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The LBE Utilization Tracking System

Overview of the LBE Utilization Tracking System

The LBE Utilization Tracking System (LBEUTS) enables the City and County of San Francisco’s
(CCSF) Contract Monitoring Division (CMD) to ensure that the CCSF’s departments are in
compliance with the provisions of Administrative Code Chapter 14B, known as the Local
Business Enterprise (LBE) Ordinance, whose purpose is not only to assist small local
businesses compete effectively for CCSF contracts, but also to provide for an overall fair City-
wide contracting process.

The LBEUTS works by collecting information about contracts governed by the LBE Ordinance
and awarded by the CCSF, as well as about payments made by the CCSF and prime
contractors. Using the information gathered in the LBEUTS, the CMD can generate reports on
LBE utilization on individual or multiple contracts to report to the Mayor and the Board of
Supervisors as mandated by Chapter 14B.

The LBEUTS makes it possible for the CCSF and its contractors to move beyond a manual
paper-based process to an integrated online database that improves transparency,
accountability and performance, while centralizing and standardizing contract data.

LBEUTS Module History

The LBEUTS was developed by Elation Systems and Software (Elation) of Pleasanton,
California and is currently used by other localities in California. Other CCSF departments
currently using Elation include, the Office of Labor Standards Enforcement, which uses it to
track certified payroll, and the Mayor’s Office of Workforce Development, which uses it to
monitor compliance with the City’s Local Hire Ordinance.

LBEUTS Objectives

The objectives of the LBEUTS are to gather the most comprehensive and up-to-date information
on all contracts governed by the LBE Ordinance, including:

¢ Information about a contract awarded by any CCSF department including, the contract
name, number, award dates and a brief description of the scope of work;

e The prime and subcontractors on a particular contract;

e The dollar amount awarded to prime and subcontractors at the time of bid;

e The dollar amount paid to both prime and subcontractors; and

e A prime contractor’s ability to meet LBE Ordinance compliance goals




LBEUTS Information Collection

The LBEUTS collects information about contracts governed by the LBE Ordinance from:

o CCSF departments, which input contract award information about their department’s
various contracts into the LBEUTS;

e Prime contractors, who are responsible for registering with Elation, entering subcontract
award information, verifying payments received from the CCSF, and entering
information about payments made to subcontractors; and

e Subcontractors, who are also required to register with Elation, and who are responsible
for verifying payments received from prime contractors

LBEUTS Considerations and Constraints

Since data input into the LBEUTS is dependent upon three sources, it is imperative that the
CMD’s Contract Compliance Officers review and verify the accuracy of the data entered, in
order to provide the CCSF and public with an accurate picture of the CCSF’s contracting
environment.

Main LBEUTS Functions

What Does the LBEUTS Allow Users to do?
The LBEUTS allows users to do the following:

1. Input descriptive information about each contract;

2. Build a team of subcontractors associated with a particular contract;

3. Associate payment information from FAMIS (the CCSF’s accounting system) to a
contract;

4. Add or edit payment information for subcontractors on multiple tiers; and

5. Generate reports

Generating Reports

Contractors who want to save a record of their incoming and outgoing payments can generate
online reports for a specific contract. The CMD’s Contract Compliance Officers and system
administrators can also generate aggregate information for multiple contracts. System
administrator privileges are assigned by the CMD to one user within any department. To
request system administrator privileges, contact the CMD by email at
romulus.asenloo@sfgov.org or by phone at 415-581-2320.




Training Opportunities

The CMD offers free monthly training for CCSF staff and contractors on the last Tuesday of
every month in room 421 of City Hall. CCSF staff training is from 9:30-10:30 a.m. and
contractor training is held from 10:30-11:30 a.m. If you would like more information about
these training opportunities, please contact the CMD by email at romulus.asenloo@sfgov.org,
or by phone at 415-581-2320.

