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1. Vendor Registration Process

In this user manual, you will find how to register your company in Maryland Aviation
Administration (MAA) Office of Diversity, Equity and Inclusion (ODEI) compliance portal. Here
are the steps to complete your vendor registration:

Complete your company registration

Submit your company registration

ODEI will review and approve your company registration
Set up your user account

Add portal users

v wN e

The registration is expected to take around 20 minutes. In order to register your company, you
will need the following information available:

e Company Tax ID

e Company Address

e Company Information (Description, Date Established)
e Primary Contact

e MDOT Certifications, if applicable

e Professional Licenses, if applicable

e NAICS Codes

1.1. Step 1: Company Registration

The first step in registration on the vendor portal is to complete and submit a registration for
your company. The Vendor Portal login is URL is: https://maa.prismcompliance.com/

To register, go to the “Vender
Registration Portal” Link under
Popular PRISM Links.

M DII' Don't have a userame? Click here

. . . MARYLAND DEPARTMENT Login
This link will lead you to the OF TRANSPORTATION el
porta|’5 Welcome page. MARYLAND AVIATION Paswori

ADMINISTRATION

Need Log In Heip?

Login

Business Department Links... Popular PRISM Links...

Maryland Department of Transportation Are you a vendor trying to report? (Log In above)
Baltimore/Washington International Thurgood Marshall Airport PRISM on-line Vendor Knowledge Base and Support Site
Procurement/Contracting Opportunities Vendor Registration Portal

M/DBE Program Information

CommercialConcessions Opportunities
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https://maa.prismcompliance.com/

Click the “Start Registration” button to start the registration process.

Welcome

Start a new Registration for the
MDOT - Maryland Aviation Administration Vendor Portal

M J or retumn to complete an existing registration
Starting a Registration
MARYLAND DEPARTMENT , R
OF TRANSPORTATION » Click the "Start Registration’ button below to

open the registration form.

MARYLAND AVIATION

ADMINISTRATION

Start Registration

Completing or modifying a Registration

Click the ‘Complete a started Registration’ button below.
You will need the Registration ID that was sent to you by E-mail

Complete a Started Registration

Review the “Starting
a New Registration”
screen. When ready,
click the “Start
Registration” button.

Starting a New Registration

Join the MDOT - Maryland Aviation Administration's Vendor Community

This link will lead This Vendor Information Registration should take twenty (20) minutes to complete. You will need scanned copies
of your certifications and/or any professional licenses you may have.

you the registration.

N\

Start Registration

Powered by PRISMCompliance.com
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On the next page, enter your company information.

First you will enter the company Tax ID without dashes and click the ‘Find Me’ button. If the
company profile is not found, then you will need to enter the company information into the
form.

Company Information

TaxID/EIN: * 123456789 Find Me | Your company profile is not found. Please complete the form below.
(9 Digits only - no dashes or spaces)
Company Name: *

Doing Business As:

Business Structure: - Select One - ¥ Date Established:
Race/Ethnicity: -- Select One — v Gender: - Select One - v
Select the Main Area in which the applicant business provides materials or services(s): - Select One - M

Business Description:

%

Enter the company information for all of the fields marked with a red asterisk. These fields are
required, and you will not be able to proceed to the next screen if the information is not
entered correctly into each of the required fields.

Company Information

TaxID/EIN: * 123456789 Find Me ‘ Your company profile is not found. Please complete the form below.
(9 Diglts only - no dashes or spaces)
Company Name: * Registration Example, LLC

Doing Business As:

Business Structure: Limited Liability Corporation  ~ Date Estahlished: 03/24/2024

Race/Ethnicity: Hispanic American v Gender: Female ~
Select the Main Area in which the applicant business provides materials or services(s): Construction v
Business Description: Airport construction
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Enter your company address information. The red asterisk fields are required.

Company Address
Primary Address: * 7050 Friendship Rd Country: * UNITED STATES v
City: * Baltimore State:* | MARYLAND v zIp: ¥ 21240
Mailing Address (if different): Country: | UNITED STATES v
City: State: MARYLAND v ZIP:

Enter the company information and primary contact information.

Contact Information

Phone: * 410-859-7111 Fax:

Website: www.registrationexample.com

Primary Contact Name: * Jane Doe Email: * Jane doe@registrationexample.cc
Title: * CEO Cell Phone:

Phone: * 410-859-7111

Secondary Contact Name: Email:

Title: Cell Phone:

Phone:

Click “Save& Continue.” Be sure to enter the email address you want the registration
communication to go to.

Email Address(es) to Send Registration ID: *  Jane.doe@registrationexample.com

The recovery Registration 1D is required to make any changes to your Registration before you submit it. The email will be sent once you processed to the next
page.

<< Back | Save & Continue >>

You will receive an e-mail containing a link and identifier so that you can return to modify or
complete a registration.

Maryland_Aviation_Administration@pro.PRISMCompliance.com Q «a & ~ © 8
To: Jane Doe Sun 3/24/2024 4:03 PM

M

You don't often get email from maryland_aviation_administration@pro.prismcompliance.com. Learn why this is important

Thank you for starting a Vendor registration process with Maryland Aviation Administration. If you need to return to your
registration in the future you can use the Registration 1D: yh9S3Rfytos%3d to continue/modify your registration.

The Maryland Aviation Administration Vendor registration web site is available at:
https://maa.prismcompliance.com/CustomCertApp/ApplicationStart.aspx?
1=200&j=HIWTR2gWFBPzz2YzoGMitc7NFMzocUJxUN7tAnnxhmzPwgnZg2lm%2fw%3d%3d

Sincerely,
Maryland Aviation Administration

<\ Reply 7 Forward
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If you are unable to complete the registration in one sitting, you are able to save and return to
your registration. From the Vendor Registration portal link, click on “Complete a Started
Registration.”

Welcome

Start a new Registration for the
MDOT - Maryland Aviation Administration Vendor Portal

M m or retum to complete an existing registration
Starting a Registration

MARYLAND DEPARTMENT

Click the "Start Registration’ button below i
OF TRANSPORTATION. w';n m‘: Wm:g:f,mA IR
MARYLAND AVIATION s ey ’ :
ADMINISTRATION Completing or modifying a Registration
Click the "Complete a started Registration’ button below.
You will need the Registration ID that was sent to you by E-mail
Start Registration Complete a Started Registration

Next, you will end your registration ID.

Registration Completion

Your Registration ID is a unique identifier assigned to you and your registration session. It was displayed at the bottom of every page of your registration. It is
required to retrieve your registration. This number was also sent to your primary email address and may be requested again by clicking the "Lost" link below.

Enter your Registration ID:

Go

1 think I lost my Registration ID...
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You can find your registration ID in the registration email:

M Maryland_Aviation_Administration@pro.PRISMCompliance.com © &« & » OB
To: Jane Doe Sun 3/24/2024 4:03 PM

You don't often get email from maryland_aviation_administration@pro.prismcompliance.com. Learn why this is important

Thank you for starting a Vendor registration process with Maryland Aviation Administration. If you need to return to your
registration in the future you can use the Registration 1D: ¥h9SSRNtos%3d to continue/modify your registration.

The Maryland Aviation Administration Vendor registration web site is available at:

hitps://maa.prismcompliance.com/CustomCertApp/ApplicationStart.aspx?
£=2008&j=HIWTR2gWFBPzz2YzoGMitc7NFMzocUJxUN7tAnnxhmzPwqnZg2Ilm%2fw%3d%3d

Sincerely,
Maryland Aviation Administration

€\ Reply 7~ Forward

Click Go, and it will take you to your registration.

