
 
Navigating through the Contract 

Compliance and Certification System 
(CCCS) 

Louisville Metro Human Relations Commission 



 

1. If you represent a person, firm, corporation or an association 

seeking to do business with Louisville Metro Government 

 

2. The amount of business you are doing with Louisville Metro 

Government totals $20,000 or above 

and 



 

What is an Affirmative Action Plan? 

A set of goal-oriented management policies and procedures to 

eliminate barriers to employment opportunities for minorities, 

women and qualified disabled persons that are not based on 

specific job requirements. 

 

The plan includes a contractor's self-examination of its workforce 

and employment practices and sets forth action-oriented 

programs to identify and correct deficiencies in the areas of 

equal employment opportunity.  



Purpose: 
 

Louisville Metro Government (LMG) wants to ensure employment 

opportunities generated directly or indirectly by LMG, are equally 

available to all citizens. 

Therefore, prior to doing business with LMG, an Affirmative Action Plan 

is requested of applicable contractors and vendors. 

Affirmative Action Plans 
will be reviewed in greater 

detail, later in this 
presentation 





If you have never used our 
Contract Compliance and 

Certification System (CCCS) before, 
“Click Here” 



If you need to 
 Prequalify 

Your business with 
Louisville Metro 

Government (via the 
Human Relations 

Commission) 
“Click Here” 



1. Create an account  

• Estimate of 2-3 minutes to complete 

• Have Tax Id # ready to be entered 

 

2. Prequalify your company  

• Estimate of 3 – 5 minutes to complete 

• Have the following ready to be entered: 

• Tax Revenue # 

• Commodity Code(s) 

• # of employees 

• # of minority employees and the # of female employees 

• Workforce Breakdown 
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This will be explained, in detail, later 
in the presentation  



Part 1 
Click here to 
Create an 

Account... 

Again, if your company has never 
used the Contract Compliance 
and Certification System (CCCS)… 



To help us better 
serve you,  

Please answer all 
questions 

“Create Account” Form  

Enter your TAX ID #, 
Then click 

Lookup 
To ensure your account is 
not already in the system 

Then click “Next”  

located at the bottom of 
the ‘Create Account’ 

page… 



We will focus on 
this scenario 

first 

• Your business has never been entered into this system 

 

• The CCCS finds a similar (partial match) business to yours in the system 

 

• The CCCS finds an exact match of your business in the system 

We will focus on 
these scenarios 

later 

Now, back to the online system… 

FYI… 



Then, review the 
information you have 

entered 

Confirm that you would like 
to create an account with 

the information entered by 
clicking the checkbox, 

here... 

Click, “Next” 

Your Account is 
now created.   

But, Don’t Stop Here 
Continue, to complete 
your Prequalification 

process 



Once you have 
created your account, 
you will get an email 

similar to this... 

The system will provide you with a 
username to use the next time you 

enter the CCCS 
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Click here to 
Login to the CCCS 

The next time you go into 
the CCCS, you will be given 
the opportunity to setup 
your password and login 



Your Account has been created.  Now, Step 2 - To Prequalify... 



Through the 
dashboard, you can 

perform a number of 
activities 

When you 1st enter the 
CCCS,  

or click the “Home” link, 
you will be taken to your 

company’s dashboard 



16 

There will be a link provided in 
this section for you to start 

your Prequalification process 
Click Here 

Theses links will open 
for you to view 

additional information,  
 



Now, click 
here to 

Prequalify... 

The system will navigate you 
to this page... 



Click here... 



Make sure to add 
your company’s 

commodity codes.  
See a list of codes by 

clicking here... 

You are now on the Online Prequalification Form.  
  

Some of the information entered  previously, 
when you created an account, will be 

automatically transferred here. 



If you know the 
commodity code 

name, enter it here... 

Or, if you do not know 
your company’s 

commodity code, click 
here to browse and 

select from the list of 
codes 

Then click 
Search... 



List of 
Commodity 

Codes 

If you wish to obtain 
more a detailed coding, 
click the Blue numbers 

Or click  
More  

to get more 
information 



Click here to get 
even more 

detailed coding 



Once you get to a sufficient 
level of detail, click  

“Add” 
To include the code on the 

online Prequalification 
Application form 



After you click, “Add”, you will see  
this pop-up message 

Simply, click “OK” to return to the online 
Prequalification Application Form 



Now, you are back on the 
Prequalification Form 

 
Please fill out this form completely! 

