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Prime Information Tab and Contractors Tab 
 

Section 1: Prime Information Tab 
 
NOTE: To access the Prime Information Tab, you can locate it on the Contract Administration 
and the Contract Progress screen. 
 
NOTE: The Prime Information Tab is used to gather information of the Prime Contractors. 
 
 
Step 1: On the Home Screen, click either the Contract Administration or the Contract Progress 
link under the Construction component. 

 
 
Step 2: On both the Contract Administration and Contract Progress Overview screen, use the 
search bar to search the needed contract. 

 



Step 3: Click the needed Contract ID. 
 

 
Step 4: On both the Contract Administration and Contract Progress Summary screens, click the 
Prime Information tab. 

 
 

 
 
 
 
 
 
 
 
 
 



What’s On the Prime Information Tab? 
 
 

1. Vendor Name and Vendor Type 

 

 

2. Insurance Expiration Dates for both General Liability and Workmans Comp 

  

 

 

 



3. The Prime Contractor Address Information 

 
 

4. Authorized Signers Information 

 
 
 
 
 
 
 
 
 



Section 2: Contractors Tab 
 
Step 1: On the Home Screen, click the Contract Progress link under the Construction 
component. 
 

 
 

Step 2: On the Contract Progress Overview screen, search for your needed contract in the search bar. 

 

 

 

 



Step 3: Click the needed Contract Number. 

 

Step 4: On the Contract Progress Summary screen, click the Contractors Tab. 

 

NOTE: On the Contractors Tab you will see the Prime Contractor and a list of Subcontractors associated 
to the contract. 

 

 

 

 

 



Step 5: Click the Vendor name that you want information from. 

 

NOTE: On the Vendor General Summary screen, you will have 3 tabs to select from: General, Addresses 
and Officers. 

 

Step 6: On the General Tab, you will see the following information: Vendor ID, IRS Number, Vendor 
Name, Insurance Expiration Dates, etc. 

 

 

 



Step 7: On the Addresses Tab, you can view the Vendors Addresses as show in the screen shot below: 

 

Step 8: On the Officers Tab, you can see the list of Authorized Signers for the selected Vendor. 

 

Step 9: You can click the Expand/Collapse arrow to see additional Information. 

 