To continue your registration, enter your company’s certifications, if applicable. If you have
certifications, click yes. Click no to indicate your company does not have certifications.

If yes, list the certifications your company has. The information needed to enter the
certifications are the certifying agency, certification type, issued date, certificate number, and

expiration date. Then click “Save Certification.”
Company Certification
Is your Company currently certified with any Certifying Agency? ® ves O No

List the Certificates your Company has.

Certifying Agency: * Maryland Department of Trans| v Certification Type: ¥ [— Select One — v

Issued Date: * Certificate Number:

Expiration Date:

Save Certification

Certifying Agency Certificate Type  Certificate Number Date of Issue Expiration Date
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Enter your Company Industries information. Enter all of the NAICS codes corresponding to the
company’s services. For each Industry Code entered, click Add Code.

Company Industries
To add an Industry code, type the number or keyword in the field provided and select the "Add Code" button. The description will be popu utomatically.

Industry Code: * 541611 Administrative Management and General Manageme | Add Code

Industry Code Description Delete

Next, enter the Business Size Information.

Business Size Information

Total Employees:

Minority Employees:

Specify the Annual Sales of the firm: Year Total Sales
dd

Average Sales: 50.00

<< Back | Save & Continue >>

Then click “Save & Continue.”

The next page will ask your SDAT ID Number. Enter if applicable. Then click “Save & Continue.”

Additional Information

SDAT ID Number

<< Back | Save & Continue >>

Once you have completed the registration with all of the required information, you are ready to
submit your registration.
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1.2. Step 2: Submitting the Registration

The first step in submitting your registration is to read the Registration Affidavit. Here you have
the ability to print the registration statement for your records. Once you have reviewed and are
ready, click “Continue.”

Page3of 5 Print

Registration Affidavit

By submitting this registration, | certify that all information herein is true and accurate. Any misrepresentation of this
company as defined in the certification section of this form will be grounds for denial and/or removal as a vendor for
MDOT - Maryland Aviation Administration. | understand that it is my responsibility, as a company official, to inform
MDOT - Maryland Aviation Administration of any changes in this information. Furthermore, if contracted by MDOT -
Maryland Aviation Administration, our firm guarantees sound quality products and/or services in compliance with
MDOT - Maryland Aviation Administration specifications.

<< Back Print Registration Statement | Continue >>

Your Registration ID: Mw3iBSbDU3g%3d Email My ID Powered by PRISM ONE

This link will take you to the Registration Submission page. Read the registration submission.
When ready, click “Submit Registration.”

Registration Submission

Thank you for registering with Maryland Aviation Administration. Although this registration does not guarantee work with
Maryland Aviation Administration, your firm will be considered if a need for your supplies and/or services are needed. We will

review your registration and share it with our internal resources. \

e = >
Back Submit Registration
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You will be directed to the next screen confirming your registration submission.

Page5of 5 Print

Thank you for submitting your registration!

Your Registration ID: Mw3iBSbDU3g%3d Email My ID Powered by PRISM ONE

If you wish to save a copy of your registration for your records, click “Print.” A PDF version will
be available for you.

Thank you for submitting your registration!

Your Registration ID: yh9S3Rfytos%3d  Email My ID Powered by PRISMCompliance.com

Once you have submitted your registration, you will receive an email confirming your
submission has been received by ODEI.

" Maryland_Aviation_Administration@pro.PRISMCompliance.com

o Jane Doe Sun 312420
You don't often get emadl from masyland_iviston_administrabon@proprismoomphancecom. Leann vty 1his i imoooiand

example

Thank you for registering on the MDOT - Maryland Aviation Administration's Vendor Portal. Your registration profile will be
reviewed and you will be notified once the review has been completed.

Office of Diversity, Equity & Inclusion (ODEI)
Maryland Aviation Administration
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1.3. Step 3: Registration Review and Approval

Next, the MAA Office of Diversity, Equity and Inclusion (ODEI) will review the registration.

Once the registration has been approved, you will receive two emails. The first email will be
information containing instructions on how to create a user account.

The

M

Maryland_Aviation_Administration@pro.PRISMCompliance.com © a « ~ & @
To: Jane Doe Sun 3/24/2024 5:01 PM

You don't often get email from maryland_aviation_administration@pro.prismcompliance.com. Learn why this is important
example

Thank you for registering example with MDOT - Maryland Aviation Administration as a Vendor. You are now approved for access to the MDOT -
Maryland Aviation Administration Vendor Portal.

Now you can create a User Account in the following link: https://userregistration. prismcompliance.com/UserRegistration. This link will redirect you
to the PRISM portal website. PRISM is the software application supporting the vendor portal

After you have created your username and password, you will be able to login to the MAA Vendor portal htips.//maz.prismcompliance.com.

if you have any issues please email MAAVendorPortalHelp@bwiairport. com

As a vendor you can log into the Maryland Aviation Administration Vendor Portal and update your Viendor Profile, search for other vendors and see
news and workshops relevant to your business.

Office of Diversity, Equity & Inclusion (ODEI)
Maryland Aviation Administration

second email will contain your PIN number.
Maryland_Aviation_Administration@pro.PRISMCompliance.com

To: Jane Doe

Dear example,

Your PIN is QBKS5791

Office of Diversity, Equity & Inclusion (ODEI)

Maryland Aviation Administration
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1.4. Step 4: Creating a Username

Click on the link provided in the Registration Acceptance Notification email; it will take you to
the PRISM website to register a user account.

M Maryland_Aviation_Administration@pro.PRISMCompliance.com @ &« & ~2 © &
To: Jane Doe Sun 3/24/2024 501 PM

You don't often get email from maryland_awviation_administration@pro.prismcompliance.com. Laam why this is important

example

Thank you for regestening example with MD!
Maryland Aviaton Administration Vendor Portal

aryland Aviation Administration as a Vendor. You are now approved for access to the MDOT -

Now you can create a User Account in the following link: hitps://userregistration.prismcompliance. com/UserRegistration. This link will redirect you
to the PRISM portal website. PRISM is the software application supporting the vendor portal

After you have created your username and password, you will be able to login to the MAA Vendor portal hitips //maa posmeompliance com

if you have any issues please email MAAVendorPortalHelp@bwiairport com

As a vendor you can log into the Maryland Aviation Adminestration Viendor Portal and update your Veendor Profile, search for other vendors and see
news and workshops relevant to your business

Office of Diversity, Equity & Inclusion (ODE!)
Maryland Aviation Administration

Enter the provided PIN and your company’s Tax ID / EIN and enter the CAPTCHA text to login.

PRASM

COMPLIANCE “4 MANAGEMENT

o

Authentication

DISCLAIMER: You are registering to
gain access to a government
controlled and monitored portal.
Information you provide will be
evaluated for such access.

EIN* »
| 383383383 ’

PIN * »
‘ UOE79403 '

Refresh
Input symbols

‘ SIND| ‘

Cancel Next




The next screen will ask you to confirm your authorization to create a company account. Click

the box to confirm and click “Next.”

PRASM

COMPLIANCE “4 MANAGEMENT

Authentication

DISCLAIMER: You are registering to
gain access to a government
controlled and monitored portal.
Information you provide will be
evaluated for such access.

[C1 we found you. | am authorized to
register this account for Aircraft
Services Inc. *

On the following screen, enter your
name and contact information, then
click “Validate” to receive a validation
code. You will receive the code by
email. Enter the code in the provided
field and click “Next.”

