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Introduction 
 

Please read the following information to ensure proper DBE compliance with Engineering 
Consultants Section (ECS) contracts.  This document is a step-by-step guide on how to make entries 
in the Arizona Department of Transportation (ADOT) DBE Contract & Labor Compliance 
Management System (referred to as the “DBE System”).  
 
ADOT DBE System 
 
Purpose – As a condition for receiving federal funds, ADOT is required to collect DBE participation 
data on all federal-aid projects, whether or not there is an established DBE goal/commitment on 
ADOT contracts.  The DBE System, a tool to capture DBE and non-DBE payments and track DBE 
utilization, was developed to assist ADOT in monitoring DBE compliance, facilitate and streamline 
timely reporting to Federal Highways Administration (FHWA). 
 
Registration – Federal regulations require ADOT’s Triennial DBE Goal to include the current pool 
of “ready, willing, and able” DBE and non-DBE consultants1.  The Civil Rights Vendor Registration 
system was developed, in part, to capture this information. 
 
All prime and subconsultants (DBE and non-DBE) are required to register in the ADOT Civil Rights 
Vendor Registration System at  
https://adot.dbesystem.com/FrontEnd/VendorsIntroduction.asp?XID=1363&TN=adot.  A help desk 
link is provided on the registration site to assist the registrant if they encounter difficulties during the 
registration process or may contact the ADOT Civil Rights Office (CRO) at (602) 712-7761. 
 
ECS and DBE System Compliance 
 
ECS enters all basic contract information at the time a contract is awarded.  The Primes are 
responsible for completing the following procedures in the DBE System: 
 
1. Primes must request all Subconsultants and Tier-Subconsultants (DBE and Non-DBE) in the 

contract record after receiving the NTP letter and before the first payment report submittal. 
 
2. Primes must attach all subcontract agreements (DBE and Non-DBE) at the time Subconsultants 

and Tier-Subconsultants are requested. 
 
3. Primes must respond to all email audit notifications accurately by indicating payments made to 

all Subconsultants and Tier-Subconsultants for the appropriate reporting period. 
 
4. Primes must ensure that all Subconsultants and Tier-Subconsultants respond to email audit 

notifications as well. 
 
This manual addresses the following processes: 
 
 (1)    How to request a Subconsultant or lower-tier Subconsultant   
 (2)    How to respond to email payment notifications (Prime and Subconsultant) 
 (3)    How to add new users 
 (4)    How to assign a Compliance Contact Person 

                                                 
1 Consultants also refer to Subconsultants, lower-tier Subconsultants, Contractors, Subcontractors, lower-tier 
Subcontractors 

https://adot.dbesystem.com/FrontEnd/VendorsIntroduction.asp?XID=1363&TN=adot
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1. System Access Login Home Page 
 
To access the DBE System, go to https://adot.dbesystem.com.  ADOT may have created an 
account for your firm during the DBE System implementation phase or you can contact ADOT to 
have a new account configured/reconfigured. 
 

            
 
 

A. Retrieve login information from the system home page   
 

1. Click the Password Reminder tab in the left margin.   
2. Enter your email address, username, or user number. 
3. Click Submit.   

 
An email and/or fax user name/password reminder will be sent to you within minutes.  
Generally, your username is your email address. 

 
If you encounter a message stating you do not have an account, contact ECS DBE 
Compliance Specialist at (602) 712-7851. 
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https://adot.dbesystem.com/


2. DBE System Home Page 
 
The DBE System home page displays the Dashboard (Your Dashboard) which lists all data 
assigned to you.  From this page, you can access every feature your user role permits. 
 

            
 
 
 

A. Using the Dashboard  
 

The Dashboard provides a snapshot of your records and transactions.  Items in red 
indicate the areas requiring your immediate attention/action.   

 
To configure your Dashboard, click Hide or View.  Your configuration automatically 
saves each time you view the Dashboard. 

 

                    

 5



 
3. Contracts 
 
The right column of the Dashboard shows the total number of contracts assigned to you or your 
firm.  Click My Contracts to view your list of contracts.  
 

                     
 
 
 

A. Viewing contract records 
 

1. Select the contract you want to see and click View. 
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Once in the contract record, the title Contract Management appears at the top of the 
page, which has the following tabs: Contract Main, View Contract, Subcontractors, 
Compliance Audit List, Messages, Comments, and Reports.  These tabs allow you to 
maneuver within that particular contract.   

 
Familiarize yourself with this module by clicking through all the tabs. 
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4. Request a Subconsultant or Lower-Tier Subconsultant  
 

A. Contract Management: Subcontractor List 
 

1. Click Subcontractors to get to the Subcontractor List page.   
2. Click Add First Tier Subcontractor to request a Subconsultant. 

   

Or 
   

3. If you are requesting a lower-tier Subconsultant, click. Add Sub.  
 

Note:  First Tier Subconsultant requests must be Approved before you can request a 
Lower-Tier Subconsultant. 

   

         
 

B. Contract Mangement: Add Subcontractor 
 

1. Click Get Vendor to find Subconsultant 
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C. Search: Vendors 
 

1. Enter Subconsultants name in the Business Name/DBA field. 
2. Then click Search All Matches.  
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3. Click Select Vendor for the appropriate firm you want to add. 
 

       
 
 

Note:  If the Subconsultant or tier-subconsultant you are trying to add does 
not appear in the list, contact the ECS DBE Compliance Specialist at 
(602) 712-7851.  

