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How to enter Subcontractors 

 

You will need to log into PAVES and go to the contract record: 

• Click the “Contracts” tab at the top of PAVES 
• Click “Manage Contracts” 

 

 

Click on the appropriate contract record that has the approved HSP and requires uploading a list of 
subcontractors. 

 

 

Once in the contract record, go to the subcontractor tab.  You will find a copy of the approved HSP.  You 
will need to add the subcontractors listed on your HSP.    
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The subcontractors that were selected and documented in your HSP will need to be entered into PAVES.  
The selected subcontractors are found either in the atachment A por�on of the HSP or the atachment B 
por�on of the HSP, depending on how you performed your good faith effort.  

Below are examples of the two atachments: 
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Atachment A – Subcontractor Selec�on: 

 

Atachment B – Subcontractor Selec�on: 
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Let’s look at the above atachment B as an example: 

 

 

 

One vendor is a non-HUB vendor and one vendor is a HUB.   

Prin�ng Company 123 – Non-HUB vendor: 
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Prin�ng Company 345 – HUB Vendor: 

 

 

 

And this is what it will look like once you have entered your subcontractors: 
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Once you are done entering your subcontractors, please send a communica�on to Blender Hill to let her 
know. 

Go to the Communica�ons tab and click “Send Message” 
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Enter your message and click “Save & Close” 

 

 

Thank you for entering your subcontractors into PAVES. 