On the next screen, enter a username,
password, a password hint and a
password answer; then click “Next.”

PRASM

COMPLIANCE “4 MANAGEMENT

000

Authentication User Account
Information Information

Choose Username *

l Jack108 ]

Choose Password *

Confirm Password *

R |

Password Hint *

‘ Comet ]

Password Hint Answer *

77] ]

iRt
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Review and accept the Terms of Usage statement; if you agree with the terms, click the box “I
agree with the Terms of Usage.” Then click the “Register Me” button.

=4 4 r 4 -
remedies for negligence, or under strict fabiity, or for breach
of warranty or contract, induding but not imited to indirect,
consequential, punitive or incidental damages, even if notice
was given of the possibiity of such damages.

Reference herein to any specific commerdial products,
process or service by trade name, trademark, manufacturer,
or otherwise does not necessanily constitute or imply its
endorsement, recommendation, or favoring by the Maryland
Aviation Administration. The views and opinions of authors
expressed herein do not necessanily state or reflect those of
the Maryland Aviation Administration and shall not be used for
advertising or product endorsement purposes.

Use of any information obtained on this website & voluntary
and refance on it should only be undertaken after an

independent review of its accuracy, relabiity, completeness,
usefulness and timeliness. Such independent review i solely

the responsibiity of those accessing the Maryland Aviation
Administration’s website.

[~] 1 agree with the Terms of Usage. Privacy Policy

< Back Register Me
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Congratulations! You have completed the user registration process, and you will be able to log
into your account on the MDOT Maryland Aviation Administration Vendor Portal. Before you
exit, take note of the login link provided at the bottom of the screen (see screenshot below).

In the areas of Vendor/Supplier Diversity and Contract Compliance Management PRISM has become an
industry standard in the public and private sector. This portal will allow you to satisfy your periodic spend
reporting requirements while giving you the tools to expand and grow your business. Want to achieve more,
register or log into PRISM.

E =

You have successfully created an account in Maryland Aviation Administration (MAA) vendor portal. You may log in using your newly created
credentials by clicking here (maa.prismcompliance.com)

You will receive an email confirming your selected username and provide the link to Vendor
Portal login page.

Maryland Aviation Administration User Registration [IGjK] 'inbox x =
DoNotReply@prismcompliance.com 10:38 AM (0 minutes ago) = - ~ -
tome [~

Thank you for registration with Jurisdiction : Maryland Aviation Administration . Your user account will allow
you to log into PRISM and perform your periodic reporting. Username: Jack108 Login URL:
https://maa.prismcompliance com/
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1.5. Step 5: Add Vendor Portal Users

To Create user accounts for employees who will access PRISM using the Administration menu,
Select the “Administration” tab in the left menu column, then select “Manage Users Profile.”

Vielcome. JACK AMBLES! Log.oft
| ViewEdvAda User Profile
Manage Vendor Profile | viewEdt information about Vendor Company
News & Events
£ marytand Aviation
Admnistration
Workshops
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The next screen displays the company’s user accounts. The user accounts for this vendor portal
are the employees who will be using the portal to perform compliance reporting and
management. You do not need to create user accounts for employees who will not be using this

portal.

Click on the “Add New User” button to create a new user account.

Last login Sme: 08/13/2013 0324 PM ET
Welcome. Fred Fintsione! Log.off

Contractor Users

Reset Password
333383383 Fred Fiststone Confractor Defautt Vendor User  Reset Password

<< Back to Administration Menu

PrlemCompiince.coot € 2004-2018 | m m

Page 18 of 43




You will be directed to a page where you can add the user information. Here you will input the
information and a password for each user account.

ﬁ

Last login time: 08/13/2018 03:24 PM ET
Welcome, Fred Flintstone! Log-off

MARYLAND DEPARTMENT
OF TRANSPORTATION.

MARYLAND AVIATION
ADMINISTRATION

Add Contractor User

User ID*:

First Name *:

Last Name *:
Password *:
Check Password *:
Email: =

Title:

<< Back to Administration Menu
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This is an example of a completed user account. Click on “Save” to proceed.

Last login ime: 06/13/2018 03:24 PM ET
Welcome, Fred Flintstone! Log-off

MARYLAND DEPARTMENT
OF TRANSPORTATION.

MARYLAND AVIATION
ADMINISTRATION

Add Contractor User

User ID*: AOQM
First Name *: :Barney
Last Name *: Rubble
Password *:

Check Password =:

Email: = 'brubble@bedrockmines.com

Title: ‘Stone Handler

<< Back to Administration Menu

PrismCompliance.com @ 2004-2018 m

Page 20 of 43




Saving the user account returns you to the User Administration screen. Note that the newly
created user’s account is locked; the user will not be able to login until their account has been
unlocked.

You must click on the “Lock” to change the account to unlock. The user’s account will then
display as “Unlock,” which indicates the user can access it.

Last login time: 08/13/2018 03:24 PM ET
Welcome, Fred Flintstone! Log-off

MARYLAND DEPARTMENT
OF TRANSPORTATION.

MARYLAND AVIATION
ADMINISTRATION

Contractor Users

User ID User Name Reset Password

A0004 Bamey Rubble Contractor Unlock Reset Password Edit User Delete
383383383  Fred Flintstone Contractor Default Vendor User  Reset Password Edit User Default Vendor User

<< Back to Administration Menu

PrismCompliance.com © 2004-2018

Congratulations on the completion of your registration on the MDOT Maryland Aviation
Administration Vendor Portal! For any issues, please contact ODEI's vendor service desk at
maabwivendorportalhelp@bwiairport.com.
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2. Contract Compliance Reporting Requirements

Both prime contractors and subcontractors are required to report monthly to remain
compliant. Prime contractors are required to report a monthly subcontractor payment
verification. Subcontractors are required to report invoices and a monthly payment verification.

The purpose of this reporting is to document payments made by the Prime contractor to each
subcontractor and to track the progress of the contract’s sub participation goals.

Reporting must be performed monthly. The reports are due before the 10" of each month.
The following action items need to be performed each month in order to be compliant:
1. Subcontractor(s) must submit monthly invoices into MAA Vendor Portal. If there was
not an invoice for that month, the subcontractor must submit an invoice of SO value.
2. Prime Contractor must submit monthly payments to the invoices submitted by the
subcontractor in MAA Vendor Portal.
3. Subcontractor(s) must acknowledge receipt of payment in the MAA Vendor Portal.

If any of these steps do not take place, your contract will remain non-compliant. All steps must
take place in order to be compliant.

