
AUTOMATED COMPLIANCE AUDIT PROCESS 

FOR PRIME CONTRACTORS AND SUBCONTRACTORS 

 
This document will provide a brief overview of the audit process, but a complete system manual, along with multiple 

webinars, are available to Staff Users and Vendors through the section, once you login. The audit 

process for vendor self-reporting by Primes and Subs is fast, simple, and efficient for all parties involved. 

 

 

Go to https://portlandoregon.diversitycompliance.com/Default.asp  

 

 
 

Enter your Business Name, click “Search” at the bottom of the page 

 



 
 

 

Locate your company and User Account, click “Username/Password Reminder.” An email 

will be send to the address listed. If the address is not current, choose “Change info” 

instead. 

 
 

 

Take a look at the automated compliance audit process: 



 

 

Once a Prime is notified, via email, they will login to the system, using your URL: 

https://portlandoregon.diversitycompliance.com/Default.asp 

 

 
 

Once the prime is signed in, they can review this dashboard for compliance contract audits, which will show incomplete 

audits. To enter incomplete audit information, the Prime will click on the red links from their dashboard. 

 

 

A courtesy reminder is 

sent for each 

reporting period, 

usually monthly. 

The email includes a 

link which will take 

you directly to the 

report that is due 

once you enter your 

username and 

password. 



 



Once you click to view the incomplete audits, a listing of those audits will appear. Click on the red link, again, to view 

the audit period. 

 
 

The audit month will open and you will then click on the red link in order to report Subcontractor payments. 

 

 

 



Prime Contractors can enter the payments for their Subcontractors in one quick update, or they have the option to 

enter each payment, per Sub, one-by-one.  

 

Submitting All Sub Payments: 

 
Submitting Payments Individually: 

 

 

 

After four easy steps, the Prime Contractor completed their audit. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Note: If there are missing subcontractors who should be on the contract, the prime is responsible for submitting a 

subcontractor request to the City of Akron. All vendors who will count towards the goal on the contract are 

subject to approval. All others will be added to the contract automatically and available for reporting. 

 

Requesting to add subcontractors (when applicable) 

 

Select the subcontractor tab, a select “add first tier sub” to or “add sub” under actions depending on the tier level. 

 
 

 

The prime will need to complete the sub request form and provide a copy of the certification if the request is for a 

subcontractor who will be counted for certified and will be counted credit. 

 
 



It is now the Subcontractor’s turn! 

 

 
 

 

Subcontractors will also receive an email notification (similar to what the prime received) when an audit populates 

in the system and they will login, just like the Prime Contractor, and click the red links through their dashboard to 

their incomplete audits. 
 



 

On the audit page the subcontractor will see the information entered by the Prime and they will respond to the 

information reported by the Prime in addition to payment amount such as prompt pay dates, final payment and the 

withholding of retainage. The Subcontractor can also attach files, enter public comments or private comments. 

Confirmations of all entries by both the Prime and the Sub are sent out. 

 

 
 

The audit is now complete! 