How to Use the LBEUTS

Step-By-Step Guide
How it Works

1. The CCSF contract awarding agency enters information about the LBE Ordinance
governed contracts, including: the contract name, number, manager, CMD Contract
Compliance Officer assigned to the contract, a brief description of the scope of work on
the contract, the contract award amount, relevant dates, the contract's LBE goal, and
the contract’'s encumbrance number.

2. Prime contractors are notified by email when the awarding agency has associated their
firm with a particular contract.

3. Prime contractors then add information about all the subcontractors associated with
their contract, as well as a brief description of the work being performed by each
subcontractor and the amount awarded to each subcontractor at the time of bid.

4. Prime contractors are notified by email when a payment associated with their contract is
loaded into the LBEUTS from FAMIS.

5.  Prime contractors may accept or reject the payment information received from FAMIS.

6. Prime contractors associate accepted payment information received from FAMIS to a
particular subcontractor listed on their contract.

7. Subcontractors are notified by email when a payment associated with their contract is
entered into the system by the prime contractor.

8. The CMD'’s Contract Compliance Officers reviews the payment information.

9. Once a contract is completed, it is archived in the system.

10. The CMD generates reports on active and archived contracts.

r N
|
This manual will be updated periodically and can be found on the Contract Monitoring Division
website www.sfgov.org/cmd. Suggestions to improve this manual should be sent to
romulus.asefloo@sfgov.org.

________________________________________________________________________________________________________________|
\ o
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Accessing the System Online
You can access the system online by going to https://www.elationsys.com.

Logging On and Off

To log on, contractors must complete the following registration form:
https://www.elationsys.com/app/Registration/. This will provide them with an LBEUTS login ID
and password.

CCSF staff may obtain an LBEUTS login ID and password by contacting Romulus Asenloo with
the CMD by email at romulus.asenloo@sfgov.org or by phone at 415-581-2320.

To log off the system at any time, click “Sign Off” in the upper left corner of the page.

Login and Other Troubleshooting
There may be several reasons that you might have trouble logging on to the LBEUTS:

e Check Your Internet Connection: If your connection is interrupted, call your internet
provider, or if you are online within the CCSF, call tech support.

o System Support: Elation provides various types of real time support. During regular
business hours live telephone support is available by calling 925-924-0340 ext. 100.
Remote desktop support is also available by clicking the “online support” icon located in
the upper left corner of the Elation screen. You may also request to receive a call back
from Elation staff by clicking the “RSQT Call Back” icon on the upper left corner of your
screen and entering your phone number.

e System Authorization: Your department may no longer have authorization to access the
LBEUTS. Call the CMD at 415-581-2320 to verify whether your department has been
given such access.

Reporting a Problem

Having Difficulty Understanding how to Use Part of the LBEUTS?
If you are having a problem understanding any part of the LBEUTS, please contact the CMD
at 415-581-2320.

Having a Technical Problem with the LBEUTS?
If you would like to report a technical problem with the LBEUTS, please contact Elation by
phone at 925-924-0340 ext.100 or by email at support@elationsystems.com.

User Tips
Here are a few quick tips for using LBEUTS:

a) Use Microsoft Internet Explorer to run LBEUTS. LBEUTS will not run as efficiently with
Firefox or other browsers.
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b)

d)

Have you forgotten your password? If so, please go to the home page
(http://www.elationsys.com/), click "Log In," and then click the "Forgot Password" link and
follow the steps there to obtain a new password.

Do you want to change your password? Once you open your account, click on the
"Configuration” tab, and then click on the "Edit User Details" link. Select the desired
user from the drop down list. After the dialogue box displays, check the box next to the
label "Change Password." Type and confirm your new password. Click "Submit" to save
your changes.

Note: You may change either your login password or your signature password here.

If you can't see something that our directions say should be there, try enlarging your
browser window, or use your "elevator" bars to scroll up or down, or left to right. This will
allow you to see your entire screen.