Here, you can select 
multiple answers 
that apply to your 

company 

The commodity 
code you 

selected will be 
placed, here... 



Be sure to gather this information 
prior to starting your  

Prequalification Application 

We will discuss the 
“Document List”  

next 





One (1) of the three Affirmative Action Plan options  
must be completed and uploaded into the  
Online Prequalification Application Form  

http://www.dol.gov/ofccp/regs/compliance/AAPs/Sample_AAP_final_JRF_QA_508c.pdf 

 

or 

or 

The online application, forms 
location and uploading 

instructions will be reviewed 
later in this presentation  

http://www.dol.gov/ofccp/regs/compliance/AAPs/Sample_AAP_final_JRF_QA_508c.pdf


The Document List – The list of documents that 
demonstrate a company’s Affirmative Action policy is 

provided in the CCCS…  



 

Make sure you have the information needed 
to complete these 2 forms 

(Calculations are automatically performed 
within the forms) 

If the previously 
mentioned  
Option #3  

is chosen... 

We’ll show you 
how to download 
these documents 

later 



If the Workforce Analysis forms show your company is 
Under Utilizing any job category (or trade),  

complete the...  

This will also be 
provided online,  in 
the ‘Document List’ 

section  

We’ll show you how 
to determine this… 

It’s easy 



 



All fields highlighted in 
are entered by 

the vendor’s 
representative 

K y d j j o r ,  I n c .  

P a m e l a  H o r n e  O w n e r  9/11/2013 

x 

Calculations will automatically 
perform as you enter your data 

Those areas are  
Under Utilized 

Note:  Ignore the “Yes” 
in this row... 

If a vendor  
had no data to enter 

Workforce Analysis Form 

If the form calculates  
“Yes” 

in this column... 



If a job category (or trade) is 
Under Utilized, a  

Goals & 
Timetables/Corrective 

Action Form 
must be completed... 

x 

x 

x 

x 

x 

x 

P a m e l a  H o r n e  
9/11/2013 

O w n e r  

ABC, Inc. 

1/1/2013 





If needed, download HRC-
created Workforce Analysis 
forms to your computer by 

clicking here... 

Make sure to 
read the 

instructions 
provided 

Remember Option 
# 3? 



Click “Open” to see 
the Workforce 
Analysis form 

 
When the “Download” link is 

clicked, this message will pop-up 



 

It is suggested that you “Save” your forms to 
your computer, complete them, 

then… 
 

 
Upload the completed Workforce Analysis 

forms into the 
Online Prequalification Application 

 



Upload your saved forms by 
clicking “Attach”  

Next to the name of the form 
being uploaded 

Prequalification Application’s Document List 



 
 

Because you have already saved 
your document to your computer, 

 
Just click “Browse” to located your 

document and upload it here 
  
 

The saved 
document 

(location) will 
appear here 

Enter a document title  
and file description here... 

(This is optional) 

Then, click 
“Attach File” 

After attaching your file you can 
then: 
 
(1) Attach another file 
(2) Return to the Document List 
(3) Close Window 

Attaching a Document 



Once you have 
attached your form(s), 

you will see this 
message... 

Click “OK” to 
continue 

This simply means that your Online Prequalification 
Application is not considered “Submitted” until you 

have completed the entire online application 



To submit your 
completed 

application, click 
here 

You will be shown what 
documents have been 
attached, and by whom... 

Make sure you 
complete the 

Signature Section 

Confirm your information by 
clicking here… 

If you did not complete your application, you may 
also click here to save what you have entered 



Once you get to this page, 
Your online Prequalification Application is 

officially submitted 

You can review what 
you have submitted,  

Here   



A Compliance Officer will review 
your application 
 
The Compliance Officer may 
contact you if more information is 
needed 

You will receive this  
email notification,  

once you have submitted your 
Online Prequalification Application 



Once a Compliance Officer 
approves your application, you will 

receive this email notice 

Your Prequalification 
status will be in effect for  

1 year 

Done! 





This warning means that the system found 

business information  to what you have 

entered, currently in its database 

This warning means that the system found 

business information that is an 

 match with what you just entered 

The next step is easy…. 

You will see one of these 
error messages… 



Just Click  
Technical Support  

for further assistance 





and here’s how... 
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Theses links will open for you to view 
your company’s information,  

Click “View”  
 

Click “Registrations/Prequalifications” 
to see your company’s Prequalification 

application and documents. 



If you have further 
questions about this system,  

click “Customer Support” 




