MICRO ENTERPRISE (ME) USAGE REPORT PROCEDURES

l. Access the certification list at DBD’s website

www.miamidade.gov/dbd/library/certify Micro by nigp code.pdf. Click on the search icon to

enter the applicable commodity code.
ll.  Select at least 2 micro enterprises (ME) in the applicable commodity code if available.
[ll. If firms are available solicit quotes.
IV. If there are no available firms note in ADPICS notepad 9100 screen and records.
V. If a ME is not the awardee, indicate justification using the following legend and note in ADPICS

notepad/records:

No Response from ME for that commodity code(s)
ME is 10% greater than a Non-ME

Sole Source

Bid Waiver

Other

arwnE

VI. If a ME is the awardee, no action required.

VII. Department accesses its ME Usage Report for review at the end of each month.

VIIl. Review the summary of usage indicated at the end of the ME Usage Report.

IX. If at least five percent is indicated further action is not required by your department. Keep in
mind, even if your department previously met the required minimum 5% this may have changed
during the fiscal year due to continued expenditures.

X. Aless than five percent usage requires further action from your department. Please select a
reason from the “Justification Legend” and enter in the column titled “Justification” where there is
a “Y” indicated in the column titled “Micro E”.

XI.  Update ME Usage report with justification by the 10th of the following month.



MICRO ENTERPRISE (ME) USAGE REPORT PROCEDURES

To log on to the Micro Enterprise Usage application:
Open the Internet Explorer and enter the web address below (for convenience you may create a shortcut on
your desktop)

http://ias9prod1.metro-dade.com:7778/forms90/f90serviet?config=Pmeu

The Logon screen will display:

s fuly

Connect Cancel

Enter Username: (see email for your department’s username and password)
Enter Password:

Enter Database: PDBD

Click “Connect” button

Logon

SEEEINE s FE LIS ER

Passwiord: ki

Database: [gH=E]w

connectp Cancel

Please note: After 3 failed attempts to enter Username/Password the program will be closed.

Contact DBDmicroE@MIAMIDADE.GOV to reset password.




MICRO ENTERPRISE (ME) USAGE REPORT PROCEDURES

The first time you log on to the Micro Usage application the Security screen will display.

e

- =
vfﬁfj(f

%ﬁ@ "Froduct Management'?
e

Do wou want to install and run signed applet distributed by

Publisher authenticity verified by
"Oracle”.

A The security certificate was issued by a company that is not trusted.

A The security certificate has expired or is not yet valid.

Caution: "Product Management' assers that this content is
gafe. ¥ou should anly installiview this content if you trust
"Product Management" to make that assertion.

| Grant this session | | Deny J/L;Grant always ‘ | View Certificate

Click “Grant always®

The Main sereen will display.

& Department of Business Developmen

EUP0011 Micro Enterprise Usage Program

ent of Business Development

Micro
nterprise(ME)
Program

VMG
dbdiood
10.9.19.107

I 1.3.1.13-internal

02/13/2006 15:09
PW_USER

Computer
and User IDs
are recorded

74 start a £ =

)
17 of 24 - Clipboard
| B 4 Micresoft ... - @ oBD .| D Micro pracedur... | B3 Microsoft Excel... - 7 &R SiiPM

USER MUST CHANGE BASSWORD TO CREATE A UNIQUE PASSWORD FOR THAT DEPARTMENT
NOT CREATING A UNIdUE PASSWORD FOR YOUR DEPARTMENT WILL RISK A SECURITY BREACH

= 2 Internet Ex...

Click “Change Password” on Menu bar
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The Change Password screen will display.
¥ Change Password Form

BD_USER

Type Old Password in*Old Password” field

Tab to “New Password” field and type New Password

Tab to “VerifyPassword” field and type New Password again
Click “OK™ button

The message below will display (You must use the new password the next time you sign on to database).
#= Department of Business Development:DBDS0010

ecord Field Help Window

B

/.

+ord has been modified.

