Mayor’s Office of Employment Development - Local Hiring Law Office
     Prism Instructions - How to submit the monthly employment report in Prism
For videos and more information, see our website at the following link: Local Hiring | Mayor's Office of Employment Development
Step 1: Make sure that you have registered for a vendor log in. If you do not have a vendor log in for Prism, follow this link to set up the vendor log in. https://pro.prismcompliance.com/CustomCertApp/ApplicationStart.aspx?j=QRosLEgLhfM%3d&t=200
Step 2: Log in to Prism Compliance using this link. Once on the main screen as seen below, log in using the user name and password created during vendor registration. 
https://pro.prismcompliance.com
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Step 3: Once signed in click the “Labor Compliance” then “Manage Workforce Reports”
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Step 4: The Workforce Menu will show previous submitted monthly employment reports. This is also were the new reports are added. Select “Add Workforce Report” located in the bottom right corner of the screen.
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Step 5: Select the contract or project for which the report is being submitted. Follow the instructions in red to complete this section. Once complete click “save”.
If a contract does not appear that you would expect to see, it may mean that you have not completed an employment analysis form or meeting with MOED. Please contact MOED (or your prime contractor if you are a sub) for more information.
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Step 6: From this page click “Continue to Upload Report ”
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Step 7: Do not utilize the upload reports page. Click continue to review.
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Step 8: Follow the instruction in the upper box titled Employment Report Templet Instruction to complete the workforce report. Click “Add” once all columns are complete then click continue to confirm.
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Step 9: Please read the agreement and check the acknowledgement box along with your full name and submit the report.
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 Step 10: In the upper left corner click the Reporting Period Tab.
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Step 11: Click “Back to Workforce Reports List[image: ]


Step 12: The report just submitted should be listed in the grid. 
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[bookmark: _GoBack]The monthly report is complete. Complete this report for any active contracts that are associated with you. Please log off the site which is located in the upper right corner of your screen. If you need additional assistance, contact hirelocal@oedworks.com with the subject line “Prism Assistance”. Please make sure to provide your business name and contract name or number in the email.
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‘1 Select the contract that you're reporting on in the drop-down list

2 Selectthe local hiring employment summary. For new hire reporting, please continue sending the new hire data
spreadsheet to the hirelocal inbox.

3 Ifyou are the Prime, you'll have access to sub reporting, otherwise you'll only see yourself in the vendor selection
dropdown.

4 Select"No” for initial workforce plan.

5 Select the month for the reporting period drop-down.
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Step10f6

Select a Contract/Project *
What Program is being Reported? =

Select a Vendor from the list of vendors: *

Is this the Initial Workforce Plan? = No v

Reporting Period: =

<< Back to Workforce Reports List
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Skip to "Continue to Upload Report.

Contract

Program Reported:
MOED Reporting Period:
‘Workshops. e

Step 2 of 6 (Workforce Goals)

J. Current month's Baltimore hires:

2244501- test - Electric Stuff Test
Local Hire Employment Summary
0612022

Test Electrical LLC

51%

<< Back to Reporting Period

Continue to Upload Report >>
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Skip downloading and uploading, click "Continue to Review" to
enter month's numbers directly.

MOED

News & Events
oED Contract 2244501- test - Electric Stuff Test
‘Workehops. Program Reported: Local Hire Employment Summary
Reporting Period: 0612022
Vendor: Test Electrical LLC

Step 3 of 6 (Download Template)

[ ovwisad Viizaton Repo Tampiae |  Dovinioad Workiorce Uiiization Report Template as MIcrosoft Excel fe. You
will be able to save the file to your computer to enter your utilization plan.

Step 4 of 6 (Upload Template)

File: Select an Excel file with your Worforce Utilization Report and click Upload
Choose File | No file chosen Workforce Utilization Report button. The file should be in PRISM Excel

using a previously downloaded template.

