tasks Changs Password
[Vendor Name: [FID: [Agency Awarding Contract: [County: County Goals(%): PLA
Henderson Corparation (The) 221619689 REEL [Gaimden Msionty; 18 s os
[address: Contract Number: District: Womer: 6.6 Aseuecio
S = lca-0001-c02 [Camden City i
575 State Highway 28 IDate Of Award: [Project Name:
City ‘Stata ‘Zip 2‘:0"2%5 Ear\'f Childhood :‘.e':elcpment Center #25
Raritan o Josess | Ezszmo rE— e
History: | /2008 v| addNew: [month v vear v Status: Receivad vasds Modificstion ﬁg&tg B eI ERIDEEE
8.Contractor C‘;mp‘_' J i0Trade Or Craft
Select Vendor v| [ ] Select Trade v
The status of a submitted report can be viewed at any time by using the HISTORY (SELECT
REPORT PERIOD) field to select the report, and checking the status field as indicated above.
NJSDA Workforce Program Tracking System Page 16 of 32
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MODIFYING AN AA202

An AA202 can be edited, either by changing an existing entry or by adding a sub-contractor,
under the following circumstances:

0 After an entry has been made, but before it is submitted to the NJSDA

o When it has been sent back for modifications

These are the only times when the EDIT and DELETE options display to the right of the
Contractor’s name:

11,Number Empl/Hrs 12.Total 13, Local Number of Empl
Classi |2 E. & D. E E. _ - | DISTRICT.
9.3 Wrk | 10.Trad! - " A A - "
5. Contractor| o O et [[E 5N Total|lack|lzck|Hispanic|Hispanic| Am.Indian| am.Indian|asian| & iey| Wk [slzck slack|Hispanic|Hispanic| A | AT |asianlacianf Tt | Total | Mone | e oo icleemalelalack
Empl|=Emp|=Hrz | =Emp | =Hrs =Emp =Hrs |=Emp|=Hrs| =Emp | =Hrs | Empl. | Hours | Hrs [=Emp|=Hrs| =Emp | =Hrs —Em | =tirs =Emp|=Hrs =Em;" =Hr;"' =Emp’ =Hrs’ =Emp | =Hrs [=Emp
F 5 1 25 1 25 200 1 25 1 25
5.op|Erickevey B 1 25 1 ES 400
or Masen
Edit Delete 1 a8 1 5 S00
ita\ 18 1 25 1 25 1 25 2 50 1200 1 25 1 25
J

Notify AAQ

To access a report for editing, use the HISTORY (SELECT REPORT PERIOD) field to select it:

2% STATE OF NEW JERSEY

& ScHoOOLS DEVELOPMENT AUTHORITY

Select Contract: [ CA-0001-C02  [¥ Select School: | Early Childhood Development Center =25 County Goals |LogOut
ore

Wendor Setlp Form AA201 Form AA202 EO Report Sanction Reports/Tasks Chsns

County Goals(%):

Vendor Name: \Fm: [Agency Awarding Contract: [County:

Hemderson Corporation (The) [22161382s pISCC [Camden Minority: 19
i Contract Number: District: Women: 5.9
iz [Camden City
575 State Highway 28 Project Name:
e Ftate [in [Earlv Childhood Development Center 225
S [Project Number:
Raritan na lossss | Ezs : os80-025-01-0929
—— R\ Add New: | Month (v | vear (» Status: Recsived/Nesds Modificstion N o P'Djeftf_dzi'ég L

272005 2 A ‘

w 9.% Wrk
2/2009 8.Contractor Compl. | 10.Trade Or Craft
Ffendor v | = | Select Trade v |
" PR 0 e = 0

Once the report displays on the screen and the EDIT option is selected, the entry for that
Contractor displays in the Edit area:

11.Number Empl/Hrs 12.Total 13. Local Number of Empl
A E. = D. B F. DISTRICT.
5.% wrk | 10.Trads [C'255 S I m | &m Toral | Total | Nen- | Nen-
8. Contractor| ' 0 o) Crafe [152512 7 Total|Black [Blzck|Hispanic [Hispanic| Am.Indizn| Am.Indian| Asian| Asian|Females|Females|Minarity ¥| Wrk |Black|Black{Hispznic[Hispanic| o |asiznfasi Female|Femzlz(Black
pistee) Dree =Hrs| =Em| =Hrs | =Em| =Hrs |=Emp|=Hrs| =Emp | =Hrs | Empl. | Hours | Hrs |=Emp|=Hrs| =Em| =Hrs |IneimIngianl oo ol [Minority|Minerd ¥\ <Emp | =Hrs |=Em|
p P P 5 5 P P =Emp | =Hrs i =Emp | =Hrs | =Emp | =Hrs C ]
Henderzon B B 1 25 1 25 300 1 25 1 25
o[Ericklzyery 5 i 25 1 25 200
O] or Mazon
Edit Delets ap 1 5 so0
i A 18 1 25 1 25 1 25 B s0 1200] 1 25 1 25

NJSDA Workforce Program Tracking System Page 17 of 32
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After the changes are made, the SAVE button records the changes and the report can be submitted,
or resubmitted, by using the SusmIT TO SDA button:

720 Suate or New Jursey

2 ScHOOLS DEVELOPMENT AUTHORITY

Select Contract: | CA-0001-C02  »| Selact School: [Early Childhood Development Center 725 | Countv Goals |LogOut
wendor SetlUp  Form A4301 Form AA202 EFO Report Sanction Reports/Tasks ch d
Vendor Name: \Fm: [Agency Awarding Contract: County:
Henderson Corporation (The) 221619639 shuc camdsn i
FrTE Contract Number: District: K5
ress: CA-0001-CoZ Camden City Don Todd
tate Highway 28 Project Name: Lo odd
City Frate [ Early Childhood Development Center =25
Project Number:
Ratitan s pssss os80-025-01-0528
Sarv] 2/200 - ~ 1 £ —— NTP Date Projected End Date
History: | 4/2009 ~| add New: [ Month v vear Stetus: Receives IR Dar oo End
8.Contractor i 10.Trade Or Craft
Compl.
Henderson Corporation (The) v Bricklayer or Mason
11.Number Empl/Hrs 12.Total
A B E. F. . DISTRICT
Classi = L | Total T 5 - : e o r P
fication| Tgtal Females | ority um’!td Wrk Black Hizpanic Amer.Ind. Asian Total Minarity | Nen-Minority Fermnale Blacl
""" ~| Empl
Empl | 2B = mp. | £Hes =Em =Emp | =Hrs | =Emp
F s o o 1 25 25 25 o o o o o o
1 [s o o o 25 o b o o o o o o
AP |7 o 0 0 o 0 o 0 o o o
Save | [ rESH
11.Number Empl/Hrs 12, Total
I B, & D. F < > y - DIETRICT.T — =
2. Contractor| ' or coae |fieztien|Taesl|els ck|Black|Hispznic|Hispanic|Am.Indian| Am Indiz malzs|Femzlz=Minority|Minority| Wrk |gl=cl|Blzck{Hispanic|Hispanic] A et ot Monz e,
A R R Empl|=Emp|=trz| =Emp | =Hrz | ==mp =hrz  |=Emp| =tz | Empl | Hours | Hrs |=Emp|=Hrz | =smp | =rrz =Hirs Ml";"b’ S Moty Wlinontyl
=Smp | =Hrs =Hrs
5 1 25 25 300 b 25 1 25
25.00 6 1 25 1 25 400
7 1 25 500
Total i8 1 25 1 23 1 25 2 50 1200] 1 23 1 25

bmit Te SCA
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WORKEORCE PROGRAM - PRIME CONTRACTORS

PRINTING AN AA202

NJSDA strongly recommends that an AA202 be printed each time it is submitted, and when
it is approved.

An AA202 can be printed when there is a PRINT button displayed at the bottom of the screen.