To return to Main Screen: Click the “Exit” icon on the menu bar (3 icon from the left)
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TO VIEW/PRINT MICRO USAGE REPORT

Click Micro Enterprise on Menu Bar, then

VMG

dbdl0na
10.9.19.107
1.3.1.13-internal

& Department of Business Development:MEUPO01A Micro Enterprise Usage Program

Aufion Edt € Field Heln Windmi

FI_USER Py

MG
dodlop
10318400

1310 3-internal

PUBLICWORKS DEPARTMENT 1

\Select ME Schedul v

G|

click ME Usage Report

Department of Business Development

Micro
Enterprise(ME)
Program

021312006 15:09
PW_USER

16-FEB-2006

G
thaldid
10849407

1344 3internal

\

Click ME Schedule Menu b
Click on reporting period desi
Click “Get Selection” box

for avai

FIV_USER ]

o

PUBLICWORKS DEPARTMENT i

elect ME Schedule

(CTOBER 2005 - DECEMEER 2005
JAHUARY 2006 - MARCH 2006
APRIL 2005 - JUNE 2006

_JULY 2005 - SERTEMBER 2006

|

1

f-FEB-200G

e reporting periods.




MICRO ENTERPRISE (ME) USAGE REPORT PROCEDURES
The Micro Enterprise (ME) Usage Report will display.

If the Micro Enterprise (ME) Usage Report is blank this indicates no one-time direct purchase order activities reported
for your department.

=N hitp:/#/s0140667.metro-dade.com: 777 7/re ports/nwserviet/oetjobidl 2964 52server—-REP 665 - Microsoft |... [Z|@ ]

File  Edit Wiew Favorites Tools  Help ﬁ‘
- — il |

. D [¥ B @ Pseach Joraores @ (- iz = L E B

Address SE[http:,|',|'sD14066?.metr0—dade.cu:um:????,l'reports,l'rwservlet,l’getjobid129645?server=REP665 V| GD Links ** '@

B Save a Copy

int (zh__lEmail ﬁSearch e N S v—}'_ Reviewy & Comment - £Sign -

@ e - [ 00 e es= - @ P D

_\:i| T serect

Department of Business Development
] : - m
; Micro Enterprise (ME) Usage Report Mmma
E Post Date Between October 1, 2005 and December 31, 2005
:o‘ PUBLIC WORKE DEPARTMENT
£
? PO BCH10-PR AZHS0s 14 35583 SUPERCR LANDECAPNG & EEEy DEEMCROY ETE% A PR
E LAWN SESVICE NG EZE
% oe APPRMDE0000T PO BC2411-PW AZHS0s 12,530.00 A RATIVE TREE SERWICE MNC EEEy 332% ¥ PR
=
L%' oe APPRDS0000E PO B3PV AZHS0s 25,530.00 A NATIVE TREE SERWICE MNC EEEy SEA% ¥ PR
o8 APPRDS0000S PO BN21S-PW AZN0S 25,350.00 EL TRAFICHE MOWING 3553 S.31% ¥ PR
SERICES INC
o8 APPRDS000 T PO B2405-PW AZN0S 15, 210,00 SAMNCHEZ ARANGD 3553 S2E 4.27T% X P ——
COMNSTRISCTEZN COMPANY
o8 APPRMDSO0CH 1 PO BX40E-PW 2HS0E 2553000 WD A WAY NG 35535 MICROVEEE E.B0% WA
oe APPROSOO0H4 PO BEE2414-PW 12HS0E 4111500 RUFIND ALVASEZ EEEES 10.82% ¥
1601 APPROSOO002 PO BEXIIZT-PW T10a0s 34,000.00 CONTROL TECHNOLOGES OF 55055 5.595% B
CENTRAL FLA NC
1601 APPSO S PO BNMET-PW 12200 &0 45200 BSRLO NDUSTRY NG 35330 CEBEDBE, 10.E5%  MA
MICROVSEE
1601 APPMOSOOCTE PO BANIMST-AW  12a0s 23,055.00 BSRLO KDUSTRY NG 35350 CEBEDBE E.0™% HA —
MICROVSEE
1601 APPMOSO00T T PO BAVIMSE-FPW 12E000s 3245500 ABSA SIS NC 35350 10.13% A — 1
Al 11 x &.5in
| 10f2 Y W(E]HH @
(Th\ls report is for viewing and printing; see page 7 for data entry)
H - H 113 H L}
To Print: Click “Print” icon on Menu bar

