ﬁ Stare oF New JERsEy

W ScHOOLS DEVELOPMENT AUTHORITY

JOBS REPORTING DATABASE COLLECTION

EXTERNAL USERS ACCESS

FOR

CONSULTANTS AND OTHER PROFESSIONALS

VERSION 1 AuUGUST 2009




JoBS REPORTING DATABASE COLLECTION — CONSULTANTS AND OTHER ROFESSIONALS

TABLE OF CONTENTS

About JRDC

Consultants and Other Professionals Role in the JRDC
Access and Log-in

Contact Support

Creating a User Name and Password

~N o0 B~ b W W

Monthly Record Data Entry
Modifying a Record 12
Reports 13
Logout 15

JRDC Jobs Reporting Database — External Users PAGE 2 OF 15
AUGUST, 2009



JoBS REPORTING DATABASE COLLECTION — CONSULTANTS AND OTHER ROFESSIONALS

ABouT JRDC

The New Jersey Schools Development Authority (NJSDA) Jobs Reporting
Database Collection System was created for the NJSDA to track and report
information concerning workforce composition of all Consultants and Other
Professionals contracted for NJSDA projects.

The application itself is a constantly evolving tool; occasionally the process is
enhanced to provide for more efficient data entry and access. As changes are
implemented, users will be notified of the changes and their impact upon specific
processes.

CONSULTANTS AND OTHER PROFESSIONAL’S ROLE IN THE JRDC

On a monthly basis, Consultants and Other Professionals are required to file on-
line job reporting information, which details actual workforce composition
statistics for the previous month. The Consultants or Other Professional files this
form online, with the data going directly into the JRDC system.
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JoBS REPORTING DATABASE COLLECTION — CONSULTANTS AND OTHER ROFESSIONALS

ACCESS AND LOGIN

The JRD is a Web-based application with the following requirements:
e Microsoft™ Internet Explorer version 5.0 (version 5.5 or higher is preferred)
e Access to the Internet
e A valid User login ID and Password for the JRDC Program

(If you do not yet have a JRDC Login and Password, see page 4 for directions to
create a JRDC Account.)

No other software is required

The URL to access the Login screen is:

https://www.njsda.gov/jrdc/login.aspx

CONTACT SUPPORT
JRDC Helpdesk E-mail [rdchelpdesk@njsda.gov
JRCD Helpdesk Phone 609.292.1680

JRDC Jobs Reporting Database — External Users
AUGUST, 2009

PAGE 4 OF 15



JoBS REPORTING DATABASE COLLECTION — CONSULTANTS AND OTHER ROFESSIONALS

CREATING A USER NAME AND PASSWORD

First time users will need to create a User Name and password to access the JRDC
System.

1. Select Click Here to view first time user window

Ka State oF New JERsEy
(W&
\

& ScHOOLS DEVELOPMENT AUTHORITY

Jobs Reporting System

Work Force Tracking for Consultants and Goods & Services Vendors

Enter Your Username and Passwaord
Username

Password

Account Set-up for first time users (non-S0A employees) Click Here
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JoBS REPORTING DATABASE COLLECTION — CONSULTANTS AND OTHER ROFESSIONALS

2. Enter the following
a.Tax (federal) ID number

b.Email (the person who is the administrator or a
general e-mail for the company)

c.User Name (created by the administrator)
d.Password (created by the administrator)
Note: The administrator is typically the individual who will do the data entry.

3. Select Create

/‘E\ State oF NEw JERSEY
& SCHOOLS DEVELOPMENT AUTHORITY

" ﬂ'_' firsttime - Windows Internet Explorer

& | https:f e, nisda, gov/fjrdcffirsttime. aspe hd %

Create web user login account (for not SDA
employees only)

All Fields Are Required
Tax ID (9 digits, no dashes)

Email
Create User Name And Password

User Name (6-10 characters)

Password: (6-10 characters)

Confirm Password

Create <

L & Internet 100 v

User Name and Password are now created for Log-in.
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JoBS REPORTING DATABASE COLLECTION — CONSULTANTS AND OTHER ROFESSIONALS

MONTHLY RECORD DATA ENTRY

1. Enter User Name and Password to Log-in

State oF New Jerser

fees
& ScHOOLS DEVELOPMENT AUTHORITY

Jobs Reporting System

Work Force Tracking for Consultants and Goods & Services Vendors

Enter Your Username and Password

Username

Password

Account Set-up for firsttime users (non-SDA employees) Click Here

Job Reporting System screen will open, Select New Jobs

/E\ StaTE OF NEW JERSEY

¥ ScHOOLS DEVELOPMENT AUTHORITY

Jobs Reporting System
Work Force Tracking for Consultants and Goods & Services ‘v‘en%rs

|| New Jobs || Reports || Legout ||
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JoBS REPORTING DATABASE COLLECTION — CONSULTANTS AND OTHER ROFESSIONALS

