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Dear County Vendor:  

 

As County Executive one of my primary goals is to leverage state-of-the art technology to 

increase productivity and efficiency for County employees and our customers. Contrack HQ 

is the latest initiative in this ongoing effort.  

 

ContrackHQ enables contracts to be executed electronically over the web and allows vendors 

to provide performance measurement data electronically. By streamlining the contract 

execution and reporting pro cess we are saving time and resources and taking advantage of 

the benefits technology provides. 

 

Monroe County is committed to making this transition to a paperless process as seamless as 

possible, and we will offer training opportunities on a regular basi s. Any comments or 

suggestions regarding ContrackHQ are welcome and should be directed to 

mcpurchasing@monroecounty.gov. 

 

Thank you for you assistance in making this initiative a success.  

 

 Sincerely, 

  

 Maggie Brooks  

 County Executive 
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Getting Started and Logging In  

 

Using Firefox as Your Browser  

It is recommended that you use the Mozilla Firefox browser when using 

the ContrackHQ Contract Management System. You can use Internet 

Explorer, but Firefox is recommended because it is a more secure browser 

and there are some visual/ functional differences that will provide a more eff icient user 

experience. 

The free Firefox browser can be downloaded at http://www.mozilla.com  

 

Launching the Application  

You can access ContrackHQ (the Monroe County 

Contract Management System) at 

http://www.contrackhq.com  

 

Initial Login Screen  

When you fi rst log into ContrackHQ, you will be 

presented with a disclaimer you are agreeing to. 

It is worded as follows:  

 

Monroe County has recently implemented changes to 

the Contract Management procedure to further 

streamline and enhance the efficiency of the process. 

 

You are attempting to gain access to a secure system 

and are required to read and acknowledge the 

Electronic Submission Notice. 

 

By entering your username and password, you are acknowledging that you have read and understand 

the Electronic Submission Notice when you click the òI Acceptó button. 

 

Click on Electronic Submission Notice to view the notice. A hard copy of the notice is 

included in the appendix of this manual.  
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Logging In  

Enter your username and password in order to access the application. Your privileges and 

what you see are determined by your login.  

 

When you click the òI Acceptó button, you will be entering the system and landing at your 

òDashboard.ó 

 

Forgot Username or Password? 

You can recover your username or password by entering either your email or username in 

the box below the òI Acceptó button. Send the information and your username and password 

will be emailed to the email address on file.  

 

If you do not have a login and would like to request access to the application, please click on 

"email help" at the bottom of the login page.  

 

Vendor Manual  

Click on òvendor manualó at the bottom of the login screen to download the ContrackHQ 

Vendor Manual.  

 

Vendor Request Forms  

Click on òvendor request formsó to download the vendor master request form and the 

vendor contract access from, together with instructions. Copies of both forms and instructions 

are also found in the appendix of this manual.  

 

Email Help  

Click on òemail helpó for assistance with ContrackHQ. 
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The ContrackHQ Dashboard 

 

View ing Your Accessible Contracts  

You will land on the ContrackHQ dashboard page upon signing in to the system.  This page 

will allow you to view all contracts to which you have access.  

 

Status Tabs: 

All contracts to which you have access may be found listed under their respective status tab. 

The number appearing on the tab in parentheses next to the status name refers to the number 

of contracts you have access to within each status. Click the status tab to bring the name of 

the contract(s) within that status to your dashboard.  

 

Note that the message òYou have no contracts under this status tabó means you do not have 

access to any contracts under the current open status tab. The open status tab is easily 

identified as being the largest of the visible status tabs. You may have access to contracts 

under a different status, as indicated by a number in parenthesis other than (0).   

 

Quick Search button  

Your specific contracts may be accessed by placing the name of either the vendor or the 

contract itself in the blank box, and then hitting the òQuick Searchó button. Only those 

contracts matching your specific request are then found within the status tabs.  

 

DASHBOARD TAB  
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Accessing Individual Contract Information  

You may access individual contracts by clicking on the name of that contract after it appears 

on your dashboard.  Upon entering the contract, you will arrive at the contract overview page 

for that respective contract. 

 

You may view the five most recent activities on a contract by clicking ôView Latest Activityõ 

(1). Clicki ng again will eliminate the activities from the current view.  