Perform a Browser Tune-Up: Just below the web browser window (where you type in
addresses for Google, Yahoo, or other web sites) you will see several black links: File,
Edit, View, Favorites, and Tools. Click "Tools,"

Click on Pop-Up Blocker — If it reads TURN OFF POP-UP BLOCKER, click and turn off
pop-up blocker If it reads TURN ON POP-UP BLOCKER, leave it as is.

Scroll down to "Internet Options."

Click the "Content" tab. Click the "Clear SSL State" tab.

Click on “Certificate.”

A Certificate from Elation should be there — if so, note its expiration date. If more than 1-
Certificate is present, click and REMOVE oldest certificate. If NO CERTIFICATE is
present, please email support@elationsystems.com and ask that your Certificate be re-
issued. Also, click the "Security" tab and make sure Elation has been added to your
"Trusted Sites" list. To do this, click the "Trusted Sites" icon first; then click the
"Sites" button.

In the window that opens, look at the "Websites" box. If LBEUTS is there, your web
browser recognizes LBEUTS as a trusted site. If LBEUTS is not shown there, please
add i(https://www.elationsys.com) to the zone in the window above. Click "Add" and
"Close".

Click on General Tab, locate the "Browsing History" and click "Settings". Make sure
“Every Time | Visit the Webpage” is checked. For the "Disk Space to Use," in the
white box, please enter "1024.” Click OK, sign out of your LBEUTS account. Then sign
back in.

Entering Information into the LBEUTS

Log In to Elation here: https://www.elationsys.com/app/
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Step 1: Register with Elation
Step 1 is to be completed by prime
and subcontractors who do not have

All prime and subcontractors using the LBEUTS an existing Elation account.

must have an Elation account. To register with
Elation, go to www.elationsys.com and click on “New Registration.” Enter “SFGOV-2013” in
the promo code field to waive the registration fee, complete the application and click submit.

New P'CQI § hu{ lon *# Elation Systems supports Microsoft IE 8.0 or higher versiens and Firefox 2.0.

Promotion Code: |

Business |

Company Name:

Federal I1D Ho:

Contractor License Number:
Contractor License Issued By:
Services:

Addressi:

Address:

Zip Code:

City:

(Example: 90-0123456)

<-Select State-»

Ho Services Selected Select Services

|
|
——

NPA

Step 2: Adding a Project to LBEUTS

e Under the “Payment” tab click on “Add Step 2 is to be completed by the
Projects.” awarding agency and verified by
e Enter as much information as you can. the CMD.

Fields highlighted in yellow and mandatory

and must be completed.

Payroll Payments Reports

Add Projects

Home Projects Ac

Configuration Training Certifications Local Hire

tivity Pattern Messages Retainage Percentage

* General nTormation
Program Mams:
Project Nams:
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Frims Contractor: Select Prime Contractor
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Trucking COR:

n 0 omer rate version seleced

california Statement of Compliance | +  wew
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o Enter the contract encumbrance number in the field labeled “Encumbrance No.” You
can obtain your contract’s encumbrance number from your accounting department. This
field allows the CMD to upload payment information directly from FMIS for the contract.

e Next click on “Project Requirements.”

¢ Under “Project Requirements,” click on the drop down menu next to “Sub Contract
Information Required for Payment Tracking Up To:” and click “Level 5: Sub” (see
the screen shot below). This allows the contract to be visible in the payments module.

¥ Project Requirsments

Su Contract INformation raquirsd Tor payment trscxng up to: | Leval 5: sub - CprTempiats to Use:  Standard payroll Reporting Form

ot Required

[C] Cwner Comtrolied Project Team Assignment [ mzurance Centiszie Reguined

Level 1: Frime
[C] Aow Frime 1o Azsign 3nd Moaly SUDcOraCSUDConracior M Level 2: sub [ Prime weens T Review C2nmad F2yroll Repon FIrst
Level 3: sub

e 1 Atiow Sun o View Non-Compilance Eetore Submit

[C] Allow St Assign and Modlly SubcontractSubcriracior infan]
[C] Ancw Cwner ngue CPR m 1 Anow s w0 view Non-Compitance ARSr SubmR
Level &: Sub
renfice Certiicate fegul evel 7: ctrolled inguranoe Program
Apprentics Certiicate Required Level 7: sub 1 Allow Coetralied P