—p [ Print | | Motes | | Motify 2AC |

[ sSubmit Te sDa |

When the PRINT button is selected, a new window opens showing what the printed copy will look
like. Selecting the PRINTER Icon in the new window’s Menu Bar sends the report directly to the
default printer.

o dhp !"I\ - e - |:;F Page ~ () Tools ~ lﬁ@]v ;;b E “}

New Jersey Schools Development Authority
Office of Diversity, Small Business, Government and Community Affairs

MONTHLY PROJECT WORKFORCE REPORT-CONSTRUCTION (202)

Report Period: 4/2009

\Vendor Name: FID: \lAgency Awarding Contract: County: E;D“)'_‘t'f Goals
Henderson Corporation (The) 221619639 N1SCC Camden Minority: 19
Iaddress: Contract Number: District: Women: 6.9
: CA-0001-C02 Camden City
575 State Highway 28 Date Of Award: Project Name:
Fopp - Early Childhood Development Center
City State [zip  ||© 10/2003 o3
. . SAmount Of Award Project Number:
Raritan M |886% |lz25,750,000.00 0680-025-01-0928
FFO: racevedo PMF: Don Todd PLA :Yes
o ; Cum %z
11.Mumber Empl/Hrs 12.Total B Work Cum Work Werk 13.Locs
Hours Heurs
Hours
Classi| & E . 0. E. F. DISTRIC
ficatian| = | = |Total Tol i
9.2z Wrk |10.Trade X | R P = . % | % ; % | % |Cum|Sum(Cum|
2. Contracter] Total| Blk: |Blk|Hisp|Hisplam Ind fam. Ind A sianjtziznFemlz|Fzmls| Min [Min| Wrk i wrk |Min [Fem i ]
Completed| Or Craft Empl[Empl|Hr=lEmpl| Hrs | Empl Hr= |Empl| Hrs |Empl| Hrs [Emplre] Hrs Min |Fem Hrs Min |Fem ;o| Min |Fam
rs |Hrs |Hrs
Hencerson rickls, F 5 1| 25 1] 25 300 8.35 3000 25 .33 25|
Carporation 25,00 o E D 5 1 5 1| z3[ <0q| &.25 200 25 £.25
(The) B T lap 7 1 25| 500 5.00] 550[ 50| 25| 5.054.55] Z5|
Totzl 18 1| 25 i 25 1 25 2 S0120014.58]5.00[1250)100] 23|23.67]¢.55] 5
NJSDA Workforce Program Tracking System Page 19 of 32
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WORKEORCE PROGRAM - PRIME CONTRACTORS

ACCESSING AA201 (INITIAL PROJECT WORKFORCE REPORT)

Form AA201 contains projected workforce composition statistics, broken out by trade as well as
by Minority, Female and job Classification details. The Prime Contractor submits the paper form
to the NJSDA within seven (7) days of the contract award. The data is entered into the WFP
system and maintained by NJSDA Division of Contractor and Workforce Compliance, but is
accessible to that Prime Contractor at any time by selecting the Form AA201 option:

/a T Stare oF New Jersey

ScHOOLS DEVELOPMENT AUTHORITY

(LR

7~

Select Contract: [CA-0001-C02 v

Select School: |Early Childhood Development Center 25 [»

N

ounty Goals |LogOut

vendor SetUp Form AA20]1 Form AA202

EQ Report

Sanction

Beports/Tasks Chancs 2asfverd

NOTE:

.

W

A valid ConTRACT and ScHooL must be selected in order to access the AA201. While

this information can be modified only by NJSDA Compliance personnel, it can be
printed at any time. To print the report, select the PRINT button at the bottom of the
screen:

| —

Select Contract: [CA-0001-Coz

Select School: [Early Childhood Development Center =25 ¥ County Goals |LogOut

Vendor Setlp  Form AA201  Form AAZ02 FO Report Sanction Reports/Tasks Change Password
Vendor Name: \Fm: [Agency Awarding Contract: [County: [County Goals(%): LA
Henderson Corporation (The) 221519689 ESEC ikt Minority: 19 Field PO: )
e Contract Number: District: Women: 6.9 racevedo ¥
[Ca-0001-Coz Camden City FIF:
575 State Highway 28 Date Of Award: Project Name: Don Todd v
City [state_Pip 2/10/2005 — ;?:;eﬂn‘d:ﬁ::hdez,r‘:e,elcpmen Center £25
Raritan \NJ |'35359 [$25,750,000.00 680-025-01-0828
NTP Date: Add NTP & End Date
Receipt Date Date Sent to AAD Date Approved Status
02/28/05 03/01/05 | — Sent to AAD ¥
Projected Total Frojected | Frojected
Trade Or Craft = of Employees Minerity Femals Phase-In Compl.
F | 3 | ar F [ 3 [ AP F 3 [ AP Date Date
Select Trase 2 o 71 [ 7 | 1 7 | 3 [ T 1 T ) e e
[Edi] [ =
ot Started [Edit]
o Work This Month [Edit]
Sricklayer or Mason 1 30 3 s/1/2005 | o/1/2005 | [Edit]
Carpenter 1 El 1 2 1 s/1/2005 | 1/1/2006 | [Edit][ &
Electrician 1 15 2 2 1 4/1/2005 | e/1/2006 | [Edit] [ Remove
Glazier 1 4 11/1/2005 | 1/1/2008 | [Edit] [ Remove
HVAC Mechanic 1 5 1 2 12/1/2005 | &/1/2006 | [Edit] [ Remove
Ironworker 2 10 2 s/1/2005 | 11/1/2005 | [Edit] [ Remove
Cperating Engineer 1 5 1 3/1/2005 | 11/1/2005 | [Edit] [ Remove
Painter 1 5 1 1 4/1/2006 | g/1/2006 | [Edit][ Remove
Flumber 1 E 1 H 1 </1/2005 | s/1/2008 | [Edit] [ Remove
Roofer 1 E 1 2 11/1/2005 | 1/1/2005 | [Edit] [ Remove
Shest Metal Worker 1 5 1 1 11/1/2005 | 4/1/2005 | [Edit] [ Remove
Sprinkler Fitter 1 3 1 1 11/1/2005 | «/1/2008 | [Edit] [ Remove
Surveyer 1 2 3/1/2005 | s/1/z008 | [Edit] [ Remove
Tiler 1 3 11/1/2005 | s/1/2008 | [Edit] [ Remove
Laborer 1 15 1 3/1/2005 | s/1/2006 | [Edit][ Remove
Dockbuilder [Edit] [ Remove
Truck Driver [Edit| [ Remove

NJSDA Workforce Program Tracking System
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The AA201 report will display in a new window. Selecting the PRINTER Icon in the Menu Bar of
the new window, sends it directly to the default printer.

of dhp {\I\ h gy ~)|:oF Page - iCF Tools - lﬁﬁ]v 5-:6 m ‘i

New Jersey Schools Development Authority
Office of Diversity, Small Business, Government and Community Affairs
INITIAL PROJECT WORKFORCE REPORT CONSTRUCTION (201)

Mendor Name: FID: 'EQE“W J}warding County: Ez:‘l:v
ontract:
(%0):
Henderson Corporation (The) 221615689 NISeC = amden l;-’lcllﬂc-llt-;.
Address: Contract Number: District: ';.-El‘n-:-n.
=75 State Highwa.\_. 28 CA-0001-C02 Camden City
) Date Of Award: Project Name:
Early Childhood
City State  Zip 2/10/2005 Development Center
=25
Raritan I 03365 SAmount Of Award  |Project Number:
$25,750,000.00 0680-025-01-0929
FPO: racevedo PMF: Don Todd FLA :Yes
Frojected Total Frojected Empl. Frojected Frojected
Trade Or Craft # of Employees | Mincrity | Female Phasze-In Compl.
F ] AF FlJ1|AF[F |1 ]|ARP Cate Cate
Frime
Work Not Started
Mo Work This Month
Ericklayer or Mason 1 El ] S 9/1/2005
Carpenter 1 El 1 2 1 1/1/2006
Electrician 1 15 2 2 1 9/1/2006
Glazier 1 4 1/1/2006
HWAC Mechanic 1 S 1 2 8/1/2006
Ironworker 2 10 2 11/1/2005
Operating Engineer 1 5 1 11/1,/2005
Painter 1 5 1 1 5/1/2006
FPlumber 1 El 1 2 1 8/1/2006
Roofer 1 El 1 2 1/1/2006
Sheet Metal Worker 1 = 1 1 4/1/2006
Sprinkler Fitter 1 3 i i 11/1/2005 4/1/2006

