
HUBSCO+ 
Formal Project Training



Title

What will I learn from this training?

NOTE: Use Chrome to gain access to all functions in HUBSCO+

How to Login to HUBSCO+

Navigating through HUBSCO+

Add a Formal Project(s)

Run Quarterly Reports



HUBSCO+ Login

Note for previous users:  
Your first login to HUBSCO+ 
will use your previous 
HUBSCO User ID both
as user ID and password.

Once logged in, your 
password must be changed.



HUBSCO+ Inbox

• Main Menu view 
displays all projects in 
your inbox – both  
informal and formal.

• Inbox can show all 
projects for an entity or 
just the person who 
logged in.



Seeing All Projects For Your Individual Log in

Click on “Show Inbox for 
(your name)”

On this screen you can edit or delete 
any of the projects shown.



Hover over tabs:
 Administration
 Projects
 ReportUsers can search or add public entity 

and send email

• Main Page
• Project Inbox
• Search for Projects
• Informal Project - Add New
• Formal Project - Add New
• No Quarterly Projects Submittal

• Report – Annual/Quarterly Totals
• Report – Total Construction Dollars Per 

Construction Method
• Report – Total Construction Dollars Per Type 

of Work

Tabs appear above each page.

• System Administrators have 
additional options:

• System Administration
• No Quarterly Projects Submittal

Administration Tab

Projects

Reports

HUBSCO+ Navigation



HUBSCO+ Administration



System Administrator Screens

• Hover over "Administration" on home screen:
• Select Public Entity
• Security will allow changes to be made to who has access to HUBSCO+ for your public 

entity



Editing Public Entity Information

• Change basic information about 
public entity

• Update primary contact
• Update responsible official

Required Fields
• Public Entity Name
• Type of Public Entity
• Address
• City, State
• Main Phone Number
• Primary Contact 

Name
• Primary Contact 

Title

• Primary Contact Title
• Phone Number
• Email
• Official Contact Title



Editing Public Entity Information
Minority Business Outreach Plan and Verifiable Percent Goal Information

Note: Information under the 
Verifiable Percent Goal by 
Category sub-category is not 
required.

Note: A new Microsoft Form 
for Public Entity information 
will soon be available for 
entities that do not ALREADY 
have an account.



Click Security for List of Users

•Can Add new users
•Can Edit Existing Users
•Can Delete Existing Users

•Edit and Add screens are the 
same, Add is just blank.

•Password is not visible.

•Security: Choose between 
Public Entity User and Public 
Entity System Administrator



Adding Formal Projects



HUBSCO+ Flow When Adding Projects
Inbox – Add Formal or Informal

Project Main data entry screen

Primary Designer screen

Construction Contract screen

Construction Contract Contacted Directly screen

Construction Contractor screen (Contractor and Subcontractor)

Project View

Finalize Project

NOTE: Follow this order 
when adding projects.



HUBSCO+ Main Menu

• Main Menu view will 
display all projects in 
your Entity.

• View all projects 
(Informal and Formal).



How to Add a Formal Project

• In the Project 
Inbox, select Add 

Formal.



How to Add a Formal Project

• Project Type: FORMAL.

• Use the drop-down menu to select Construction 
Method Used

and Location of Project.

Required fields include: Project Number, Project 
Name, Location of Project, Total Square Footage,

Original Project Value and State Funds option.



How to Add a Formal Project

SUCCESS!!
After saving the project, the next page 
will allow Designer Search, Contracts, 
Project View and Finalize Project.

Next step: Search and or add Designer.

NOTE: Edits to project information can 
be made on this page.



Searching and Adding
Designer to Formal Projects



How to Search/Add Designer to Formal Projects

Click the Designers tab.

After clicking the Designers tab, a new window will appear.



Select Add New Prime Designer.

NOTE: Do not add any Prime Designers when 
the Construction Method Used is 'Design Build’.

After selecting Add New Prime Designer, 
a new window will appear.

To search or add new designer, 
after completing the form 
click Search or Add Designer.

NOTE: If any criteria do not apply, leave 
that item blank.

How to Search/Add Designer to Formal Projects



If No Designer Found, select Add New Designer.

Click Search.

If the Designer is in HUBSCO+, 
the designer’s information
will automatically populate.

.
Note: If any criteria do not apply,
simply leave item blank.

How to Search/Add Designer to Formal Projects



Note: Original Contract 
Value is a required field.

Click Save.

Type of Service 
• Architectural
• Construction Manager Agent
• Engineering
• Other Design-Related Service

Discipline
• Acoustical Sound
• Architectural
• Asbestos Consultant
• Civil Engineer
• Construction Manager
• Cost Consultant
• Electrical Engineer
• Food Service
• Landscaping
• Mechanical Engineer
• Parking/Deck

• Plumbing
• Programming/Design
• Radio Tower
• Security
• Site Concepts
• Special Services 
• Sprinkler Consultant
• Structural Engineer
• Theater
• Track Layout Services
• Traffic Engineer

Method of Solicitation
• Both Verbal and Written 
• Verbal
• Written (Including Fax, E-Mail, and Letter)
• Other Design-Related Service

How to Search/Add Designer to Formal Projects



After clicking Save, this screen will appear to indicate the Designer was added.

The Action column 
allows you to:
edit, delete and 
add consultants.

SUCCESS!! 

How to Search/Add Designer to Formal Projects



Searching and Adding 
Construction Contracts to Formal Projects



1. Click Contracts tab.

2. New window will open:
Add New Construction Contract

How to Search/Add Contracts to Formal Projects



Required Fields

After completing the form, click Save.