To Close: Click “File” on the Menu bar, then “Close”

To return to Main Screen: Click the “Exit” icon on the menu bar (3" icon from the left)

& Department of Business Development: MEUP0011 Micro Enterprise Usage Program
i rd Eield Hel

P _LISER P PUBLIC WORKS DEPARTMENT 3 16-FEB-2006

VMG
dbdion4
10.9.19.107

1.3.1.13-internal

QOCTOBER 2005 - DECEMEBER 2005 =~

| GetSelection




MICRO ENTERPRISE (ME) USAGE REPORT PROCEDURES

Reviewing the Micro Enterprise (ME) Usage Report only

This report lists purchases $50,000 and under based on the purchase types indicated at the end
of this report as entered to the ADPICS database.

Department of Business Development
Micro Enterprise (ME) Usage Report Hmmg
p (ME) g p e

Post Date Between October 1, 2005 and December 31, 2005
PUBLIC WORKS DEPARTMENT

Purchase Titlie: Type Contract id Post PO Vendor Name Commodity Busn % of Micro Justification

Order Id Ind * Date Amount Code Entrs Total: E.= -

APPWOG0D006 DESRIS REMOVAL - KATRINA FO  B2410-PR 121805 14,338.83 SUPERICR LANDSCAFPING & Be838 CBEMCROY  3.78%  NA
BEMERGEMNCY LAWWN SERVICE INC SBE

APPWOB0DD07 DEBRIS REMOWVAL - KATRIMA PO B2411-PW 121805 12.830.00 A NATIVE TREE SERVICE INC 88835 3.32% Y i
BEMERGENCY

APPWOBDDDDE DESRIS REMOVAL - KATRIMA PO  B2413-PW 12M18/05 36,630.00 A NATNE TREE SERV ICE INC 88835 0.840% Y -
BEMERGENCY

APPWOG00008 DESRIS REMOVAL - KATRINA FO  B2415-PW  12M8/05 35.350.00 B TRAFICHE MOWING 08838 B8.31% Y -
BEMERGEMNCY SHERVICES MNC

APPWOBDDD10 DESRIS REMOVAL - KATRIMA PO BH2408-PW 121805 16.210.00 SANCHEZ ARANGO 88835 SBE @ 27% Y JR—
EMERGEMNCY CONSTRUCTION COMPANY

APPWOBDDO011T ROADWAY CLEARIMNG - KATRRA FO  B2408-PW 12M18/05 25,830.00 WEED A WAY INC 88835 MICROVSBE 6.80% hA 0
BEMERGENCY

APPWOG0D014 DESRIS REMOVAL - KATRINA FO  B2414-PW 12M8/05 41.115.00 RUFIND ALVAREZ 08838 10.82% Y -
BMERGEMNCY

APPWDBDDD0Z TRAFFIC CONTROL SIGHNAL HEADS PO BR2227-PW 11/02/05 34,000.00 CONTROL TECHMNOLOGIES OF 550358 8.95% i ] JR—

CEMTRAL FLA INC
APPWOBDD0D1S TRAFFIC SIGM INSTALLATION PO BNZ481-PW  12720/05 40.463.00 BERLO INDUSTRY INC oGas0 CESBEDBE. 10.85% hWA _
MICRCWSBE
APPWOBDD01E  SIGN INSTALLATION - HURRICANE PO ENZ457-PW  12/20/05 22,055.00 BERLD INDUSTRY INC ooas0 CSBEDBE,  8.07%  NA i,