NJSDA recommends that a printed copy be kept along with a copy of the original AA201
submitted.
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ACCESSING AA201a (SUB-CONTRACTOR PROJECTION FORM)

Like the AA201, the AA201a information is supplied by the Prime Contractor and entered into
the WFP system by NJSDA. The initial AA201a is submitted to the NJSDA within seven (7)
days of the Contract Award, along with the AA201.

Since this form contains information about the Sub-contractors working with the Prime
Contractor on a contract, it can, and should, be updated as changes occur. To update AA201a
data, a paper form (available in Appendix D) should be completed and submitted to NJSDA.
NJSDA will update the WFP database.

To view existing AA201a data, select the CONTRACT and the ScHooL from the appropriate
dropdown list, then click on the VENDOR SETUP option.

f_\\ State oF NEw JERSEY
i |

W ScuooLs DEVELOPMENT AUTHORITY

1

l Select Contract: | CA-0001-C02 (% I Select School: | Early Childhood Development Center 225 v \lJLlntM Goals |LogQut
vendor SetUp Eorm AA201 Eorm AA202 EO Report Sanction Reports/Tasks Chancs Szsswers

|

The Prime Contractor and Sub-Contractor information will display.

Select Contract: |H5-0001-C01 = Select School: IAsnun‘ Park H.5. 'I Coun
Vendor SetUp Form AAZOL Form AAZ02 LogOut Chang

Primary Contractor
Vendor

Address City  State Zip
Frank Bennett Electric Corp. 148 Dayton Avenua/PassaicN] 07055

Sub Contractor(s

Kimi E's Consulting 122 Last Ave Marlton NI 08053
A &M Bertoldi Builders Inc 718 Cedar Avenue Pitman () 03071
O'Donnell, Stanton & Assaciates, Inc|i 705 Route 37 East [Toms Riverl 087 53
Facchina Construction Co., Inc 9220 WEW Industrial Rdilaplata _ [MD_|20640]

Refresh Page

If modifications are needed, a new AA201a must be completed and sent to NJSDA.

NOTE: A BLANK AA201a FORM IS INCLUDED IN APPENDIX D.
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COUNTY GOALS

Selecting the CouNTY GOALS option in the Main Menu generates an on-screen report which
details by County and Trade, the percentage goal for both MiINORITY and FEMALE workforce

compliance.

a0, Stare 0 New Jersey

B
W ScHooLs DEVELOPMENT AUTHORITY

Select Contract: [CA-0001-C0z ™

Select School: |Early Childhood Development Center 225 (v

County Goals

LogOut

Vendor SetUp Form AA201 Form AAZ02

FO Report

Sanction

Reports/Tasks Chance Plssword

The report displays the goals for all COUNTIES.

/3y, Stare or New Jersey
(f&r;

e~

¥) ScHOOLS DEVELOPMENT AUTHORITY

CONTRACTOR AND WORKFORCE COMPLIANCE
MINORITY AND FEMALE GOAL OBLIGATIONS

For

CONSTRUCTION CONTRACTS AND SUBCONTRACTS

COUNTY
Atlantic
Bergen
Burlington
Camden
Cape May
Cumberland
Essex
Gloucester
Hudson
Hunterdon
Mercer
Middlesex
Monmouth
Morris
Ocean
Passaic
Salem
Somerset
Sussex
Union

Warren

MINORITY
18

B e
th

w

FEMALEY
6.9
6.9
6.9
6.9
6.9
6.9
6.9
6.9
6.9
6.9
6.9
6.9
6.9
6.9
6.9
6.9
6.9
6.9
6.9
6.9
6.9

The report can be printed or downloaded to a local or network drive. To send the results

directly to an attached printer, use the FILE > PRINT option from the Menu Bar.