Contract Description

Contract Method of Advertisement

Contract Date

How to Search/Add Contracts to Formal Projects



After clicking Save, this screen will appear to indicate the Contract was added.

SUCCESS!! 

The Action column allows 
you to:
• edit contracts
• go to contractors

solicited directly
• go to contractors used
• delete contracts

How to Search/Add Contracts to Formal Projects



How to Add Construction Contractors Solicited Directly 

1. Select Contracts from 
projects tab.

2. Select Go To Contractors 
Solicited Directly from 
actions tab.

3. Click Add New Contractor 
Solicited Directly.



Note: If criteria does not apply, leave blank.

How to Search Contractors Solicited Directly 

1. Enter your search criteria in the 
form below and click the 
“Search” button.

2. If no contractor solicited is 
found, select “Add New 
Contractor Solicited” from the 
search page under Construction 
Contractor Solicited Directly 
option..



Required fields:

• Firm Name
• Address Line 1
• City
• State
• Zip Code
• Primary Type of Work
• Date Contacted
• Was a Quote Received 

(Option will default 
too No)

Adding Construction Contractors Solicited Directly 



Return to Contracts Tab and select 
"Go to Contractors Used".

Select "Add New Contractor".

You will be returned to the search 
menu for Designers/Contractors.

Option: Provide at least one option 
to complete search and click 
"search" or select "Add New 
Contractor".

Required fields:
• Firm Name
• City
• State
• Original Contract Value

Adding Construction Contractors Solicited Directly 



After adding Contractor to the project, in the Action column, the options are to Edit Contractor and Add Subcontractor.

Click Add Subcontractor.

Prime Construction Contractor Options 



Required fields:
• Firm Name
• City
• State
• Original Contract Value
• Contract Date

• Prime Contractor and Contract 
Description added by HUBSCO+.

• Additional fields very similar to Prime 
Contractor

• Good faith efforts not required for 
Sub-Contractors.

Adding Subcontractors



SUCCESS!! 
After clicking Save, this screen will appear to indicate the Subcontractor was added.

Adding Subcontractors



Project View for Formal Projects



Project View for Formal Project

After Adding Project, 
Adding Designer and 
Contract, next topic
Project View.



The Project View screen displays all the information entered in the system. If there are any corrections after reviewing the 
Project View page, click the corresponding tab that needs updating. Remember to Save all edits.

Project View for Formal Project



Finalizing Formal Projects



Error(s) Found
Note: If there are any error(s), including missing information, the system will display an alert with the error (s). The 
error(s) will need to be corrected before finalizing the project. The error screen will display where the error(s) occur, the
field with the error(s), field value (if applicable) and the exact error(s). Simply click on the noted error and the system will
go directly to the error.

Noted Errors

Finalizing Formal Projects



To finalize project, select "Finalize 
Project" from the project tab associated 
with the project selected from your 
Inbox.

A project review will appear including 
all previously entered data.

If information appears correct, please 
select the "Finalize Project" option at 
the bottom of the page.

NOTE: Keep your documentation for 3 years.

Finalizing Formal Projects



On the Finalize Project page,
review all information. 

After reviewing information,
Click Finalize Project. 

Note: After selecting Finalize Project, there is no option 
to return to edit the project.

Finalizing Formal Projects



Congratulations! Formal Project was successfully submitted. 
SUCCESS!! 

Note: Take a screenshot or snippet of 
the submission screen for your records.

Formal Project Submitted



Reporting 



If no projects were finalized in 
a quarter use the No 
Quarterly Projects Submittal:
1. Select Projects
2. Select No Quarterly 
Projects Submittal

This window will pop up.

Click “No Project This 
Fiscal Quarter” .

No Project Quarterly Submittal



From the Reports tab, there are three options:
• Annual/Quarterly Totals
• Total Construction Dollars Per Contruction Method
• Total Construction Dollars Per Type of Work

Reporting in HUBSCO+



Annual Quarterly Totals:
• Quarter Select: All
• Fiscal Year:
• Contract Type: Select between Construction or Design
• Type of Project: Formal

After completing the form: click Create.

Reporting in HUBSCO+



View of Annual Quarterly Report for Construction and Design 

Note: This window allows the creation 
of an Excel Spreadsheet.

Construction Quarterly
Report

Design Quarterly Report

Reporting in HUBSCO+



Total Construction Dollars Per Construction Method 

Reporting in HUBSCO+



Total Construction Dollars Per Construction Method 

Click Create.

The Report window will open.

• Select Project Type: Both
• Enter dates desired
• Leave the Date fields empty if you want to see 

ALL data regardless of fiscal year

Reporting in HUBSCO+



Total Construction Dollars Per Type of Work 

Reporting in HUBSCO+



Total Construction Dollars Per Type of Work 

• Select Project Type: Both
• Enter dates desired,
• Leave the Date fields empty if you want to see 

ALL data regardless of fiscal year

Click Create.

The report window will open.

Reporting in HUBSCO+



HUBSCO+ Login

HUBSCO+ Access Request Form

HUB Annual and Detailed Reports

Links & Forms

https://www.hubsco.nc.gov/HUBSCOPlus
https://forms.office.com/Pages/ResponsePage.aspx?id=3IF2etC5mkSFw-zCbNftGVkeUy0X13xGhYcSeM8bAnRUQVNUV1U2MVlWNEVOWVFCS1o4NzlRRFQ1VCQlQCN0PWcu
https://ncadmin.nc.gov/businesses/historically-underutilized-businesses-hub/hub-annual-and-archive-reports


984-236-0130
doa.hub.construction@doa.nc.gov

Office for Historically 
Underutilized Businesses

mailto:doa.hub.construction@doa.nc.gov
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