Level 8: sub

[[] zZome Pay Requirea
N Leval 5: sub

[ Atiow Prime 1o Azcegufelens Canfed Payroll Repons

[] memized Deduction Reports Reguired Level 100 Sub

[C] Comtrequire employess” SSN and a00ress. O eeo (1381}

[[] Reguire agency to Sp0rove SUDCONraCHSuDCONiTacior(s) Miat Assigned ar Modied by Prime [ Feguine agpency 10 S00fOve SUD0OMTECYSUBCONTacion(s) Mt Assigned or Modified by Suo
[[] Suocontract Requined for Canmed Pajrall Reporn [ weszrans Cemmeztz Reguined

[] maPraaiing Wags Projct

= Project Cortmestion Goats

LBE Goal %  Commmed Goal =

Save a3 Dealt Sutmit Rmset

o Enter the contract’s LBE certification goal and click “Submit.”

Step 3: Assigning the Contractor Step 3 is to be completed by the

e Tofind your prOjeCt in LBEUTS, |Og in to the prime contractor and verified by

LBEUTS and click on the “Payment” tab. Then the awarding agency and CMD.
click the “Search” button in the workplace

sidebar on the left side of the screen. Enter the contract ID or name and click “Go.” See
the screen shot below.

Payroll Payments Reports Configuration Training Certifications Local Hire

Home Projects Add Projects Activity Pattern Messapes Retainage Percentage

Wo rkpla ce ® Searching Parameters
Show Project by Type: '@ Ml Type _! Construction —J Pr
[&] My Project , Search
—_——mm @ Search Project by Name
As Ove Project Name: Pier 35|
ContractiD: _! Search Project By Contract ID
© 1231R

0 1249: Contractor Name:
Q izt s@
) 1262 Lo i crvpar s g

ﬁ-) 1263: Phelan L..opment Project
© 1264: MMT {MUN..Rehabilitation

Project Name | Rote | Contract ID

1231R: Woods Lifts Replacement Owversight 1231R




Payro[[ Payments Reports Configuration Training Certifications

Home Projects Add Projects Messages CPR Status CPR Report
workplace < ,ﬁ Report(s) for: Pier 35 North Apron Rep:
= . Project Manager: Tim Leung LastLogin: 1
32| my pProject s Search
As Oversight Eﬁ Proi E T =
&) Pier 35 North Apron Repair
Edit Project MH CONSTRUCTION (Prime Con
Assipn Contractor Activity Started: 10/30/11
Controled Insurance Total Payroll Reports Submitted: 20
Project Specific Rates A. Ruiz Construction Co. & Assoc..
Workforce Reguirements Activity Started: 12/31/11
Apprentice Certificate Total Payroll Reports Submitted: 12

Inactivate Project / Archive

Annuzzi's Concrete Service. Inc.
Activity Started:
& Pier 35 Restro..(J12-15-7237A) Total Payroll Reports Submitted: ©

Comments

Next click on your contract (first screen shot displays this below) and the “Assign
Subcontractor” tab under the project name (second screen shot below displays this
screen).

Assign Subcontractor(s) Activate/Deactivate Subcontractor(s)
4 Search Companies S 2 pProject Team || |7 Contract Tree =
Name Contains: flores Federal Tax ID:
= q’/ MH CONSTRUCTION--CM/PC (LBE)
L Zp: = )l 2752 ($786,000.00)-Prime Contract
Name Starts with: Vendor ID: r
d A. Ruiz Construction Co. & Assoc., Inc.—Tier 1 (LEE)

Totak 2 Search Reset DBE Firms

d Annuzzi's Concrete Service, Inc.--Tier 1 (LEE)

1. Flores Drywall, Inc.

OAKLAND, CA 94601 ((510) 842-8470) &4 JOSEPH J ALBANESE, INC-Tier 1

2. ). Flores Construction Company, Inc. (LBE) d Power Construction, Inc.-Tier 1

(415-337-2934)

In the “Search Companies" section, type in the first word of the company's name in the
“Name Contains” field. The system will list all of the companies who have registered
with Elation. If you don't find the name of the company you are trying to add to the
project team, please contact that company and ask them to register with Elation by
visiting www.elationsys.com (See Step 1: Registering with Elation).