3. Subcontractor Invoice Submission

1. Go to https://maa.prismcompliance.com/default.aspx

2. Fill in your Username and Password, and then select the Login button.

M J Don't have a username? Click here

MARYLAND DEPARTMENT Login
OF TRANSPORTATION Jr—
MARYLAND AVIATION Password: *
ADMINISTRATION
[ -
Need Log In Help?
Business Department Links... Popular PRISM Links...
Maryland Department of Transportation Are you a vendor trying to report? (Log In above)
Baltimore/ i i Thurgood Marshall PRISM on-line Vendor Knowledge Base and Support Site

Airport X =
Vendor Registration Portal

Procurement/Contracting Opportunities

M/DBE Program Information

Commercial/Concessions Opportunities
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https://maa.prismcompliance.com/default.aspx

3. Select the Compliance tab.

OF TRANSPORTATION. 1 : ism!
MARYLAND AVIATION We to Prism!
ADMINISTRATION

Welcome to the MDOT -
Maryland Aviation
Administration Vendor
Portal

. Stay up to date on MDOT - MAA News &
Events

4. Select the Invoice Amount on the correct contract.

List of Contracts/Task Orders

Use this page to view and report contract-related spend and/or invoices (if required). Contracts shown are contracts that you are either a prime or subcontractor. If you do not see a contract that
you are actively engaged. contact your jurisdiction so you may be added. This list is sort-able, group-able, and export-able. Click 'Save Grid Layout’ to remember your grid layout. For more

information click the help link below

|72 Export 8 Save Grid layout

Drag a column header and drop it here to group by that column

Contract Contract Specialist Position Invoices Sub Spend Prime Spend Percentage

Name Number Complete
i | b | A i | b | i b | b | =

Test Contract MAACOT111 Cook, Alice Sub MBE $1.500.00 $1.500.00 $10,000.00 8.57%

Acook2@bwiairport.com
- $1,500.00

LM 4|1k | M| Pagesize: 20 ~ 1items in 1 pages

Action
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5. Select Add Invoice.

List of ContractsiTask Orders >> Sub Invoices Adding

Contract Number:
Contract Value

MAACO11111
$10,000.00

Contract Name:
Percentage complete:

Test Contract
6.67 %

Drag a column header and drop it here to group by that column

Number

Payer

Payee

Amount
Received

Amount
Paid

Amount Invoice Date Due Date Reference Status Action

x| | 4] i | hd] A \ = | | Jr—

y TestPrime Test Sub INV4 $1.500.00 12062018 1220/2018 I@ $1.500.00 $1.500.00 Accepted E
» TestPrime Test Sub INV3 $1.500.00 12062013 12202018 I@I 51.500.00 50.00 Rejected E
» TestPrime Test Sub IMV2 £1.500.00 121062013 12202018 |§ £1.500.00 £1.500.00 Accepied E
» TestPrime Test Sub 1MW $1.500.00 12/06/2018 12202018 I@I $1,500.00 30.00 Rejected E

Total: $6.000.00 Total: $6,000.00 Total: $3,000.00

M| 4|1|p| M| Pagesize:|30 ~ 4 items in 1 pages

B T 9 e pag

6. A popup will open. Fill out the Invoice Amount, Invoice Number, Invoice Date, and a Due
Date for the Invoice. Use the Comments field to add any additional comments. Then,

select the Add Invoice button.

E Invoice

#

Add/Edit Inveice |

Add Invoice

Payer. = | Test Prime

Invoice Number: =

Payee: = [ Test Sub (MBE)

Avoice Date - —

I Invoice Amount: * |

Comments:

(255 chars max)

Add Invoice J =04
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7. A message will appear indicating that the invoice has been saved. Select the X button
in the top right corner of the popup to close it and return to the Invoices page.

Invoice

l* Invoice number INV6 has been saved °

Add/Edit Invoice l

8. Select the brown Action Menu button next to the invoice and then select Edit to
make changes to the Invoice.

Contract Number: MAACO11111 Contract Name: Test Contract
Contract Value: $10,000.00 Percentage complete: 6.67 %

[7% Export == Add Invoice

Drag a column header and drop it here to group by that column

Payer Payee Number Amount Invoice Date Due Date Reference Amount Amount Status Action
Paid Received
[ | | L] i | b /] [ Il Ja ]
» TestPrime Test Sub INVE $1.500.00 122012018 1210772018 ‘@ 50.00 &0.00

Total: $1,500.00 Total: $0.00 Total: $0.00

14

I_ILI“

kM| Pagesize:| 30 -

4. Prime Payment Report

1. Go to https://maa.prismcompliance.com/default.aspx

2. Fill in your Username and Password, and then select the Login button.

M U Don't have a username? Click here

MARYLAND DEPARTMENT Login

OF TRANSPORTATION Username: *
MARYLAND AVIATION Password: *
ADMINISTRATION

=

Need Log In Help?

Business Department Links... Popular PRISM Links...

Maryland Department of Transportation Are you a vendor trying to report? (Log In above)

Balti Thurgood PRISM on-line Vendor Knowledge Base and Support Site...
Airport

Vendor Registration Portal

ontracting Opp:
M/DBE Program Information

Commercial/Concessions Opportunities
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3. Select the Compliance tab.

OF TRANSPORTATION.

e Welcome to Prism!
ADMINISTRATION

Welcome to the MDOT -
Maryland Aviation
Administration Vendor
Portal

. Stay up to date on MDOT - MAA News &
Events

4. Next to the correct contract, select the Action menu and then select Payments to Subs.

List of Contracts/Task Orders
» Use this page to view and report contract-related spend and/or invoices (if required). Contracts shown are contracts that you are either a prime or subcontractor. If you do not see a contract
=

that you are actively engaged, contact your jurisdiction so you may be added. This list is sort-able, group-able, and export-able. Click ‘Save Grid Layout' to remember your grid layout. For more
information click the help link below

|75 Export ©8 Save Grid layout

Drag a column header and drop it here to group by that column

Contract Contract Specialist Invoices Sub Spend Prime Spend Percentage Action
Name Number Complete

b | = | b4
Test Contract MAACO11111 Cook, Alice i
Acook2@bwiairport.com

i e+ e

Page size:| 20 ¥

Total: 50.00

Page 26 of 43




5. Select Add Payment.

List of Contracts/Task Orders >> Adding Payments

Contract Number: MAACO11111 Contract Name: Test Contract
Contract Value: $10,000.00 Percentage complete: 8.87 %

[7% Export|5F Add Payment

Drag a column header and drop it here to group by that column

Payer Payee Amount  Payment Date Invoice # Invoice Ack Reference

Paid Amount

6. A popup will appear. Verify the correct Sub appears in the Sub field (select the drop-
down arrow next to the Sub’s name to see the other Subs on the contract), and then
select the correct Invoice.

Action

Sub Payments

Add/Update

MRS C:stom Fiokis |

Payer=: [ Test Prime v| ISub*: | Test Sub (MBE) ﬂ
Invoice Number=: || F
Invoice Amount =: Invaice & Sent Date Invoice Amount  Amount Paid
Reference # TNVE 12/20/2018 $1,500.00 50.00 |

INV3 12/07/2018 $1,500.00 $0.00
Comments:

INV4 12/06/2018 $1,500.00 $1,500.00

INV3 12/06/2018 $1,500.00 $1,500.00

INV2 12/06/2018 $1,500.00 $1,500.00

INV1 12/06/2018 $1,500.00 $1,500.00
 Clo
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7. Verify or edit the Invoice Amount, Amount Paid, and Date Sent fields. Use the
Comments field to add additional comments. Next, select the Add Payment
button.

Sub Payments ]

Add/Update

Payer=: [ Test Prime v| Sub = | Test Sub (MBE) v
Invoice Number=: | INV6 - 12/20/2018, $0.00 of 51,500.00 total paid |~
Ilnvoice Amount *: 1500/| Amount Paid = 1500
Reference #: MARY6336 | Date Sent=: 12/06/2018
Comments:
e

(255 chars max)

Add Payment | Close | No reporting activity - This sub [/ All my subs

8. Select the Close button to close the popup.

Sub Payments a8

Add/Update

Payer=: [Test Prime v| Sub | Test Sub (MBE) v
Invoice Number=: | INVG - 12/2012018, $0.00 of $1,500.00 total paid -
Invoice Amount=: | 1500] Amount Paid>: | 1500]
Reference # [MARY6336 | Datesent=  [1200612018] |
Comments:

(255 chars max)

Eﬁ No reporting activity [/ This sub [/ All my subs
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5. Subcontractor Prime Payment Confirmation

1. Go to https://maa.prismcompliance.com/default.aspx

2. Fill in your Username and Password, and then select the Login button.

M m Don't have a username? Click here

MARYLAND DEPARTMENT Login
OF TRANSPORTATION Username: *
MARYLAND AVIATION Password: * +

ADMINISTRATION

EZ1 ¢

Need Log In Help?