To save the results to a file, use the FILE > SAVE As option in the Menu Bar.

NJSDA Workforce Program Tracking System
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LOGOUT

To minimize the chance that an unauthorized User can access the system, the LocOuT option
should be used to end a session. This returns the system to the LoGIN screen, and prevents
inadvertent access under a valid User ID.

fan, STATE oF NEW JERSEY

& ScHOOLS DEVELOPMENT AUTHORITY

Select Contract: | CA-0001-C02  (» I I Select School: | Early Childhood Development Center 225 & | County Goak |LogQut
Vendor SetUp  Form AAZ01 Eorm AAZO2 EQ Report Sanction Reports/Tasks Change Passwerd |
—
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SUMMARY

0 The Workforce Program Tracking System (WFP) was created to assist the
NJSDA Division of Contractor and Workforce Compliance in capturing,
monitoring, and reporting information regarding the workforce composition of
NJSDA Prime Contractors/Sub-Contractors on all projects.

o Prime Contractors must request a Login and Password in order to access the WFP
system.

0 Prime Contractors must file at least one AA201 with NJSDA before requesting
WEFP access.

o Prime Contractors send the AA201 and initial AA201a to the NJSDA on paper,
and the NJSDA is responsible for entering the data into the WFP system.

o Prime Contractors are responsible for the timely filing of Form AA202 online, by
the seventh (7™) business day of the following month. For example, the AA202
report for January 2009 should be filed and submitted by February 10, 2009.

o Prime Contractors can view the AA201 and the AA201a (Vendor Setup)
information, but cannot modify it.

o Additional AA201a reports should be sent to the NJSDA Division of Contractor
and Workforce Compliance Contractor and Workforce Compliance when there is a
change in Sub-Contractor information.
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APPENDIX A — GAINING ACCESS

APPENDIX A EXPLAINS HOW TO ESTABLISH A WFP ACCOUNT, AND HOW
TO CHANGE A PASSWORD.

SETTING UP ACCESS TO WFP

The Workforce Program tracking database is a Web-based application accessible using the
following criteria:

Microsoft™ Internet Explorer version 5.0 (version 5.5 or higher is preferred)
Access to the Internet

At least one AA201 must have been submitted to NJSDA

A valid User Name and Password for Workforce Program access

O O O O

NOTE: ONLY ONE ACCOUNT PER PRIME CONTRACTOR IS PERMITTED.
No other software is required.
To request access, use the following URL to access the Login screen:

https://www.njsda.gov/wip/login.aspx

At the LoGIN screen that displays, select the CLIck HERE option for first time users:

#oa, State oF New JErsey
[4es

W) ScHoOLS DEVELOPMENT AUTHORITY

Work Force Project

UserName:| ]
UserPassword:[ ]

Login Cancel

Account Set-up for first time users (non-SDA emplovees) Click Here

Forgot Your Password Click Here I

Download user guide Click Here
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The following screen contains fields required to establish a WFP account. Please note that entries
are required in all fields in order for the request to be considered.

CREATE WEB LOGIN ACCOUNT {FOR NOT SDA EMPLOYEES OMLY)

2|l Fields Are Required

Tax ID (5 digits, no dashes): | |

Email: | |

< Create User Mame And Password

Uzer Name (&6-10 characters): | |

Password: (8-10 characters) | |

\ Confirm Password: | |

_>| CREATE || Reset Form || Close |

0 TaAxID - The 9-digit number assigned by the IRS. Do not enter any spaces or dashes.

o EMAIL - A valid Internet E-mail address is needed. This E-mail address must be the
same one indicated on Form AA201.