2. Open record for entry by selecting either Lookup by Contract or Lookup by
Project Name

By Contract
= (- i 17
@\ State oF NEw JERSEY
W& ScHOOLS DEVELOPMENT AUTHORITY
Jobs Reporting System
Work Force Tracking for Consultants and Goods & Services Vendors
|| NewJobs || Reports || Logout ||
Request Type: Lookup by Contract
@ Lookup by Contract O Lookup by Project Name
\ I
| CA-0004-M01
|ME-0010-MD1
By Project
| _ _
“gf StatE oF NEw JErsey
%) ScHOOLS DEVELOPMENT AUTHORITY
Jobs Reporting System
Work Force Tracking for Consultants and Goods & Services Vendars
|| NewJobs || Reperts || Logeut ||
Request Type: Lookup by Project Name
rContract & Loakup by Praject Name
|H.B. Wilson E.S
|Park Elementary School {formerly New Ridge/Elliat MS {-x1{
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JoBS REPORTING DATABASE COLLECTION — CONSULTANTS AND OTHER ROFESSIONALS

3. After selecting Contract/ Project Name for entry, Select Enter Job Counts to
open data entry screen

u [T o) 1
/;\\ State oF New Jersey
&) ScHOOLS DEVELOPMENT AUTHORITY
Jobs Reporting System
Work Force Tracking for Consultants and Goods & Services Vendors
|| New Jobs || Reports || Logout ||
Request Type: Lookup by Contract
@ Lookup by Contract © Lookup by Project Name
Hill Internatienal, Ine.
Contract I Project Mame
iNE-UUm-Mm ¥ IPark Elementary School (formerly New Ridge/Elliot MS (-¢10)) V|
—— |Enter Job Counts
4. Data entry window will open, select month and year
Il New Jobs || Reports Il Legout ||
Contract # MNE-0010-M01
Project Mame park Elementary School lformerly New RIdGe/EIOt sopoq) District: Newark Contact Fax (8281 810-
Company Mame Hill International. Inc.

Email address

Contact Name: Stuart Richter Contact Phone # 2381 810-
Ufillan@njsda.gov [EEmT] /
Select month and year 2009 ~

@)

[ creckc i# this is the last
ENTER JOB COUNTS BELOW

Iy
o
o
¢
3
o
o
Q
g

r for this contract  projec]

Total Primary Employees 1
Woman Primary ]
Minarity Primary [
Total Support Employees
Women Support
Minarity Support
Sub-Contract Total Employees
Woman Sub-Contract [
Minority Sub-Contract
Total Jobs 18
Total Woman 7
Total Minority 4
Sub-Consultants: [Test Company 1 Test Company 2
Date:  (the Zats scquirez) Name:  (the persen whe scquired the dats)
Clear Screen | | Continue with Save Exit
& Internet &
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JoBS REPORTING DATABASE COLLECTION — CONSULTANTS AND OTHER ROFESSIONALS

5. Enter the following:

a.Total Primary Employees (tab to enter Woman Primary and
Minority Primary)

b.Total Support Employees (tab to enter Women Support and
Minority Support)

c.Total Sub-Contract Employees (tab to enter Woman Sub-
Contract and Minority Sub-Contract)

NOTE: Woman Employees are Woman ONLY. Women are not counted as
minority and woman (i.e. a Hispanic Woman is counted as a woman only
and is not to be included in the minority count).

d.Enter Sub-Consultants

NOTE: If current month’s submission is the last for this contract, place a check
box where indicated

6. Select Continue with Save

Jobs Reporting System =
Work Force Tracking for Consultants and Goods & Services Vendors
|| New Jobs || Reperts || Logout ||
Contract # CA_-0004-M01
Project Name: H. B. Wilson E.S. School District:  Camden City Contact Fax: 856) 810-4082
Company Name Hill International, Inc. Contact Name Stuart Richter Contact Phane # 856) 810-6290
Email addrs iIfi njsda.go
Select month and year | May v [2009 v —— P [ checkirthisis the lest submission for this contract /projec]
ENTER JOB COUNTS BELOW
Total Primary Employees
fomen Primary
Minarity Primary \
Total Support Employees
Women Support
Minarity Support
Sub-Contract Total Employees
Women Sub-Contract
Minority Sub-Contract
Tatal Jobs
Total Women
Total Minarity
Sub-Consultants:
Date [
Clear Screen Conting ith S Exit
~
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7. Select Save into Database to save

JoBS REPORTING DATABASE COLLECTION — CONSULTANTS AND OTHER ROFESSIONALS

Woaork Force Tracking for Consultants and Goods & Services Vendors

Flease confirm the following data you just entered are correct.
Use the "Back” button to go back to the data entry page to make changes
Click "Save into Database” button to save data