Business Department Links... Popular PRISM Links...
Maryland Department of Transportation Are you a vendor trying to report? (Log In above)
Baltimore/Washington International Thurgood Marshall PRISM on-line Vendor Knowledge Base and Support Site...
Airport

Vendor Registration Portal
Procurement/Contracting Opportunities

M/DBE Program Information

Commercial/Concessions Opportunities
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3. Select the Compliance tab.

OF TRANSPORTATION. 1 : ism!
MARYLAND AVIATION We to Prism!
ADMINISTRATION

Welcome to the MDOT -
Maryland Aviation
Administration Vendor
Portal

. Stay up to date on MDOT - MAA News &
Events

4. Select the Invoice Amount on the correct contract.

List of Contracts/Task Orders

Use this page to view and report contract-related spend and/or invoices (if required). Contracts shown are contracts that you are either a prime or subcontractor. If you do not see a contract that
you are actively engaged. contact your jurisdiction so you may be added. This list is sort-able, group-able, and export-able. Click 'Save Grid Layout’ to remember your grid layout. For more

information click the help link below

|72 Export 8 Save Grid layout

Drag a column header and drop it here to group by that column

Contract Contract Specialist Position Invoices Sub Spend Prime Spend Percentage

Name Number Complete
i | b | A i | b | i b | b | =

Test Contract MAACOT111 Cook, Alice Sub MBE $1.500.00 $1.500.00 $10,000.00 8.57%

Acook2@bwiairport.com
- $1,500.00

LM 4|1k | M| Pagesize: 20 ~ 1items in 1 pages

Action
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5. Select the arrow next to the paid Invoice.

List of Contracts/Task Orders == Sub Invoices Adding

Contract Mumber: MAACO11111 Contract Name: Test Contract

Confract Value: $10,000.00 Percentage complete: B.67 %

[ Export == Add Invoice

[ -ag a column header and drop it here to group by that column

Payer Payee Number

Amount Invoice Date Due Date Reference Amount Amount Status
Paid Received
| | | A = [ [
3 TestPrime Test Sub INW1 $1,500.00 12/06/2018 122002018 @ $1,500.00 50.00 Mot Responded E
Total: $1,500.00 Total: $1,500.00 Total: $0.00
4| 4 1| p||M Pagesize 30 - 1items in 1 pages
6. Select the Confirm link next to the invoice details.
List of Contracts/Task Orders >> Sub Invoices Adding
Contract Number: MAACOT1111 Contract Name: Test Contract
Contract Value: $1 0,000.00 Percentage complete: B.87 %

[7% Export = Add Invoice

Drag a column header and drop it here to group by that column

Payer Payee Number Amount Invoice Date Due Date

Reference Amount Amount Status
Paid Received

£ £ I ] = I 2 I [ Y

+ TestPrime Test Sub 1NV

$1,500.00 12/06/2018 122002018 @ $1,500.00 $0.00  Not Responded E
Amount Paid Amount Received Reference # Status Confirm
51,500.00 50.00 MARY 3291 Mot Responded Confirm
Total: §1,500.00 Total: $0.00
Total: $1,500.00

Total: $1,500.00 Total: $0.00

4| 41| »||H Pagesie i -

1items in 1 pages
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7. Select the checkbox next to “I Acknowledge,” and then select the Accept button.

This will verify payment status. You can change the value in the "Amount Received” field if it is different from what was paid to you.
Selecting Accept confirms you have obtained the Amount Received, full or partial. Selecting Decline means you did not receive a
payment for this invoice. You must check the "l Acknowledge” checkbox to be able to Accept or Decline the payment. Once the payment
is accepted the operation cannot be undone.

Contract Number: MAACO11111 Contract Name: Test Contract
Contract Value: $10,000.00 Percentage complete: B.67T %

Contract Payment Confirmation

Prime: Test Prime
Sub: Test Sub
Invoice Number: INV1
Invoice Amount: $1,500.00
Amount Paid: $1,500.00

Amount Received:* |45

Comments:

Dear [Vendor],

By submitting this form you accept conditions

determined by [Jurisdiction] payment regulations document.

You assure, at risk of perjury, that this information is correct to the
best of your knowledge.

‘Acknowledge: P

<< Back to Invoices

Note: Use the Comments text box to add additional details.

8. A message will appear confirming prime payment has been acknowledged.

I Payment receigt acknowledged 6,.,‘

9. Select the << Back to Invoices button to return to the compliance tab:
pDeEsL O your Knowieuge. ‘

I Acknowledge:

<< Back to Invoices «
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6. Payment Dispute by a Subcontractor

1. Go to https://maa.prismcompliance.com/default.aspx

2. Fill in your Username and Password, and then select the Login button.

WM _OT

MARYLAND DEPARTMENT
OF TRANSPORTATION

Don't have a username? Click here

Login

Username: *
MARYLAND AVIATION Password: *

ADMINISTRATION
EZ1 ¢

Need Log In Help?

Business Department Links... Popular PRISM Links...

Maryland Department of Transportation Are you a vendor trying to report? (Log In above)

Baltimore/Washington International Thurgood Marshall PRISM on-line Vendor Knowledge Base and Support Site...

Airport 5 %
Vendor Registration Portal

Procurement/Contracting Opportunities

M/DBE Program Information

Commercial/Concessions Opportunities
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3. Select the Compliance tab.

OF TRANSPORTATION. 1 : ism!
MARYLAND AVIATION We to Prism!
ADMINISTRATION

Welcome to the MDOT -
Maryland Aviation
Administration Vendor
Portal

. Stay up to date on MDOT - MAA News &
Events

4. Select the Invoice Amount on the correct contract.

List of Contracts/Task Orders

Use this page to view and report contract-related spend and/or invoices (if required). Contracts shown are contracts that you are either a prime or subcontractor. If you do not see a contract that
you are actively engaged. contact your jurisdiction so you may be added. This list is sort-able, group-able, and export-able. Click 'Save Grid Layout’ to remember your grid layout. For more

information click the help link below

|72 Export 8 Save Grid layout

Drag a column header and drop it here to group by that column

Contract Contract Specialist Position Invoices Sub Spend Prime Spend Percentage

Name Number Complete
i | b | A i | b | i b | b | =

Test Contract MAACOT111 Cook, Alice Sub MBE $1.500.00 $1.500.00 $10,000.00 8.57%

Acook2@bwiairport.com
- $1,500.00

LM 4|1k | M| Pagesize: 20 ~ 1items in 1 pages

Action
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5. Select the arrow next to the paid Invoice.