0 USER NAME - Any string of 6 to 10 characters (alpha or numeric). Anyone with access
to this name (and the password) will have access to your information.

0 PAsswORD - A string of 6 to 10 characters. This should be selected with a bit of thought,
since it is the key to your data. For security, this does not display on the screen as it is
typed.

0 CONFIRM PASSWORD - The initial password entry (above) displays as asterisks (*);
re-entering the password is a safeguard to ensure a match.

When complete, click the CREATE button. An Account Activation Notification will be
emailed to the address specified on the AA201 form.
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CHANGING A PASSWORD

Changing a current password can only be done after logging into WFP, and selecting the Change
Password option:

)
[ =

& ScHOOLS DEVELOPMENT AUTHORITY

% STATE OF NEW JERSEY

Select Contract: |CA-0001-C02  |v| ]

Select School: |Early Childhood Development Center 225 (v
Vendor Setlp Form AAZ01 Form AAZ02

County Goals |LogOut
FO Report Sanction Reports/Tasks Changs Password

1

In the Change Password screen, a New Password can be specified. As in the initial request for
access, the password is entered once, and then re-entered, to ensure a match.

CHANGE PasswoORD (FOR MOT SDA EMPLOYEES ONLY)

&1l Fields Are Required

New Fassword: (6-10 characters) | |

Confirm Mew Password: | |

—>| Change || Close |

When complete, click the CHANGE button. The New Password is effective immediately, and an
E-Mail will be sent confirming the change.
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APPENDIX B — CREATING A DESKTOP ICON

APPENDIX B GIVES INSTRUCTIONS ON HOW TO CREATE A SHORTCUT ICON
ON A WINDOWS DESKTOP TO PROVIDE MORE CONVENIENT ACCESS TO WFP.

CREATING A DESKTOP SHORTCUT ICON

Adding a shortcut icon to the Windows desktop can make accessing the WFP system a little easier.
With an active Internet connection, access the following URL.:

https://www.njsda.gov/wifp/login.aspx

The WFP Login screen will display.
With your mouse, right click anywhere on the screen to display a Shortcut menu.
Select ‘Create Shortcut’ on the menu.

/E\ State oF New JERsev
W ScHOOLS DEVELOPMENT AUTHORITY

back Work Force Project

UserName:[ ]

Select All

UserPassword [ ]
Create Shortait  J[ Login

Add to Favorites. ..

View Source
Encoding 3

Print...
Print Preview...
Refresh

Account Set-up for first time users (non-SOA& employees) Click Here

Answer Yes to the following prompt:

Internet Explorer

Do you want to put a shortcut to this website on your desktop?
l % http:/f10.1.2. 11jwfpflogin.aspx

Work Force
Project
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APPENDIX C — ADDING AN ONLINE AA202

APPENDIX C EXPLAINS ‘HOW TO’ FOR ADDING AA202 REPORTS INTO WFP.
WHILE IT IS A STEP-BY-STEP INSTRUCTION, NO EXPLANATIONS ARE GIVEN.
FULL DETAIL IS PROVIDED IN THE MAIN BODY OF THIS GUIDE.

ADDING AN AA202 MONTHLY REPORT

(0}

(0]

Log into WFP with a valid User Name and Password.
Select the CONTRACT to be reported.

Select the scHoOL to be reported.

Select ForM AA202 in the options bar.

Check HISTORY (SELECT REPORT PERIOD) to be sure a report does not already exist for the
intended period.

e If areport already exists, refer to MoDIFYING AN AA202 in the main body of this
guide.

Select the MoNTH and YEAR of the new report period from the appropriate dropdown
lists.

Click the ADD button to the right of the YEAR field to save.

Select the name of the first Contractor being reported from the SELECT VENDOR
dropdown list.

Enter the percentage of work completed (% work compL.) for that vendor.
Select the trade from the SELECT TRADE dropdown list.