If the company name appears in the left side panel, click and hold on the company
name, drag it directly onto the name of prime contractor. The LBEUTS will refresh and
the company name will appear on the right side panel as a subcontractor in your project
team.

To remove a contractor from the project team, click and hold your cursor over the
company's name, drag and release. The LBEUTS will refresh and the company's name
will automatically disappear from the right panel.
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Step 4: Adding Award Information
+ To add award information to prime and

subcontractors (CMD Form 2A information),

double click on the head icon next to the prime contractor and verified by

contractor’'s name. The “Add/Edit the awarding agency

Subcontract/Change Order” pop-up window and CMD.

will appear. Please note that all the fields must

be completed for the information to be saved.

Step 4 is to be completed by the

Assign Subcontractor(s) Activate/Deactivate Subcontractar(s)

2 Project Team L Contract Tree

= & g Roebuck Construction , Tne.-.cr/fPc (LBE)
SubContract: 2743 ($2,835,000.00)Frime

. PP ———
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000 (210 4300 @ subcontract Work Order/Change Order/Sub Project
P Hew Subcontract between Roebuck Construction , Tnc
&l Ascent Elevator Services Tier 1 e  Conatruction , I

sContract QOOZ fa63. 500,00 and AAA Fence Company, Inc

Referren:

ractID: 2743

&d © & 1 PAINTING Tier 1
ubContract: 0008 ($38,000.00)

cific Plumbing Systems T
tract: 4365 ($96,800.00)

Services Required: No Services Selected

Awvard Date: osfos/2012 | T

Ooltar vatue: T
startpate: [ Grismeiz | ]
€navate: [ o3puze1s |

[ Save Details__| [ Glose Window

¢ Inthe “Subcontractor ID” field enter a unique number for that payment. An invoice
number or any unique identifier you chose will work.

o Complete the “Subcontractor Name” field, write a brief description of the services
provided in the “Description” text box, then click the blue “Select Services” link to

select an appropriate NACIS code for the service provided. Enter the appropriate dates
and the dollar value at the time of award and click “Save Details.”

Step 5: Accepting Payment
» To accept a payment for a particular
contract, begin by clicking on the relevant
project name on your home screen.

Step 5is to be completed by all
subcontractors.

Payments

Home  Activity Pattern  Messages  Retainage Percentage

Workplace x || 4|Report payment(s) for: Elation office |
24| My Project(s) Jsearch % Project Team

As Prime Elation Systems (Prime Contractor)

&) Elation office building A

10




Under the “Incoming Payments” section, all of the payment notification will be listed for
review and confirmation. Under the “Outgoing Payments” sections, all of the payment
notifications sent to the subcontractors will be listed.

I Report payment(s] for: flation office buildumg & Froject Mansger: Mot Set Bosident Engineer: Mot Set
m Project Team howe ¥
| tems (Préme Contractor)
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Legens:  Contirmed 3< Pejected =57 Mot Confimed Cratt )\ Flagged & Summery
Incoming Payments:
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-
v
-
..... =
Cutgoing Payments:
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Ovare —3 -3
S an S most recent payments n mmcath 01711 Show
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20 -
v
-
>
-2 Same

To confirm a payment, click Y in the box to the left of the payment that you want to
confirm.