List of Contracts/Task Orders == Sub Invoices Adding

Contract Mumber: MAACO11111 Contract Name: Test Contract

Confract Value: $10,000.00 Percentage complete: B.67 %

[ Export == Add Invoice

[ -ag a column header and drop it here to group by that column

Payer Payee Number

Amount Invoice Date Due Date Reference Amount Amount Status
Paid Received
| | | A = [ [
3 TestPrime Test Sub INW1 $1,500.00 12/06/2018 122002018 @ $1,500.00 50.00 Mot Responded E
Total: $1,500.00 Total: $1,500.00 Total: $0.00
4| 4 1| p||M Pagesize 30 - 1items in 1 pages
6. Select the Confirm link next to the invoice details.
List of Contracts/Task Orders >> Sub Invoices Adding
Contract Number: MAACOT1111 Contract Name: Test Contract
Contract Value: $1 0,000.00 Percentage complete: B.87 %

[7% Export = Add Invoice

Drag a column header and drop it here to group by that column

Payer Payee Number Amount Invoice Date Due Date

Reference Amount Amount Status
Paid Received

£ £ I ] = I 2 I [ Y

+ TestPrime Test Sub 1NV

$1,500.00 12/06/2018 122002018 @ $1,500.00 $0.00  Not Responded E
Amount Paid Amount Received Reference # Status Confirm
51,500.00 50.00 MARY 3291 Mot Responded Confirm
Total: §1,500.00 Total: $0.00
Total: $1,500.00

Total: $1,500.00 Total: $0.00

4| 41| »||H Pagesie i -

1items in 1 pages
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7. Select the checkbox next to “I Acknowledge,” and then select the Decline button.

This will verify payment status. You can change the value in the "Amount Received” field if it is different from what was paid to you.
Selecting Accept confirms you have obtained the Amount Received, full or partial. Selecting Decline means you did not receive a
payment for this invoice. You must check the " Acknowledge” checkbox to be able to Accept or Decline the payment. Once the payment
is accepted the operation cannot be undone.

Contract Number: MAACO11111 Contract Name: Test Contract
Contract Value: $10,000.00 Percentage complete: B.6T ™%

Contract Payment Confirmation

Prime: Test Prime
Sub: Test Sub
Invoice Number: INV1
Invoice Amount: %$1,500.00
Amount Paid: $1,500.00

Amount Received:* |45

Comments:

Dear [Vendor],

By submitting this form you accept conditions

determined by [Jurisdiction] payment regulations document.

You assure, at risk of perjury, that this information is correct to the
best of your knowledge.

1 Acknowledge: l#

<< Back to Invoices

Note: Use the Comments text box to add additional details (for example, if only a
partial payment was received, include the partial payment amount).

A message will appear confirming prime payment has been declined.

Payment receipt decline acknowledged.

-

Select the << Back to Invoices button to return to the compliance tab.
pDesL O your Knowieuge.

I Acknowledge:

<< Back to Invoices “

Walrama Elizahath
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7. Forgot Username and Password

1. Go to https://maa.prismcompliance.com/default.aspx

2. Select the “Need Log In Help?” link below the Login button.

M d Don't have a username? Click here

MARYLAND DEPARTMENT Login
OF TRANSPORTATION Username: *
MARYLAND AVIATION Password: *

ADMINISTRATION

Need Log_In Help?

Business Department Links... Popular PRISM Links...
Maryland Department of Transportation Are you a vendor trying to report? (Log In above)
Baltimore/Washington International Thurgood Marshall PRISM on-line Vendor Knowledge Base and Support Site...
Airport

Vendor Registration Portal
Procurement/Contracting Opportunities

M/DBE Program Information

Commercial/Concessions Opportunities

3. Enter your Username in the User ID field, and then select the Reset Password button.

PRASM

COMPLIANCE %4 MANAGEMENT

Forgot Your Password

User ID

‘ Enter Your User ID here

*Please note a link to reset your password will be send to your Email Addless of

record.

Reset Password
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4. The following pop-up will appear.

Select the Ok button to close the pop-up.

5. Check the email address associated with your PRiSM account. You will receive the
following email (you may need to check your spam folder):

PRISM Password Reset Request [ngxC] nbox x & [3

DoNotReply@prismcompliance.com 9:31 PM (4 minutes ago) gy
tome =

Hi rmilani, We received a request to reset the password associated with your user account. If
you made this request, please click the Reset My Password link below to complete your
request. Reset My Password For your security, this request will expire after 24 hours. If you
didn’t make this password reset request, please ignore this email as no changes will be made
to your account. Thank you Sincerely, The PRISM Customer Support Team P3: if clicking the
link above doss not work, you can copy and paste the below hitps://imaa.prismcompliance.
com/ForgotlserMamePwd.aspx?m=ResetPassworddu=08cX%too0als%
3d&t=19qfgV009mvHe ¥ 2fpmNSrSDM Y 2fedkivin2bdAg

6. Select the link at the bottom of the message (or paste it into the navigation bar in your

browser) to navigate to the password reset page within 24 hours of receiving the
email.

Page 38 of 43




7. Enter a new password in the New Password field, and then enter the same
password in the Confirm Password field. Next, select the Change Password
button.

PRASM

CDMF‘LIANEE { MAMAGEMENT

Reset Password

New password

Confirm New password

Change Password

8. Select the Click Here to Logon link to return to the Login page.

PRASM

CDMF’LIANEE { MANAGEMENT

Password was successfully changed!leck Here to Logon
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9. Forgot Username

1. Go to https://maa.prismcompliance.com/default.aspx

2. Select the “Need Log In Help?” link below the Login button.

M m Don't have a username? Click here

MARYLAND DEPARTMENT Login
OF TRANSPORTATION

Username: *
MARYLAND AVIATION Password: *
ADMINISTRATION
Need Log In Help?
Business Department Links... Popular PRISM Links...
Maryland Department of Transportation Are you a vendor trying to report? (Log In above)
Baltimore/Washington International Thurgood Marshall PRISM on-line Vendor Knowledge Base and Support Site...

Airport - 7
Vendor Registration Portal
Procurement/Contracting Opportunities

M/DBE Program Information

Commercial/Concessions Opportunities

3. You will be directed to the Login Assistance page. To continue, you will need
your account PIN and email address.

4. Email the Maryland Aviation Administration Office of Diversity, Equity and
Inclusion at MAABWIVendorPortalHelp@bwiairport.com and request your
8-digit account PIN.
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N 1

St |

MARYLAND DEPARTMENT
OF TRANSPORTATION,

MARYLAND AVIATION
ADMINISTRATION

5. You will receive the following email:

@ Maryland_Aviation_Administration@PrismCompliance.com
w  Replyall | v

Todav. 10:18 PM

Y

Your PIN is ABCD1234

(Note: your PIN will expire 24 hours from the time it is sent)

6. Enter your PIN and your account email in the appropriate fields in the Logon
Assistance page, and then select the Send Username button.

PRASM

COMPLIANCE “¢ MANAGEMENT

3 Fopr vasw Ponsarw

Forgot Your Username

PIN @

Enter Your User PIN here

P —
Email

Enter Your User Email Address here

< Back
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W—OT

MARYLAND DEPARTMENT
OF TRANSPORTATION,.

MARYLAND AVIATION
ADMINISTRATION

10. How to Update your Company Profile

1. Click on “Administration” on the left side menu.

2. Click on “Manage Vendor Records”

Administration menu

Manage Users Profile View/Edit/Add User Profile

Manage Vendor Records View/Edit Information about Vendor Company

3. Click on “Profile”

" Address [ Certifications [ Industry [ Advanced

4. The only information that vendors can update are the phone number, the website, the
fax number, and the contact information. If the vendor requires to update any other
information (e.g., company name or account email), the vendor will have to contact the
ODElI office for support.

11. How to Update your Company Certifications

5. Click on “Administration” on the left side menu.
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W—OT

MARYLAND DEPARTMENT
OF TRANSPORTATION,.

