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Subcontractor Prequalification System Guide

Version 000: February 2023

Please Read: The instructions on the following pages are for companies with no existing prequalification on record in the
Turner Procurement System. Additionally, The Subcontractor Prequal system is currently only accessible using the Microsoft
Edge browser. Please make sure that you are using Microsoft Edge to access the application.
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Introduction

Welcome to Turner's third-party prequalification platform, managed and secured by Vertikal RMS, Inc. Here are a few

things to note before proceeding:

1. The term "Hiring Client" is the equivalent of the Turner Construction or SourceBlue Business Unit(s) (BU) where
a company submits the prequalification form and supporting documents to for review.

2. A user account must have a unique email address.

3. For confidentiality and security reasons, a sole proprietor with their social security number as their tax
identification cannot use the prequalification platform. Please contact the local BU for assistance.
4. Be prepared to upload a current W9 or country-specific tax form equivalent and other supporting documents.

See a complete list of required documents below.

5. Register with your legal "Company Name" as shown on your company tax returns. DO NOT reference a "dba"

name.

6. If a company requires more than one user account, email servicedesk@tcco.com to request additional user

accounts. The email must include the following:

o A copy of your W9 or country-specific tax equivalent form

o The user's first and last name
o User's telephone number; and
o Unique email address not already in use

7. Although one hiring client is selected at registration as the primary Business Unit to receive the notification
when your prequal is submitted, you can choose additional Business Units within the form. We suggest reaching
out to the other selected hiring clients with notice of application submission, providing those Procurement
departments the opportunity to review your application as well.

Required Documents

Before starting the prequalification process, gather the following documentation to expedite the completion of the

application and be ready to upload where indicated:

e Copy of W9 form or country-specific tax equivalent

e List of company license numbers

e List of state/province sales tax numbers

e List of state unemployment insurance numbers (if
applicable)

e List of current projects

e List of recently completed projects

e Current financial statement

e Under-represented Business Enterprise (UBE)
certification information

e Bank information (upload a Line of Credit letter from
the bank)

e Dun and Bradstreet information

e Surety information (upload a letter from Surety
indicating per project and aggregate bonding limits)

e Three supplier references

e Three contractor references

e Insurance policy information (upload a current sample
certificate and additional insured endorsements forms)

e Copy of your Safety Program

¢ Independent verification letter supporting your EMR
(US entities only) with the effective date (MM/DD/YEAR)
for the last three years*

e Safety Data and/or OSHA 300 logs from the last three
years*

e EGS Program

e Published environmental targets

e Modern slavery and human trafficking statement and /
or policy

e Business Ethic Policy

*Ontario companies, please provide: WISR, CAD7, and
WISB Clearance Certificate

*British Columbia companies, please provide:

Worksafe BC Clearance Letter, WSBC Employer’s Report,
and Evidence of notices issued by WSBC & company
response for the past 3 years

Create an Account

There are two ways a company can create a user account:

e By visiting www.turnerconstruction.com and completing the "Subcontractor Application Form" process; or
e By the link in a hiring client's email invitation to complete the "Subcontractor Registration Form" process.
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There are some minor differences between these methods but both follow the same processing guidelines. See below
for additional information.

The "Subcontractor Application Form"
1. Go to turnerconstruction.com and click "Become a Subcontractor."

News + Medla Cost Index Turner University Turner City Become a Subcontractor Partner Login

Ium About Us Qur Experience Careers Office Network

2. Select the primary hiring client (Business Unit) to submit the prequalification form and documents to for review.
SUBCONTRACTOR APPLICATION FORM

o register For prequalification.
T tion should be remembered for future logins!

Turner Atlanta W l
Turner Atlanta
Turner Austin

Turner Bay Area
Turner Boston

Turner Carolinas

3. Begin entering your user-specific information. This user will have access to the prequalification form with this
hiring client. If your "Title" does not exist, select a title in the same job family.

First Name: * Last Name: *

Title * Phone number: *

Email: *

Please Create Password: * Re-Type password: *

Enter your company's legal name as it appears on your W-9 or country-specific tax equivalent form. Refer to the
information on page 2 for detailed instructions.