The percentage of ME usage.for the reporting period chosen

0B APPNDEIO00T DEERE REMDY AL - KATRINA

PO B211-PW 12MS00s 12,530.00 A NATNE TREE SERWICEINC R 332% ¥

EMERGENCY

] APPNOSO0O0E DERREE REMOVAL - KATRINA BR3P 12M30S 35,530.00 A NATNE TRESESERWICE NC 32335 SEA% ¥
EMERGENCY

] APPNISO000S DERREE REMOVAL - KATRINA PO 12ZHS0E 3535000 B TRARCHE MIWING 32335 S31% ¥
EMERGENCY SERVICES NG

0B APPNOSOOCD DERREE REMCVAL - KATRINA PO BADE-PN 1521000 SAMCHES ARMMED £k ESE 4.27% ¥
BWERGENCY COMSTRUCTION COMPANY

0B AFPPNOSO0CTT  ROMADWAY CLEWRIMNG - KATRINA PO BCMDE-PN  12H30S WEDA WAY NC £k MEROGEE EB0% NA
BWERGENCY

0B APPANOSO0CTY  DERRE REMCVAL - KATRINA PO B44-PN 12HS0S £k 10.E2% ¥
BWERGENCY

1601 APPNDSO000Z TRAFAC COMTROL BIGHAL HEADE PO BNZZT-PW  11A020S 55082 B.55% M

1601 APPMNDEIONS  TRAFAC SIEN INSTALLATION PO BANMEL-PW 122000 &045300 5520 CEBEDBE,  10.ESW WA

MICROVSEE

1601 APPNDSO0CTE  EIGH INSTALLATION - HURRICAME PO BANMET-PW 1202005 23)055.00 BERLD RDUETRY NG CEBEDBE &0 NA
WILKIA, - TSTH7605 MEROVGEE

1601 APPRNDSO0CAT  EIGH INSTALLATION - HURRICAME PO BNMESE-PW 1202005 3245600 ABEA SIEME NG
WILKIA, - TST 7607

0i3% ¥

1601 APPMNDEIOCTHE  TRAFAC SN INETALLATIONS PO BANMEE-FW 1221005 31, 300.00 KEAM STRIAMG & SIGNS NG 5520 E.24% ¥

1601 APPNDEIONS  TRAFAC SN INSTALLATION PO BANMTI-PW 122100 23435 00 KIAMI STRIAMG & SIGNS NG 5520

1801 POPMNDSOMOES D, BFO - EHARPENIMNG SERVICES BR B7iz-208- 12MI0s Z)000.00 SRITH HAMILTON SHOF INC Sa5

[Tcdal PO§: - BTRETLED Todal % of Dept. PO4: 100.00%
Mioro Enderprice’s of Depk. PO4: 7%

e Usage of 5% or more requires no action by department.

e Less than 5% usage requires the department to complete the “Justification” field.
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To enter justifications on ME Usage Report:

ME Data Input

Click Micro Enterprise on Menu Bar, then click ME Data Input

= Department of Biusiness Development: MEUP0O011 Micre Datenprise Usage Program
Micro Enterpr e BERande Fassword

Camil WWind o

WME Data InpL ;
ME Usage Report

Department of Business Development
Micro
Enterprise(MEKE)

VMG 02162006 1413
dbdinna P USER
10.9.19.107 -
1.3 1. 13-internal

The ME Schedule will display.

g Department of Business Development:MEUPO010 Micro Enterprise Usaze Program
fefion Ed ‘

il
g/ P18

g Department of Business Development:HEUP0010 Micra Enterprise Usage Pragram
Action Edit Qu I

aerviggn !
T8 ME Department Data g 2 o
Bl
P FER:
P_USER PUBLIC WORKS DEPARTMENT f 1T-FEB-2008 241 LSER o P —
MG e
dball4 P
st 10818107
ke 1341 internal
\Seleet ME Schedule '

Select ME Schedule
(CTORER 2005 - DECEWBER 2005

JANUARY 2006 - MARCH 2006
/ APRIL 2006 - JUNE 2006

JULY 2005 - SEFTERBER 2005

= v

/VQ

3

17-FEB-2006

Click ME Schdule Menu box for a
Click on reporting periﬁd ired
Click “Get Selection

e reporting periods.
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The ME Data Input will display.