MARYLAND AVIATION
ADMINISTRATION

6. Click on “Manage Vendor Records”

Administration menu

[ WensgeUsersProfie |  view/Editadd User Profie
_ View/Edit Information about Vendor Company

7. Click on “Certifications”
Profile | Address | Certifications | Industry | Advanced

8. Fill the information relevant to the certification you want to add and click on “Save
Certificate” once you have finished.

Certificate Number *: [ I
Jurisdiction: [ DGS-eMarylandMarketPlace v

Certificate Type:

Issued Date:

Recertification Date: :I

Expiration Date:
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	1. Vendor Registration Process  
	In this user manual, you will find how to register your company in Maryland Aviation Administration (MAA) Office of Diversity, Equity and Inclusion (ODEI) compliance portal. Here are the steps to complete your vendor registration: 
	1.
	1.
	1.
	 Complete your company registration  

	2.
	2.
	 Submit your company registration 

	3.
	3.
	 ODEI will review and approve your company registration 

	4.
	4.
	 Set up your user account 

	5.
	5.
	 Add portal users 


	The registration is expected to take around 20 minutes. In order to register your company, you will need the following information available: 
	•
	•
	•
	 Company Tax ID 

	•
	•
	 Company Address 

	•
	•
	 Company Information (Description, Date Established) 

	•
	•
	 Primary Contact  

	•
	•
	 MDOT Certifications, if applicable 

	•
	•
	 Professional Licenses, if applicable 

	•
	•
	 NAICS Codes  


	1.1. Step 1: Company Registration  
	The first step in registration on the vendor portal is to complete and submit a registration for your company. The Vendor Portal login is URL is:   
	https://maa.prismcompliance.com/
	https://maa.prismcompliance.com/


	Figure
	To register, go to the “Vender Registration Portal” Link under Popular PRISM Links. 
	 
	This link will lead you to the portal’s Welcome page.  
	 
	 
	 
	Click the “Start Registration” button to start the registration process. 
	 
	Artifact
	 
	 
	Figure
	Review the “Starting a New Registration” screen. When ready, click the “Start Registration” button.  This link will lead you the registration.        
	 On the next page, enter your company information.  
	First you will enter the company Tax ID without dashes and click the ‘Find Me’ button. If the company profile is not found, then you will need to enter the company information into the form. 
	 
	Figure
	 
	Enter the company information for all of the fields marked with a red asterisk. These fields are required, and you will not be able to proceed to the next screen if the information is not entered correctly into each of the required fields. 
	 
	Figure
	 
	 
	 
	 
	Enter your company address information. The red asterisk fields are required. 
	  
	Figure
	Enter the company information and primary contact information.  
	 
	Figure
	Click “Save& Continue.” Be sure to enter the email address you want the registration communication to go to.  
	 You will receive an e-mail containing a link and identifier so that you can return to modify or complete a registration.  
	Figure
	Figure
	If you are unable to complete the registration in one sitting, you are able to save and return to your registration. From the Vendor Registration portal link, click on “Complete a Started Registration.” 
	 
	Figure
	Next, you will end your registration ID. 
	Figure
	You can find your registration ID in the registration email: 
	 
	Figure
	 
	Click Go, and it will take you to your registration. 
	 
	To continue your registration, enter your company’s certifications, if applicable. If you have certifications, click yes. Click no to indicate your company does not have certifications. 
	If yes, list the certifications your company has. The information needed to enter the certifications are the certifying agency, certification type, issued date, certificate number, and expiration date. Then click “Save Certification.” 
	 
	Figure
	 
	Enter your Company Industries information. Enter all of the NAICS codes corresponding to the company’s services. For each Industry Code entered, click Add Code.   
	Figure
	 
	Next, enter the Business Size Information. 
	 
	Figure
	Then click “Save & Continue.” 
	 
	The next page will ask your SDAT ID Number. Enter if applicable. Then click “Save & Continue.” 
	 
	Figure
	 
	Once you have completed the registration with all of the required information, you are ready to submit your registration. 
	 
	 
	 
	You will be directed to the next screen confirming your registration submission. 
	Artifact
	 
	If you wish to save a copy of your registration for your records, click “Print.” A PDF version will be available for you. 
	   Once you have submitted your registration, you will receive an email confirming your submission has been received by ODEI.  
	Figure
	 
	Figure
	 
	 
	1.3. Step 3: Registration Review and Approval  
	Next, the MAA Office of Diversity, Equity and Inclusion (ODEI) will review the registration.  
	Once the registration has been approved, you will receive two emails. The first email will be information containing instructions on how to create a user account.  
	  The second email will contain your PIN number.  
	Artifact
	Artifact
	 
	 
	 
	 
	1.4. Step 4: Creating a Username 
	Click on the link provided in the Registration Acceptance Notification email; it will take you to the PRISM website to register a user account.  
	 
	Figure
	Enter the provided PIN and your company’s Tax ID / EIN and enter the CAPTCHA text to login. 
	          
	Figure
	 
	 
	 
	 
	 
	 
	 
	The next screen will ask you to confirm your authorization to create a company account. Click the box to confirm and click “Next.”    
	Artifact
	Figure
	On the following screen, enter your name and contact information, then click “Validate” to receive a validation code. You will receive the code by email. Enter the code in the provided field and click “Next.”  
	On the next screen, enter a username, password, a password hint and a password answer; then click “Next.”  
	Review and accept the Terms of Usage statement; if you agree with the terms, click the box “I agree with the Terms of Usage.” Then click the “Register Me” button. 
	Figure
	Congratulations! You have completed the user registration process, and you will be able to log into your account on the MDOT Maryland Aviation Administration Vendor Portal. Before you exit, take note of the login link provided at the bottom of the screen (see screenshot below).  
	 
	Artifact
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	You will receive an email confirming your selected username and provide the link to Vendor Portal login page.  
	 
	Artifact
	1.5. Step 5: Add Vendor Portal Users 
	To Create user accounts for employees who will access PRISM using the Administration menu, Select the “Administration” tab in the left menu column, then select “Manage Users Profile.” 
	Figure
	 
	  
	 
	The next screen displays the company’s user accounts. The user accounts for this vendor portal are the employees who will be using the portal to perform compliance reporting and management. You do not need to create user accounts for employees who will not be using this portal.  
	Click on the “Add New User” button to create a new user account.  
	 
	Figure
	  
	 
	You will be directed to a page where you can add the user information. Here you will input the information and a password for each user account.   
	Artifact
	Artifact
	2. Contract Compliance Reporting Requirements 
	Both prime contractors and subcontractors are required to report monthly to remain compliant. Prime contractors are required to report a monthly subcontractor payment verification. Subcontractors are required to report invoices and a monthly payment verification. 
	The purpose of this reporting is to document payments made by the Prime contractor to each subcontractor and to track the progress of the contract’s sub participation goals. 
	. 
	Reporting must be performed monthly. The reports are due before the 10th of each month. The following action items need to be performed each month in order to be compliant: 
	1.
	1.
	1.
	 Subcontractor(s) must submit monthly invoices into MAA Vendor Portal. If there was not an invoice for that month, the subcontractor must submit an invoice of $0 value.  

	2.
	2.
	 Prime Contractor must submit monthly payments to the invoices submitted by the subcontractor in MAA Vendor Portal.  

	3.
	3.
	 Subcontractor(s) must acknowledge receipt of payment in the MAA Vendor Portal.  


	 
	If any of these steps do not take place, your contract will remain non-compliant. All steps must take place in order to be compliant. 
	 