Legens: v Confirmes X Rejected B not Confirmad Deaft

Incoming Payments:

Show Payment
O & © seustrecent payments O in
Issus Date Amount Chack = Status Action
M 1 X v
0O #/

Clicking on the icon in the “Status” column will lead you to the “Payment Details” for a
particular payment.

Status
| View Payment Detalls k/_/_;“ @7
| Payment Details %
Reference Number 1 ToT- 10964 Fayment Type | Progress Payment
Made By Elation Systems Made To Elation Systems
Pay Period MiA Invoice & LY
Created by Don Sorla on 311072011
Amount
Gross  51,500.00 Retainage 50,00 Other Due  50.00 Het  51,500.00
|
Check Details
Nurmber Msise Date | 2/20/200% Release Date | 2/20/2009 Mo Check image

Payment Status: Hot Confirmed

| View History || Confirm this Payment | | Reject this Payment
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e To reject a payment, click on the “Reject the Payment” notification. Rejecting a
payment will notify the awarding and the prime contractor that there is an issue with the
payment.

e Click on the “Reject this Payment” button to input a comment and click submit when
done.

Reject this Payment %

Comment*

Submit Cancel

Step 6: Creating and Sending Payment Information

e To enter subcontractor payment information click

on “Report Payments” and select “Report Step 6 is to be completed by the

Payment(s)-Manual” prime contractor.
‘ Payments
:: Home Activity Pattern  Messages  Retainage Percentage /
H Workplace % || 74 Report payment(s) for: /
\} 27 My Project(s) Jsearch | - Report payment(s)-Manual

‘ As Prime

&) Blation office building A

e Click on the blue “Add Payment” link in front of the Contractor’s name to whom you

want to send a payment notification. This will open an input line under the contractor’s
name.

Ceaft Fayments (1) | Manusl Reporting || Advanced Riparting Gitubmz  plSaw asieaft  BlPwment Home

Py Period
Payment To Contra Type Groms Amoart Paymenk Cate Trevice Mo, Chack Ho. Retanage Amounk Other Dus
Start Dule End Dule

Frenvinus puyment ()

Bew paymat]s]

JAdd Payrmart  Elation Syuben, inc

2 ECIESI Progress - [ [ [ [ ¥ I .00 0,00

At Parymibnt ELtion Trucking,. ine. o Ciaate A
Al P iyl Sample ELarisn Cn. = Dbt Al
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e The three yellow boxes are mandatory fields. The additional fields are optional, but
contain very useful information displayed in the “Payment Detail” window.
¢ Click “Submit” to send the payment natification to the contractor.

Draft Fayments (0) Manual Reporting Advanced Reporting E,.Subrnlr il 5ave as Draft &Pa‘fment Home

¢ Click on the “Save as Draft” link to save your payment information or click on the red X
to delete a draft payment.

Step 7: Viewing the Status of Submitted Step 7 is to be completed by all

Payment Information Contract Compliance Officers.

Outgoing Payments:

Show Payments: @ all Status ) Hew Submit ) Rejected ) void V
L In month_ 01711 Shm'r:

5 most recent payments

Issue Date Amount Chedk # Status Action  ssues/Messages Payee
01-14-2011 (SC)  $1,000.00 L Elation Trucking, Inc.
12-31-2010 (SC) 51,000.00 v Elation Trucking, Inc.
12-17-2010 (5C) S500.00 v Elation Trucking, Inc
12-01-2010 (SC) %2,500.00 )] cample Elation Co.
11-01-2010 (5C) 57,500.00 & Sample Elation Co.

¢ Click on the “Payment Tab,” click on the project of interest on the left hand side panel,
click on the prime contractor’s name.

e Locate the “Outgoing Payment” section in Red. To view all payments associated with
a particular contract click the “Show” button.

e Theicons in the “Status” column provide information regarding subcontractor
acceptance of payment.

Step 8: Void or Correcting a Payment Step 8 is to be completed as

Notification That has Been Sent needed by prime- and sub-
e Click on the “Payments” tab and select the contractors.
project of interest on the left side panel. Click on
the relevant contractor’s name.