Legal Name of Company: *

(per your W-9 or country specific equivalent)

Note: For a disregarded entity company,
o Register with the disregarded entity name and tax identification number.
o One main disregarded entity branch office can register as the "headquarters office."
o Upload a W9 or country-specific tax equivalent form with the following:

GT= Tumer ’
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= The holding company's legal name on line 1 with their tax identification number listed on Part [;
and
= The disregarded entity's name, without reference to a "dba," on line 2 with their tax identification
number. See the example below.
s w_g Request for Taxpayer Give Forifi b this
Mev. October 2016) Identiflcation Number and Certiflcation requester. Do not
Dapartment of tha Treasury send to the IRS.
Intamal Havenus Sanice » Goto www.frs.gom-‘ommtor Instructions and the latest Information.
1 Mame fas shown en your income tax retumj). Mame is reguired on this ling; do not leave this line blank.
Holding Company Name -
2 Dusiness name/disregarded entity name, if different from above

Disregarded Fntity Name - DF Tax ID ##-####8#4

3 Check appropriate box for federal tax classification of the person whose name Is entered on line 1. Check only one of the
following sewen boxes.

4 Exemplions (codes apply only to
certain entities, not individuals; see
ireshroctionms on pege 3).

nage 3

| |
Partl Taxpayer Identification Number (TIN) :
Fnter your TIN In the appropriate box. The TIN provided must match the name given on line 1 to avaid | Social security number |
Dbackup withnolding. For Incividuals, this s gencrally your social security number (SSN). Howover, for a I [ 1
- -
or

regidant allen, sole propristor, or disragardad entity, Sea the Instructions Tor Part |, latar. For other

entities, it is your employer identification number (CIN). If you do not have a number, see [ fow fo get a

Note: If the account is in more than one name, see the instructions for line 1. Also see Whal Name and | Employer identification number ]
Number To Give the Requester for guidelines on whose number to enter.

1IN, lator.

‘##-##9##“#
B oo | SR :

For the "Main Trade," please select the most general description of your company's trade and up to four
additional trades from the predefined list.

5.

Legal Name of Company: = Main Trade =
Select...
(per your W-9 or country specific equivalent)
Second Trade Third Trade
Select... Select...
Fourth Trade Fifth Trade
Select... Select..

6. Enter your company's headquarters address, not a branch office. For international companies, FIRST change the
"Country" before entering the "State/Province."

State [/ Provinge: = Country: =
Select... Urrited States

Clty: * Address: *

Postal Code: ® Tax 1D =

For US companies, enter your nine-digit tax identification number without the dash "-". For Canadian
companies, enter your fifteen-digit Sales Tax Registration Number (GST). The format must be ##H###HHHHRTHHHH.

Country: * Country: ®
United States Canada

Addrel: # Addred *

Tax 1D Sales Ta% Reg. Number (GST) *
11-1111111 111111111RTO001

GT= Tumer ’

Rev 000 02/27/2023



8. Please review Vertikal's user agreement, check the "l agree to the User Agreement" box and click "Submit" to
proceed.

You must agree to our User Agreement before continuing

+| lagree tothe User Agreement

SUBMIT

The "Subcontractor Registration Form"

Use the registration link in the email you received to access Turner's third-party prequalification platform. Follow the
guidelines outlined in the "Subcontractor Application Form" instructions. Because the hiring client sent you an
invitation, item No 2 from the above does not apply.

With a successful registration, you will see the pop-up below. Click "Accept," and you'll be redirected to your company's
Subcontractor Prequalification Account.

Success

The registration was successful. Please log in and complete
the prequalification process.

If registration is unsuccessful, the pop-up below will appear; email servicedesk@tcco.com with a copy of your W9 or
country-specific tax equivalent form and request additional assistance.

L]

Error

I he company is already registered with "Turner Atlanta",
please contact your admin.

Subcontractor Prequalification Account

After completing the registration process successfully, you will be redirected to your company's prequalification
account. If your company already utilizes Vertikal's prequalification platform with another general contractor ("Hiring
Client"), click the arrow next to the Hiring Client to toggle and select the desired Turner/ SourceBlue hiring client to
complete and submit Turner's specific-prequalification form.
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o ' AT s Click herea to select the desired oo 3
SUBCONIRACTORS Turner!/SourceBlue hiring client to begin o E“
the Turner specific-prequalification form.

prent construction

Plant Construction
096 porme Construction

Complete the Prequalification Form
The system auto-saves your entries every two minutes. However, a best practice is to click "Save" at the end of each
page before proceeding further.