	3. Subcontractor Invoice Submission 
	1.
	1.
	1.
	 Go to  
	https://maa.prismcompliance.com/default.aspx
	https://maa.prismcompliance.com/default.aspx



	2.
	2.
	 Fill in your Username and Password, and then select the Login button. 


	 
	Figure
	3.
	3.
	3.
	 Select the Compliance tab. 


	 
	Figure
	 
	4.
	4.
	4.
	 Select the Invoice Amount on the correct contract. 


	 
	Figure
	5.
	5.
	5.
	 Select Add Invoice. 


	 
	Figure
	6.
	6.
	6.
	 A popup will open. Fill out the Invoice Amount, Invoice Number, Invoice Date, and a Due Date for the Invoice. Use the Comments field to add any additional comments. Then, select the Add Invoice button. 


	 
	Figure
	 
	 
	 
	 
	 
	7.
	7.
	7.
	 A message will appear indicating that the invoice has been saved. Select the X button in the top right corner of the popup to close it and return to the Invoices page. 
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	8.
	8.
	8.
	 Select the brown Action Menu button next to the invoice and then select Edit to make changes to the Invoice. 


	 
	Figure
	 
	4. Prime Payment Report 
	1.
	1.
	1.
	 Go to  
	https://maa.prismcompliance.com/default.aspx
	https://maa.prismcompliance.com/default.aspx



	2.
	2.
	 Fill in your Username and Password, and then select the Login button. 


	 
	Figure
	3.
	3.
	3.
	 Select the Compliance tab. 


	 
	Figure
	 
	4.
	4.
	4.
	 Next to the correct contract, select the Action menu and then select Payments to Subs. 


	 
	Figure
	5.
	5.
	5.
	 Select Add Payment. 
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	6.
	6.
	6.
	 A popup will appear. Verify the correct Sub appears in the Sub field (select the drop- down arrow next to the Sub’s name to see the other Subs on the contract), and then select the correct Invoice. 


	 
	Figure
	7.
	7.
	7.
	 Verify or edit the Invoice Amount, Amount Paid, and Date Sent fields. Use the Comments field to add additional comments. Next, select the Add Payment button. 


	 
	Figure
	 
	 
	8.
	8.
	8.
	 Select the Close button to close the popup. 


	 
	Figure
	  
	5. Subcontractor Prime Payment Confirmation  
	1.
	1.
	1.
	 Go to  
	https://maa.prismcompliance.com/default.aspx
	https://maa.prismcompliance.com/default.aspx



	2.
	2.
	 Fill in your Username and Password, and then select the Login button. 


	 
	Figure
	3.
	3.
	3.
	 Select the Compliance tab. 
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	4.
	4.
	4.
	 Select the Invoice Amount on the correct contract. 


	 
	Figure
	5.
	5.
	5.
	 Select the arrow next to the paid Invoice. 


	 
	Figure
	6.
	6.
	6.
	 Select the Confirm link next to the invoice details. 


	 
	Figure
	7.
	7.
	7.
	 Select the checkbox next to “I Acknowledge,” and then select the Accept button. 


	 
	Figure
	Note: Use the Comments text box to add additional details. 
	8.
	8.
	8.
	 A message will appear confirming prime payment has been acknowledged. 
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	9.
	9.
	9.
	 Select the << Back to Invoices button to return to the compliance tab: 
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	6. Payment Dispute by a Subcontractor 
	1.
	1.
	1.
	 Go to  
	https://maa.prismcompliance.com/default.aspx
	https://maa.prismcompliance.com/default.aspx



	2.
	2.
	 Fill in your Username and Password, and then select the Login button. 


	 
	Figure
	3.
	3.
	3.
	 Select the Compliance tab. 
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	4.
	4.
	4.
	 Select the Invoice Amount on the correct contract. 


	 
	Figure
	5.
	5.
	5.
	 Select the arrow next to the paid Invoice. 


	 
	Figure
	6.
	6.
	6.
	 Select the Confirm link next to the invoice details. 


	 
	Figure
	7.
	7.
	7.
	 Select the checkbox next to “I Acknowledge,” and then select the Decline button. 


	 
	Figure
	Note: Use the Comments text box to add additional details (for example, if only a partial payment was received, include the partial payment amount). 
	8.
	8.
	8.
	 A message will appear confirming prime payment has been declined. 
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	9.
	9.
	9.
	 Select the << Back to Invoices button to return to the compliance tab. 
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	7. Forgot Username and Password 
	1.
	1.
	1.
	 Go to  
	https://maa.prismcompliance.com/default.aspx
	https://maa.prismcompliance.com/default.aspx




	 
	2.
	2.
	2.
	 Select the “Need Log In Help?” link below the Login button. 


	 
	Figure
	3.
	3.
	3.
	 Enter your Username in the User ID field, and then select the Reset Password button. 


	 
	Figure
	4.
	4.
	4.
	 The following pop-up will appear. 


	 
	Figure
	Select the Ok button to close the pop-up. 
	 
	5.
	5.
	5.
	 Check the email address associated with your PRiSM account. You will receive the following email (you may need to check your spam folder): 


	 
	Figure
	6.
	6.
	6.
	 Select the link at the bottom of the message (or paste it into the navigation bar in your browser) to navigate to the password reset page within 24 hours of receiving the email. 


	7.
	7.
	7.
	 Enter a new password in the New Password field, and then enter the same password in the Confirm Password field. Next, select the Change Password button. 
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	8.
	8.
	8.
	 Select the Click Here to Logon link to return to the Login page. 


	 
	Figure
	 
	 
	 


	9. Forgot Username 
	1.
	1.
	1.
	 Go to  
	https://maa.prismcompliance.com/default.aspx
	https://maa.prismcompliance.com/default.aspx



	2.
	2.
	 Select the “Need Log In Help?” link below the Login button. 


	 
	Figure
	 
	3.
	3.
	3.
	 You will be directed to the Login Assistance page. To continue, you will need your account PIN and email address. 

	4.
	4.
	 Email the Maryland Aviation Administration Office of Diversity, Equity and Inclusion at  and request your 8-digit account PIN. 
	MAABWIVendorPortalHelp@bwiairport.com
	MAABWIVendorPortalHelp@bwiairport.com




	 
	 
	 
	 
	 
	5.
	5.
	5.
	 You will receive the following email: 


	 
	Figure
	 
	(Note: your PIN will expire 24 hours from the time it is sent) 
	6.
	6.
	6.
	 Enter your PIN and your account email in the appropriate fields in the Logon Assistance page, and then select the Send Username button. 
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	10. How to Update your Company Profile 
	1.
	1.
	1.
	 Click on “Administration” on the left side menu.  


	 
	Figure
	2.
	2.
	2.
	 Click on “Manage Vendor Records” 


	 
	Figure
	3.
	3.
	3.
	 Click on “Profile” 


	 
	Artifact
	4.
	4.
	4.
	 The only information that vendors can update are the phone number, the website, the fax number, and the contact information. If the vendor requires to update any other information (e.g., company name or account email), the vendor will have to contact the ODEI office for support.  


	 
	11. How to Update your Company Certifications 
	5.
	5.
	5.
	 Click on “Administration” on the left side menu.  


	 
	Figure
	6.
	6.
	6.
	 Click on “Manage Vendor Records” 
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	7.
	7.
	7.
	 Click on “Certifications” 
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	8.
	8.
	8.
	 Fill the information relevant to the certification you want to add and click on “Save Certificate” once you have finished.  


	 
	Figure