Purchase orders with a “Y” in the column titled “Micgo E”” must have a reason for not using a certified

Micro E from the “Justification Legend”.

o Enter the justification number for not selecting a Micro E on the “Justification Legend’ box based on
the “Justification Legend”.

e When using Justification #§ (Other), it igfequired to enter a detailed #€ason on the “Justification For
Other” field (2000 characteNs available for entry)

o When completed, save entrie\oy clp€king the “Save” icon o

confirming the save will displa¥ A the-bettom of the scregrf.

e menu bar (1% icon), A message

& Department of Business Development:MEUPO020 2,0 Ent 21 p) se Usage Program

Menu Action Edit Quem Ciock Record Field Windov, Help

"'w%%f*u H%‘}iﬁ'i[ﬁ? A

PW_USER MY PUBLIC WORK#ZDEPARTMENT i1-OCT-2005 3-DEC-2005 M-
Purchase Micro fstification Justification Typi
Order ID E* Legend*** For Other Jigizion Dept Title Ind*

| | APRAIEO000 09 | P |DEBRIS REMOVAL - KATRINA EMERGENCY )
APPADE00007 MERGEHC‘EPURCHASES ) | \39 | P |DEBRIS REMOVAL - KATRINA EMERGENCY )
(APRAIEOD00S [y |\/ | O\ | P [DEBRIS REMOVAL- KATRINA EMERGENCY ' PO
ARFIADBONN0S B | | 19\ | P DEBRIS REMOVAL - KATRINA EMERGENCY PO
(APRADEODDND Ty | | | 19 \ PV DEBRISREMOVAL - KATRINAEMERGENCY )
APRADEODD! T | | 19 | ROADWAY CLEARING- KATRINA EMERGENCY PO
ARFIADBONN 4 B | | 09 | P DEBRIS REMOYAL - KATRINA EMERGENCY )

— [apPmsn0n2 TN | | 101 [ A \TRAFFIC CONTROL SIGNAL HEADS PO
(APRADEODDN 5 Do | | | 1801 | A [IRAFFIC SIGN INSTALLATION PO
(APRIG0001 e | | 1501 [ P BION INSTALLATION- HURRICANE WILWA- TO717606 | PO
(APRAIG00017 v | | 1501 | P [SIGNWSTALLATION - HURRICANE WiLWA- 9717607 | PO
(APRADEODD! 8 | ¥ | | | 101 | A [TRAFFIONGIGN INSTALLATIONS )
(APRAIG0001S v | | [ 500 [ W [TRAFFIC BGN INSTALLATION )
POPYISI D4 B | | 1601 | PWDIV.BRO- SNQRPEMNGSERWCES | BR

+| [Pcrwinsaaonis B | L oCC | W PL2003000LISeF AT EIIEALR BR

Purdasing Type Indicator* Micro E.* ! B - }

B - ENiver ¥ - Based on the commadity, there is  Certfied :“:"2““'"“ "feg&'::f et commody e ]

: Micro Busingss, but waz not the swardee, + 10 Respanse from W for that commadity code |5
tCIIC.k SCI’ICI)|I|D(B)aI’ arrow N - Based on the commadity, there is not 3 2. ME s 10% greater than a NonME
UL E Certified Micro Buziness, . SF-Ie Sc:urce

L s g N/t - & Certified Micro Business was the awardee. 4. Bid Waiuer Click

RP - Reference Purchase Order Scroll Bar

55 - Sole Source arrow to

SEE
additional
P.O. info.