1. Click the "Form Submission" button of the most recent form with the status "Incomplete."

2. Start entering data into the form.

3. Atthe bottom of the page, click "Save" and "Next."

4. Click "View PDF" if you want to download a PDF version of the form.

M s LOCATIONS

FORM NAME & FINUFDATE  FORM SUBMISSION ID START DATE SUBMISSION DATE STATUS \

Table of Contents

Chck here or here to navigate
between pages

Iurner Subcontractor/Vendor Prequalification Form
powered by Vertikal RS, b

Company Details

Legal Name of Company *

Federal ENW of country-specific equivalent *

United States Canada

Company Dperating Kames

5. When clicking the "Next" button, the page will freeze if a required field is missed, or a document is not
uploaded. Scroll up to review the missed required field or document to resolve and proceed to the next page.

Supervison
Geographical Preference . . g . S %
e e e e Pt s UBEY Underrepresented Business Enterprise (UBE) Classifications / Certifications

Classifications / Certifications
De you have any UBE classification? *.

L v 5 Before you can proceed to the
Page 2 ik 2 next page, all fields with an

- Safety Details Do YU At i UDK SaMeiBeainr i reqred asterisk must be filled

-EMR Rates (US)
-OSHA Information
-Safety Questionnaire Did you graduate from Turner s Scheol of Construction Manag

) Yes ' Neo

Page 3
" - Did, Turner's Schoal af Cg Uctian £ fred
= For Canadian Companies Only ou goacuate from Armer af Management?is requ

Click "Save" at the bottom of each
page bafora moving to a new page

Page 4
Trade Details

Union Information - m

6. To upload a file, you can drag and drop files or click the "Browse" button to select a file. The max file size is 30
MB.
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Please attach your company's W-9 or country specific equivalent. British Columbia: Provide a sample Invoice showing GST/HST Number & Legal Name. Ontario: Provide a

Form 1000 or Sample Invoice showing HST number & Legal Name., *

File Name Size

Click here to

x File 2.pdf upload a file 33.35kB

& Diop files Lo attach, or browse

Exarnnle CET Doaickey Enren and Expen 4000

7. After completing all of the required fields and uploading documents where indicated, complete the
"Certification" section and click "Submit Form."

Paged Page? Page:  Paged | PageS  Paged  Page? faged | Paged  Fage 10 [ENLEEI

CertiFication

rate, and full ooy Bhgina A8 i AUF pASS
ke bi 25 e a5 in ey awards uf work thet mey be made Lo vur Compeny.

uts in 2 misleading ar ambis
recogrice that Turner will be relying on the truthiuln the atbachmenks hereka in desidivg whetber Lo permik
Additlanally, we agree ta promptly motify Tarmer In writing of any cvents or croumstandes that malor any of the Fare going answers, attachments, ar representations untrue, incompldete, or inaccurate In any materlal respect.

This precuslification has been reviewed by the followirg officer of cur company prior bo submiltal

OFficer: * Date: *

Tithe: *

Once submitted, the form and uploaded files are locked from further edits or deletions. If additional
modifications are needed, the hiring client(s) can unlock the form for you to edit and resubmit.

8. If the submission is successful, the below message will show. Click OK to exit the form and get back to the home
page.

This Form was successfully
submitted. Turner Atlanta has
been notified. No Further action
is required at this time.

Upload / Download Files

After submitting a form, you can upload additional files if needed.
1. Go to the Files tab.
2. Click the "Upload File" button.
3. Select the new file for upload.
4. Check the box if this is a financial file (Financial Statement) to restrict viewing to limited users in the Vertikal
system.
If the file belongs to a specific Prequalification Form, select the form in the drop-down.
Add a brief file description, such as the file name.
7. Click "Upload File."

N
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Click to salect/upload a file
e o ——————

Plaaze zelect a file

o a1

Check this box to identify a
confidential file
This File contains financial data:

Please select a Form this File belongs to:

No Fofm

I the: file is to a specific
form, use the dropdown.
Otherwise, no aclion is

noeded.

File Description:

Enter a brief
description of file

To view or download files, use the following steps below:

1. If you want to open one individually file, click "View."
2. If you want to download multiple files at once, mark the files you wish to download and then click "Download."