Complete the following fields with information pertaining to the Reporting Period for the
Contractor/Sub-Contractor at this site:

e The TOTAL number of Foremen

e The number of BLACK Foremen

e The number of HISPANIC Foremen

e The number of AMERICAN INDIAN Foremen
e The number of ASIAN Foremen

e The number of FEMALE Foremen
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APPENDIX C — ADDING AN ONLINE AA202

o0 Inthe Work Hours (WRK HRS) section, enter the total number of work hours (TOTAL
WRK HRs) for Foreman at this site during the reporting period for this Contractor/Sub-
Contractor, followed by:

e The total number of work hours for Minority (Min. W/H) Foremen (a total of Black,
Hispanic, American Indian, and Asian).

e The total number of work hours for Female (FEm. W/H) Foremen.

IMPORTANT NOTE: Females are a specific category and are NEVER included in any
Minority group.

0 Repeat these entries for both the Journeyman and Apprentice Classifications for each
particular Contractor/Sub-Contractor.

e Inthe LOCAL NUMBER OF EMPLOYEES/HOURS section, enter the following information
pertaining to the DISTRICT and/or COUNTY for every employee living in the PROJECT
DISTRICT or PROJECT COUNTY (refer to the reporting period’s certified payroll):

The number of BLACK FOREMEN and NUMBER of WORK HOURS

The number of HisPANIC FOREMEN and NUMBER of WORK HOURS

The number of AMERICAN INDIAN FOREMEN and NUMBER of WORK HOURS
The number of AsiAN FOREMEN and NUMBER of WORK HOURS

The ToTAL NUMBER of MINORITY FOREMEN and WORK HOURS

The ToTAL NUMBER of NON-MINORITY FOREMEN and WORK HOURS

O O O O 0o O o

The number of FEMALE FOREMEN and NUMBER of WORK HOURS

e Repeat these entries for both the JOURNEYMAN and APPRENTICE CLASSIFICATIONS for this
particular Prime Contractor/Sub-Contractor in the School District and County sections.

0 When the entries are complete, click the ADD button to save.

0 Repeat this process for each Contractors/Sub-Contractor on this contract for this report
period.

0 When complete, click the SUBMIT TO SDA button.

o If a hard copy is desired, click the PRINT button (recommended).
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APPENDIX D - FORMS

APPENDIX D GIVES A BRIEF DESCRIPTION OF BOTH THE MANUAL AND
ELECTRONIC FORMS USED IN THE WFP. A COPY OF THE AA201A, WHICH
IS COMPLETED AND SUBMITTED MANUALLY, IS ALSO INCLUDED.

NJSDA FORMS FOR MONITORING

One goal of the Division of Contractor and Workforce Compliance is to ensure that businesses
awarded NJSDA contracts meet the requirements of NJ AC 17:27-7.5 (NJSA 10:5-31). To assist
with this, several forms are utilized:

Form AA201

This form is used to define, by trade, the projected number of employees (including sub-
contractors) working as Foremen, Journeymen, or Apprentices on NJSDA projects. This form also
defines the anticipated employee data by Minority or Female classification, if applicable.

The Prime Contractor completes this form manually and submits it, along with AA201a (below)
to the SDA within seven (7) business days of the receipt of the Notice to Proceed (NTP).

Form AA201a

This form details information about Sub-contractors, including the business’ Federal ID, and its
MBE, WBE, and/or SBE status.

This form is manually completed by the Prime Contractor and initially submitted with Form
AA201. It should also be submitted when changes or amendments occur.

Form AA202

This form, completed by the Prime Contractor, identifies the number of Minority and Female
employees by Trade, job Classification, and Ethnicity. Work Hour information, along with Local
School District and County data, is also detailed for each Prime and Sub-Contractor on a NJSDA
project site.

Form AA202 is first filed within seven (7) days of the Notice to Proceed (NTP). It must be filed
every subsequent month following the initial submission, until the project is complete. If there is
no activity during a report period, the form must still be submitted in a timely manner with this
information.

After the initial submission, the Prime Contractor must file this form online, with the information
going directly into the WFP database.

We hope this Manual has been helpful. We appreciate your continued cooperation, and wish you
success on NJSDA and other projects.
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