Mew Jobs

Reports

Logout ||

Contract #

Project Name

Company Name

School District

Contact Mame

Contact Fax:

Contact Phone #

Email

Month and Year

Last submission for this contract / project
Total Primary Employees
Woman Primary
Minority Primary

Total Support Employees
Women Support

Minority Support
Sub-Contract Total Employees
Moman Sub-Contract
Minority Sub-Contract
Total Jobs

Total Woman

Total Minority

The date data acquired
The person acquired data

Consultants

NE-0010-M01

Park Elementary School (formerly New Ridge/Elliot MS (-x10))

Hill International, Inc.
Newark

Stuart Richter

(856) 810-4082

(856) 810-6290
agilfillan@njsda.gov
07/2008

&

BN2NO 2NN RO O 2

8/7/2009
TonyGi

Test Company 1
Test Company 2

Eliik Save into Database

Record is saved

Za ™ Stare oF New Jersey
@ ScHoolLs DEVELOPMENT AUTHORITY

Jobs Reporting System

Work Force Tracking for Consultants and Goods & Services Vendors

Il New Jobs || Reports 1

Legout ||

Please confirm the following data you just entared are correct
Use the "Back” button to go back to the data entry page to make changes
Click "Save into Database” button to save data

Contract #
Project Name:

Company Name

School District

Contact Name

Contact Fax

Contact Phone #

Email

Month and Year

Last submission for this contract / project
Total Primary Employees
VWoman Primary

Minarity Primary

Total Support Employees
VWomen Support

Minority Support

Sub-Contract Total Employees
V/oman Sub-Contract

Minarity Sub-Contract

Total Jobs

Total Woman

Total Minority

The date data acquired

The persen acquired data

NE-0010-M01

Park Elementary School (formerly New Ridge/Elliot MS (-x10))

Hill International, Inc.
Newark

Stuart Richter

(8586) 810-4082

(856) 810-6290
agilfillan@njsda.gov
07/2009

N

5

NSANO 2NN ED O S
@

4
8/7/2009
TonyGi
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JoBS REPORTING DATABASE COLLECTION — CONSULTANTS AND OTHER ROFESSIONALS

MODIFYING A RECORD

If errors were made during entry, select Back to return to the previous data entry

page. Make corrections and Continue with Save.

Work Force Tracking for Consultants and Goods & Services Vendors

Il New Jobs || Reports Il Logout ||

Please confirm the following data you just entered are correct
Use the "Back” button 1o go back to the data entry page to make changes
Click "Save into Database” button to save data

Contract #
Project Mame
Company Name
School District
Contact Mame
Contact Fax
Contact Phone #

NE-0010-M01

Park Elementary School (formerly New Ridge/Elliot MS (-x10))
Hill International, Inc.

Newark

Stuart Richter

(856) 810-4082

(856) 810-6280

Email agilfillan@njsda.gov
Month and Year 07/2009
Last submission for this contract / project N

Total Primary Employees 1

Waoman Primary 0
Minority Primary 1]

Total Support Employees 4
Woamen Support 2
Iinority Support 2
Sub-Contract Total Employees 13
Woman Sub-Contract 5
Minority Sub-Contract 2

Total Jobs 18

Total Woman 7

Total Minority 4

The date data acquired 8/7/2008
The person acquired data TonyGi

Censultants

Test Company 1
Test Company 2

—’ Back Save into Database

JRDC
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JoBS REPORTING DATABASE COLLECTION — CONSULTANTS AND OTHER ROFESSIONALS

REPORTS

1. Select Reports

Stare or New Jersey

ScHOOLS DEVELOPMENT AUTHORITY

Jobs Reporting System
Work Force Tracking for Consultants and Goods & Services Vendors

|| New Jobs || Reports Il Legeout ||

Plzase confirm the following data you just entered are correct
Use the "Back” button to go back to the data entry page to make changes

Click "Save into Database” button to save data

NE-0010-M01

Park Elementary School (formerly Mew Ridge/Elliot MS (-x10})
Hill International, Inc.