 



 
D. Contract Management: Add Subcontractor 

 
1. Select Vendor Compliance Contact from the dropdown menu. 
2. Select Vendor Address from the dropdown menu.  

 

       
 
 
 

3. Subcontractor Tier: Automatically identifies who the firm is a subcontractor to. 
4. Subcontract Percent/Amount:  Select the appropriate category:  

By Percent - enter the firm’s DBE percentile participation; or 
By Amount - enter the firm’s budgeted amount.  If no amount, enter 0. 

5. Type of Participation:  Select appropriate participation type. 
6. Include in Compliance Audits?:  Select  

Yes, if Subconsultant is active; or  
No, if Subconsultant is inactive. 

. 
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7. Count Towards Certified Goal: Select  

Yes, if the firm is a DBE and select DBE from the dropdown menu.   
No, if the firm is a non-DBE.   

8. Subcontract Start Date:  Enter the Subconsultant’s start date. 
9. Add vendor to existing audits for this contract?:  Select  

Yes, if adding Subconsultant to existing audit for this contract and select the 
audit period (month and year) that closely corresponds to start date. 

No, if the Subconsultant’s 1st audit will be considered at the next reporting. 
10. Attach File(s):  Upload subcontract agreements. 
11. Work Description:  Identify the type of work performed by the firm. 
12. Comments:  Enter relevant details regarding this firm’s DBE work participation. 
13. Click Review when complete. 
14. Verify, then click Save. 

 

       

Upload subcontract 
agreement here. 

 
After completing the request and clicking Save, the top of the page will state 
Subcontractor Request Submitted. 

 
15. Click Subcontractor List to request another Subconsultant or tier-subconsultant.  
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The newly requested Subconsultant will now show a Pending status and must be 
Approved before requesting to add a lower-tier subconsultant.   

 
16. Continue to request another Subconsultant or lower-tier Subconsultant to the 

contract record by clicking Add First Tier Subcontractor or Add Sub. 
 

       
 
Note:  If there is concern about a Subconsultant’s request that has not been approved, contact the 

Contract Compliance Officer. 
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5.   Responding to Monthly Email Notifications 
 
The following is an example of an email notification sent by the DBE System once payments have 
been posted to the contract.  There is a two-week window to respond to the notification.  If needed, 
contact CRO or the Contract Compliance Officer to extend the reporting period.  Click on the link 
to respond to the notice. 
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A. Audit Notice Page 
 

Once logged in, you will be directed to the Audit Notice page.  Click Report 
subcontractor payments in the Audit Actions section. 

 

        



 
B. Contract Audit Page 

 
From the Contract Audit page, go down to the Subcontractor Payments section and 
report payment(s) made for EVERY Subconsultant by clicking Submit Response in 
the Actions column. 
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C. Prime Contractor Response Page 
 

Complete the following required fields in the Audit Information section: 
 

1. Amount PAID For (period): Total amount. Enter 0 if no payment made. 
2. Payment Date: If multiple checks, enter date of first payment for the period. 
3. Prompt Payment? 

 
Note: Payment Detail and Comments are optional fields.  When complete, click 

Review to verify information and click Save. 
 

       

1 
2 
3 

      

Arizona Prompt Pay Law 
states that a subcontractor 
shall be paid within 7 days of 
receipt of prime’s progress 
payment.   
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D. Prime Contractor Response Submitted 

 
Click Return To Audit to report additional Subconsultant payments for this audit. 
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E. Report All Other Subconsultant Payments for the Period 
 

Once in the Contract Audit page, click Submit Response and follow steps 5C through 
5E to report payments for all other subconsultants and tier-subconsultants. 

 

         
 
 

F. Subcontractor Response Page 
 

The Subcontractor Response page is slightly different from that of the prime’s as there 
are five (5) required entry items.  The Subcontractor Response’s required fields are as 
follows: 

 
1. Confirm Reported Amount?  If the value is different from the amount reported by 

the prime, enter the correct amount and provide additional details in the Comments 
field. 

2. Payment Date 
3. Prompt Payment? 
4. Final Payment?:  If your firm expects additional payments, select No  
5. Is Prime Withholding Retainage? 



 
If there are any discrepancies for any reason, provide details in the Comments field.     

 

       

1 

                 

2 

Arizona Prompt Pay Law 
states that a subcontractor 
shall be paid within 7 days of 
receipt of prime’s progress 
payment.   

3 

4 

5 
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6.   Adding Users 
 

A. To add new users in your firm 
 

1. Click Settings in the left margin to view options. 
2. Click Add a User. 
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B. Vendor Profile: Users 
 

3. Click Add User. 
 

         
 
 
 
 



C. Vendor Profile: User Information 
 

4. Contact Information: Enter all required data. 
5. Addresses: Enter specific address category (e.g., physical, mailing, billing 

shipping) from the dropdown menu. 
 

       
 
 

6. Account Preferences: Enter time zone, preferred notification method (email) and 
notification options. 

7. Click Save. 
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7. Assign Compliance Contact Person  
 

A. Contract Management 
 

1. Enter the Contract Management page of a particular contract record to edit 
Compliance Contact Person. 

2. Compliance Contact Person: Select the contact person from the dropdown menu 
who will receive all DBE System’s email notifications for this contract. 

 

       
 
  
 

3. Click OK when this notification pops up.  The new contact person will then be 
saved. 
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If you have any questions about the DBE System, please contact the ADOT Civil Rights Office at 
(602) 712-7761 or contact the ECS DBE Compliance Specialist at (602) 712-7851. 
 
Thank you. 
 
Engineering Consultants Section Staff 