0 Transaction completer 1 recards applied and saved. Message displayed after saving data
q ; slan '!::- G E . HSi'-"lil.rl.l.-l.lr.'-.-'frl... w 'E' iTunes JBD T 4 Internet Expl... - Micro procedures. . ? "U""-""i'
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To return to Main Screen: Click the “Exit” icon on the menu bar (3" icon from the left)

& Department of Business Development: MEUPOO Micro Enterprise Usage Program

Menu ion  Edit Query d Field Help

Pw_ILISER PUBLIC WORKS DEPARTMEHNT 01-0CT-2005 F1-DEC-2005 21-FEB-200E

Purchase Micro Justification Justification Ty
Order 1D E.** Legend*** For Other Division Dept Title Ind*

= |APPVWOE0000E | nua | | ] | v |DEBRIS REMOWAL - KATRINA EMERGERCY PO
[&PPnDE00007 [ v [ 5 EMERGEHCY PURCHASES] [ 09 | v |DEBRIS REMOVAL - KATRINA EMERGENCY PO
[ pPEDO00S [ w [ [ E] | P DEBRIS REMOWAL - KATRINA EMERGEMNCY PO
|&PPnDE00009 | W | | CE | Pvww |DEBRIS REMOWAL - KATRINA EMERGEMCY PO
[APPADB000T 0 [ w [ [ [ 03 | P [DEBRIS REMOWAL - KATRINA EMERGERCY PO
[2PPvsoE00011 [ e | | I | v [ROADWAY CLEARING - KATRINA EMERGENGCY PO
|&FPvDEDONT 4 [ 3 | | ] | Pv |DEBRIS REMOVAL - KATRINA EMERGENCY PO

— [aPPnDEOOO0Z2 [ M [ [ | 1sm | P [ TRAFFIC CONTROL SIGHAL HEADS PO
|2PPrDEDDDT 5 | e | | | 1501 | e |[TRAFFIC SIGHM INSTALLATION PO
[APPADB000N 6 [ e [ [ | 1501 | P (SIGH INSTALLATION - HURRICAME WiLMA - TO717606 | PO
|&PPADE000T 7 | v | | | 150 | Py [SIGH INSTALLATION - HURRICANE WILMA - T9717607 | FO
|&FPvwDEDOO & [ 3 | | | 1501 | Pww |[TRAFFIC SIGMN INSTALLATIONS PO
[PPADEDDOT S [ ¥ [ [ | 1801 | P [ TRAFFIC SIGM INSTALLATION FO
|PoPvDSD1 064 [ W [ [ | 1801 | P DIV BFO - SHARPEMIMG SERVICES BR

~ | |PcPwDsS00D0D01 6 | W | | == | Pww PJZ0030007 W02 PTP SIDEWALK IMP BR

Purchasing Type Indicator® Micro E.** 2 I s L

B - Bid Waiver ¥ — Based on the commodity, there Is a Cartiflad Justification Legend

CR - Capital Release Micra Business, but was not tha awardaea. 1. Mo Response from ME for that cormmodity code [5)

DF - Direct Purehase Order M — Based on the commadity, there is not a 2. ME is 10% greater than a Non-ME

ER - Emargency Certified Micro Business. 8. Bella B

PO - Purchase Order Nt — A Certified Micro Business was the awardee. 4. Bid YWaiver

RF - Reference Purchase Order 5 Other

£% - Sole Source

2|

The ME Schedule screen will display.

& Department of Business Development:MEUPOO20 Micro Enterprise Usage Proaram

il

Department of Business Development

PY_LISER ) PUBLIC WORKS DEPARTMEHT 3 21-FEB-200
MG

e Micro

13443 internal

|OCTOBER 2005 - DECEMBER 2005 ¥ E nterprise ME
Program

4 MG 0212172006 11:42

b4 TR
w3180 -

134.3nternal

Click the “Exit” icon on the menu bar (3" icon from the left); then Click “Exit” box

10