FORMS n LOCATIONS

2
& DOWHLOAD
o FILE MAME = FILE DESCRIPTION UPLOAD DATE EXPIRATION DATE UPLOAD TYPE
a Barik Credit Letter doce Field Narme BenkCrediLetieAltachment Sepkember 18, 2022 @ 22058 E) Form
1] BB 05,2021 05,2022 pdf Field Name-EMSLetter Artachement September 14, 2022 @ 214453 LT Form
a Fingazipl POF File ool Fald Mame P dudt Revewdl tashrment Septemser 18, 2022 @ 215727 LY Fatrm
Q544 Logs 3020 vlsx Eighd Mame-OEMAT 08 AN chrmant! September 14 3033 ® 214864 115 Farm

Change Your User Information
To change your user information, first, log into Vertikal. Click your name in the top right corner of the screen. And click
the "Update Information — here" button.

To update your password, click "Edit Password." Click "Save User" to save your changes and exit the window.
To return to the Main Page, click the Vertikal logo at the top left of the screen.

PROFILE Lino [Jk

Click “Wertikal™ to return to the Clhck nmma to update ssar profile
maln dashboard

Assochated Subeontractors

EDIT USER

SaubContractor

Role:

roctor
Firik Name: Luik N

Update Information - here -

Email: Phene m:
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Prequalification Form Renewal — "Auto-Fill From" Option
The completed prequalification form itself is valid for 24 months. At the time of renewal, a system-generated email will
be sent to all of applicant’s company staff who have a user account. Click on the URL link in the renewal email to access
the login page to begin the renewal process.

The "Auto-Fill Form" option will show automatically if the renewal is eligible to autofill specific fields in the new form. If
the auto-fill option is unavailable, complete the form from the beginning.

1.

Click "Auto-Fill Form."

2. Select the Turner Hiring Client's prequalification form from which you want to copy data.
3. Click "Auto-Fill From" on the current "Complete" form.

E FILES LOCATIONS

FORM NAME « FINUPDATE FORM SUBMISSION ID START DATE

SUBMISSION DATE STATUS

Septembar 18, 7022 ® Complete B ORGSO

*® Incemginie B Fort UBHsEoN [l AUTO-FILL FROM

PLEASE SELECT ELIGIBLE FORM TO COPY DATA PREVIOUSLY SUBMITTED TO DIFFERENT
HIRING CLIENT

Hiring Clienk: Select Hiring Client- +
-Select Hiring Client--

Turner Atlanta

Mo reswlts found For this search critenia

PLEASE SELECT ELIGIBLE FORM TO COPY DATA PREVIOUSLY SUBMITTED TO DIFFERENT
HIRING CLIENT

Hiring Client: Turner Atlanka -

MAME SUBMISSIONDATE STATUS

Vind Fisaten September 12, 2022 . te

4. Click "Yes" to confirm you want to copy data from the selected source form.

Copy Submission

The Form submission will be copied and the existing data in
the destination Form may be cleared/replaced

Click "Fill Out Form" for the system to take you to the new form with eligible pre-filled data fields populated.
Please review all auto-populated data to ensure no changes need to be made, complete any cleared field with
updated information, and upload new files where applicable before submitting the renewal form for review.

Note: The fields may take a few seconds to load with the copied data.

Form Copy Success!

bollom of the lasL page. Thank you.

Pleasce review and complete the Form. It's required to fill
out all required fields before you can make a submission.
Please ensure all fields are accurate and click Submit at the

10
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CRITICAL: If you are not ready to complete the renewal form, the company name and tax id must be entered
at the bare minimum, and click the SAVE button. Failure to enter/save new information clears the auto-filled
fields. If the auto-filled areas are cleared when you log back in, you can either perform the auto-fill form
process again or complete the prequal from scratch.

Yearly Documentation Renewal

Information such as your company's financial statements, EMR, UBE certifications, etc., may require yearly renewal. At
the time of renewal for these specific documents, an automated email from Vertikal will be sent as a reminder to all user
accounts associated with your company with instructions to upload the renewal documents. Follow the instructions in
the email to upload the updated file(s) to support renewal.

If needed, the hiring client will email your company for other files, such as OSHA logs.

11
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