] Payments
Home Actn_\mcm Message:s  Retainage Percentage

Workplace /|Report payment(s) for: Elation office t
Il 22 My Project(s) ; Project Team

‘ As Prime Elation Systems (Prime Contractor)

O Elation Convention Hall

il €3 Bation office building A
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In the “Outgoing Payment” section, right click on the icon in the “Status” column.

Outgoing Payments:

Show Payments: ‘9@ all

C N rece:

Issue Date
01-14-2011 {SC)
12-31

12-17-2010 (SC)

2010 (SC)

12-01-2010 (SC)

11-01-2010 (SC)

Status New Submit Rejected Void Draft
nt payments in month 01711 Show
Amoun Status Action issues/

> )

$1,000.00
$1,000.00 Void Payment
S500.00

Make Corrections

Payment Messages

To void a payment, select “Void Payment.” The subcontractor must accept the void
payment request to completely void the transaction.

To edit a payment, right click on the icon in the “Status” column and select “Make
Correction”, and edit the yellow fields as needed. Click submit when done.

Make a Payment .
| Making payments to: Elation Trucking, Inc.
Subcontract ID of Payment ECET-0 Paymant Type Progrcss Payment -
invoice Number [ ¥ lavoice Date i fruu |
Gross Amount [1000.00 Retainage (000
Other Due fo00 Net Amount 1000.00
Iss0e Date fo11a2011 = Release Date (0171472011 =
Pay Period Start Date [ = Pay Period End Date [ &
Check Number [
Description
Check Image Browse
Subanit

Reset || Cancel
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Administering the LBEUTS

Who Does What in the LBEUTS

Department

Rights and Responsibilities

Contract Monitoring Division (CMD)

Contract Awarding Agency

Prime Contractor

Contract Compliance Officers monitor and
utilize data to enforce 14B requirements.
Authorizes new accounts with City
Departments. Verifies the accuracy of the data
input into the LBEUTS. Generates reports to
comply with the requirements of the LBE
Ordinance.

Adds new projects to the LBEUTS, including
the project name, project number, project
manager, CMD Contract Compliance Officer, a
brief description of the scope of work, the
project award amount, relevant dates, the
project’s LBE goal, and the project’s
encumbrance number.

Assigns subcontractors to the project team
and accept payments received from the
CCSF.

Subcontractor Accepts payments received from prime
contractors.

Elation Provides technical support and training on the
LBEUTS.

Adding Users

Adding Departments

CCSF Departments may request a login ID and password for access to the LBEUTS by
contacting the CMD. Each CCSF department is granted one “System Administrator” and
multiple “System Users.” System Administrators are granted access to all functionality within the
system except the ability to grant system administrator rights to other users.

Adding Users

System Administrators can add users by clicking on the “Add User” icon under the
“Configuration” tab. System Users are granted basic access to the LBEUTS, which includes the

ability to add and edit contract information.
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Glossaryv of Terms

In Alphabetical Order

CCSF - City and County of San Francisco

CMD - Contract Monitoring Division

Encumbrance — Funds identified and set aside for a particular purpose
LBEUTS — Local Business Enterprise Utilization Tracking System

FAMIS — The accounting system for the City and County of San Francisco.

LBE - The Contract Monitoring Division certifies small local businesses as Local Business
Enterprises (LBEs). These firms may receive bid preferences or ratings discounts when bidding
on projects within a certain dollar range.

LBE Ordinance — Refers to Chapter 14B of the San Francisco Administrative Code, which
designates the CMD as the agency responsible for providing assistance to small local
businesses to increase their ability to compete effectively for the award of CCSF contracts.

Prime Contractor — The prime contractor is the main contractor in charge of a project. They
may hire subcontractors or may be the only contractor on a project.

Subcontractor — A subcontractor may be hired by a prime contractor to work on a project, a
common occurrence in the construction industry. Sometimes subcontractors will hire other
subcontractors.
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