<< Back to Goals. Continue to Review >>
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‘Employment Report Template Instructions
Use "N/A" n the job category drop-dowa: we only need one row for this report not broken down by job fype.

A Please indicate the # of employees on payroll for this project.

B Please indicate the # of Ciy residents on payrall for this project,

. Please indicate the # of workers transferred from other projects to work on this project.

D. Please indicate the # of new ob openings created for his project.

F. Please indicate the # of openings posted with MOED.

H. Please indicate the # of mew employees bired this month ( Please complete the New Hire Employment Report sheet and send 1o irelocal)
7 Please indicate the # of Baltimore City residents hired this month (this wil be validted using employee stree addresses)

Click "Continze to Confirm”

Contract: 2244501- test - Electric Stuff Test
Program Reported: Local Hire Employment Summary
Reporting Period: 0612022

Vendor: Test Electrical LLC

Step 5 of 6 (Review Workforce Report)

[Job Category A C.Current D.Current FCurrent H.Current J. Current Total Delete Edit
Employees employees  month’s  month's  month's _month's
neededion transferred  new jobs jobs listed  new hires
payroll on payroll created with MOED
ToTAL
i w— ) — —
<< Back to Upload Report Continue to Confirm >>
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(oG ‘ Enter your name, check the acknowledgement, and click "Accept and Lock” to certfy the information entered on the previous
page; this is a digital signature.

The "Total Number of People” field sums all responses and is not a representation of the total number of workers, a ticket has
been submitted to correct

Contract: 2244501- test - Electric Stuff Test
Program Reported: Local Hire Employment Summary
Reporting Period: 0612022

Vendor: Test Electrical LLC

Total Number of People. E14

Status: Draft

Step 6 of 6 (Agreement)

PLEASE READ THIS AGREEMENT CAREFULLY.

Ignore "Total Number of People" above, this sums the responses to all report questions and cannot be disabled.

Please check the box below, enter the Company Representative Name, select "Submit", then "Accept and Lock”

1 acknowledge reviewing the above message and wish to submit this report

<< Back to Review [submit |
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Labor Compliance

‘ Enter your name, check the acknowledgement, and click "Accept and Lock” to certfy the information entered on the previous

The "Total Number of People” field sums all responses and is not a representation of the total number of workers, a ticket has

page; this is a digital signature.

been submitted to correct

Contract:
Program Reported:
Reporting Period:
Vendor:

Total Number of People.
Status:

Step 6 of 6 (Agreement)

2244501- test - Electric Stuff Test
Local Hire Employment Summary
0312022

Test Electrical LLC

247

Submitted

PLEASE READ THIS AGREEMENT CAREFULLY.

Ignore "Total Number of People" above, this sums the responses to all report questions and cannot be disabled.

Please check the box below, enter the Company Representative Name, select "Submit", then "Accept and Lock”

I acknowledge reviewing the above message and wish to submit this report

<< Back to Review
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g period drop-down.

9, please continue sending the new hire data

3 Ifyou are the Prime, you'll have access to sub reporting, otherwise you'll only see yourself in the vendor selection
dropdown.
4 Select"No” for initial workforce plan.

Step10f6

‘Select a Contract/Project *

What Program s being Reported? =
‘Select a Vendor from the list of vendors: =
Is this the Initial Workforce Plan? =
Reporting Period: =

Electric Stuff Test

Local Hire Employment Summary v
Test Electrical LLC (Prime) v

No v

0312022 v

<< Back to Workforce Reports List

Continue to Goals >>
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Use this page to view and report contract-related spend andlor invoices (if required). Contracts shown are contracts that you are either a prime or subcontractor.If you do not see a contract that you are actively
engaged. contact your jurisdiction so you may be added. This st is sort-able. group-able. and export-able. Click 'Save Grid Layout to remember your grid layout. For more information click the help link below
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Need to learn more about PRISM? "

Click Here to visit our Knowledgebase
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