 

 

Edit User Account  

You can edit your ContrackHQ personal user account information by clicking on ôEdit 

Accountõ in the upper right corner of the page, next to your name. Once you arrive at this 

screen, you may change your password, or update your contact information.  

 

Logout  

When you wish to logout of ContrackHQ, click on ôLogoutõ  

 

Email Help  

Click on ôEmail Helpõ for ContrackHQ assistance. You will receive a reply either through 

email or by telephone.  

  

  

1 
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Contract Status  

 

Draft  - The Contract request is currently being completed by the Monroe County Department 

of Human Services 

Submitted - The contract is currently in development in Purchasing.  

Working  - The contract is in the approval rou ting process.   

Approved  ð All required contract approvals have been secured. 

Executed - The contract has been fully executed and entered into the Monroe County 

Financial System. 

Rejected - A user in the approval routing has rejected the contract, and it h as been returned 

to Purchasing.  

Archived  - The contract end date is more than one year (365 days) old. 

 

NOTE:   

A Contract Access and Routing Request form must be submitted by the vendor to Monroe 

County Purchasing for each individual contract. The purpos e of this form is to grant 

individual users access to contracts, and to determine the order of contract approval, ending 

with the signatory.   

 

A copy of the Contract Access and Routing Request form together with instructions can be 

found in the Appendix o f this manual. The form can also be accessed via the bottom of the 

ContrackHQ log in page.  
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Vendor Profile  

 

Vendor Profile  

When you click the òVendor Profileó tab on the dashboard, you will be taken to a page listing 

all of the contact information (2) for the municipality or agency, the current insurance 

information on file (3), and all of the users (4) associated with this account within the system.  

 

Some of the information you 

will see includes: 

 

Å  System ID Å  Name 

Å  Address Å  Contact 

Å  BICS Number Å  Phone 

Å  Signatory   

Å  Contact Email  

Å  Insurance Information 

Å  Vendor User Accounts 

Å  SAP Number 

Å  Federal ID 

 

Updating Your  

Vendor Profile  

Complete an updated Vendor Master Request form to: 

Å  Change vendor record information 

Å  Add or delete users (note that the user listed as the program contact name will be sent 

email notifications when insurance coverage needs to be updates, or when performance 

measure reporting is due). 

Å  A copy of the vendor master request form, together with instructions, can be found in the 

appendix of this manual. The form can also be accessed via the bottom of the ContrackHQ 

login page. 

 

Forward the completed vendor master request to Monroe County Purchasing, per 

instructions on the top of the form.  

VENDOR PROFILE TAB 

2 

3 

4 
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Submitting Ins urance Documents  

You may submit insurance documents 

for any of the following categories: 

Automobile Liability, Commercial 

General Liability, Professional 

Liability, Workersõ Compensation and 

Disability Benefits.  

 

This is done by clicking on the òNo insurance document has been uploaded yet. Click here to 

upload.ó link. 

 

Entering or Updating Insurance 

Information  

After clicking the link, you will be 

sent to an upload page. On this 

page you must upload the required 

document by clicking on the 

òBrowseó button. Once you have 

added the appropriate document, 

you need to enter the remaining 

required information including:  

Å  Coverage Per Occurrence  

Å  Aggregate Coverage  

Å  Expiration Date 

 

An optional Excess/Umbrella Coverage can 

also be entered. 

 

Click òSave Insuranceó to submit the insurance 

document and add the information to the 

vendor record. 

 

You can view the document, edit the insurance information or upload a new document at any 

time. 
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Confirmed versus Unconfirmed Insurance  

Whenever a new or revised insurance certificate is uploaded by a vendor the status is 

automatically changed to unconfirmed. This means that the County must go into the system 

and verify that all the information on the certificate is correct. Once they verify the 

information they will change the status to confirmed. The insurance certificate will not be 

considered valid until the information is confirmed.  

  

Expired Insurance  

If the insurance is expired or the coverage is 

inadequate, you will be notified by red text (5) on the 

contract over- view page. 

 

An email notice will be sent out alerting you that your 

in- surance expiration date is approaching 60-days, 

30-days, and 0-days prior to the expiration.  

Note that contract approval by Monroe County is contingent upon the confirmation o f all 

required insurance coverages. 
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