Newark

Stuart Richter

(858) 810-4082

(856) 810-6290

Contract #:
Project Name
Company Name
School District:
Contact Name:
Contact Fax:
Contact Phone #:

Email: agilfilan@njsda.gov
Maonth and Year 07/2009
Last submission for this contract / project N

Total Primary Employees 1

VWoman Primary ]
Minority Primary o

Total Support Employees 4
Waomen Support 2
Minority Support 2
Sub-Contract Total Employees 13
WWoman Sub-Contract 5
Minarity Sub-Contract 2

Total Jobs 18

Total Woman 7

Total Minority 4

The date data acquired 8/7/2009
The person acquired data TonyGi

2. Select All or,

mmary Report - Windows Internet Explol

G—: v [0 https10. 1.2, 1 SummanyRp, ssox |2+
Fle Edt View Favorites Tock Help & -

W & |Ba‘v[gsmoolsDevelapmmmumn.‘.}gsmearynepun x[ ‘

o~ [ Page - { Tools -

jtare oF New Jersey

ScHo0LS DEVELOPMENT AUTHORITY

Jobs Reporting System
Work Force Tracking for Consultants and Goods & Services Vendors

;-gi

|| New Jobs || Reports

_,@ all O 8y Year and Month

|| Legout ||

Ridge/Eliot 1S (-x10)) 0897 nc.

. ! . Sub- Sub.  [sub- [fotal ~~ [rotal
| School Project Project # [Vendor Name  |Ye i H el e 5 I-l(: nslmﬂ(:msmmcu\slﬂmmm Es
T eal X » Ol mj jees| jees)
o e Total  [Women|Minority|Total  [Women|Minority e ployees| P oYees|Employ
ot |women  [minority (women) |(Minorty)
0880-350-01-  Hill International,
Camden Cty  H. B. Wison ES. 008 4 . 1 2 2 3 0 3 1 o 8 s 2
0838 Inc.
0680-350-01-  Hil Inernationsl,
Camden City  H. B. Wilson E.S. 2008 6 4 1 1 z 1 1 o 0 o 6 2 2
tes e
Park Elementary School (formerly New 370x10-01-  Hil International,
Newark 008 4 ¥ 2 2 8 2 2 14 14 v 2 18 s
RidgerEliot 1S (-:10)) 0897 ne.
Park Elementary School (formerly New 3570-x10-01-  Hill International,
Newark 2009 8 1 o 0 0 o o 4 0 o 2 o o
Ridge/Eliot 15 (x10}) w697 e
Park Elementary School (fermerly Hew AET0x10-01- Hil nernationl,
Newark 008 7 1 [ o 4 E 2 el : 2 1 7 4
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JoBS REPORTING DATABASE COLLECTION — CONSULTANTS AND OTHER ROFESSIONALS

Select Month and Year to open the Reports

{= Summary Report - Windows Internet Explorer

%r - ‘g, hitp:/f10.1.2. 11fjrdc/SummaryRp.aspx v|‘fg:x_: ‘ Google

File Edit View Favorites Todls Help

w & |EE‘-[asdwuulsuavelupmmmumun.ﬂ(QSummaryRamn x ‘

Bi- B @ [Dree - ook~

Stare or New Jensey

ScHooLs DEVELOPMENT AUTHORITY

Jobs Reporting System

Work Force Tracking for Consultants and Goods & Services Vendors
&
|| New Jobs || Repurt Ml Logou 1

Qail ® sy Year and Month ZUUB

| School Project Project # [Vendor Name |Ye Primary|Primary Primary| Supporf) Suppor Sumx:rt [Consuitant|Consultant|Consult: t Ei mry :_:::0
T roj r eal onsi o tan mployees| ees|
[Total |Women|Minority{Total |Women| lﬁmnty W Empioyees e ) |iMino y

0680-350-01-  Hill International,
Camden City H.B. WisonE.S. A inc. 200

Fark Elementary School (formerly Hew 3570x10-01-  Hil International,
Ridge/Eliot 11S (-x10)) 0897

Newark

inc.

JRDC
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JoBS REPORTING DATABASE COLLECTION — CONSULTANTS AND OTHER ROFESSIONALS

LOoGouT

1. Select Logout

{= Summary Report - Windows Internet Explorer

G_‘?\J’ =[] o120, 1.2.11rdsSurmmeryRp. o

File Edit View Favorites Todls Help

w & |EE‘-[asdwuulsuavelupmmmumun.ﬂ(QSummaryRamn x ‘

- & v [ page - @ Tooks -

1At oF New Jensey

’ScHooLs DEVELOPMENT AUTHORITY

Jobs Reporting System
Work Force Tracking for Consultants and Goods & Services Vendors
&

|| New Jobs || Repurt || Logout H<—
Qail ® sy Year and Month

| School Project Project # [Vendor Name |Ye Primary|Primary Primary| Supporf) Suppor Sumx:rt [Consuitant|Consultant|Consult: t Ei mry :_:::0
T roj r eal onsi o tan mployees| ees|
[Total |Women|Minority{Total |Women| lﬁmnty W Empioyees e ) y

Camden City  H. B. Wilson E.S. 0680-350-01-  Hil International,
Wilso
0938 Inc.

Fark Elementary School (formerly Hew 3570x10-01-  Hil International,
Ridge/Eliot 11S (-x10)) 0897 nc.

Newark
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