Uploading Completed Contract Documentation
to GateKeeper

This process provides a clear, step-by-step guide for agencies to successfully upload
their completed documentation to GateKeeper.

1 You will receive an email invitation to join Gatekeeper. The email will be sent from

no-reply@gatekeeper.com with the subject line: "Invitation to join Gatekeeper."

Please check your inbox for this message. If you don't see the email, please check
your junk or spam folder, as it may have been filtered there. Once you find the
email, please click on the "Activate Account" link provided within the email to
proceed with setting up your account.
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2  Click "Review and Submit"

Partner Portal | Onboarding

Workflow: Partner & Contract Request Workflow (Test Build)
Date: 30-Jun-2025
Hi Eric Test1,

Kendall Griffin has submitted the following documents for your input:

+ Scope of Work E]

+ Budget$

« Award Letter(®)

+ Loading Plans (if Applicable) &

Please review and submit your versions under "Agency”

Review and Submit
https://us.gatekeeperhq.com/6393/supplier_portal/cards/45

Chicago Cook Workforce Partnership (6393)

us.gatekeeperhq.com/6393/supplier_portal/cards/45

e here to search

& After selecting "Review and Submit," you will be redirected to your GateKeeper
account. If you encounter a login screen, please enter your credentials to access
your account.



3  Enter Your Username

Welcome to the Chicago Cook Workforce Partner Portal

PARTNER PORTAL LOG IN

etest@chicookworks.org

Sayed.info X

@ hicookworks.org

Forgot Password?

By clicking "LOGIN" You agree to Gatekeeper's Privacy Policy

Don't have an Account? Partner Registration

DARTNFR REARISTRATINN

4  Enter Your "Password"

Nelcome to the Chicago Cook Workforce Partner Portal

PARTNER PORTAL LOG IN

etest@chicookworks.org

Forgot Password?

By clicking "LOGIN" You agree to Gatekeeper's Privacy Policy

Don't have an Account? Partner Registration



5 Click "LOGIN"

PARTNER PORTAL LOG IN

etest@chicookworks.org

sesrasssransntnnne

Forgot Password?

By clicking "LOGIN" You agree to Gatekeeper's Privacy Policy

Don't have an Account? Partner Registration

PARTNER REGISTRATION

6  Onthe main page in GateKeeper, click the "Update Submission" button.
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To upload your completed template, click on the "Download Scope of Work" link
located under the "Scope of Work Template" section

® Mail - Eric Test - Outlock Xk Partner Portal Dashboard | Gatek

) https 'us.gatekeeperhq.com/6393/supplier

0090009

SCOPE OF WORK & SUPPORTING DOCUMENTS
Scope of Work Template

~ [§ scopeofworkpdf 249kB) @

Download ScopeQfWork. pdf

Read only

Loading Plan/Exploding Plan

Budget Template

~ (i) BudgetFormXLcsv (98 Bytes)

Download BudgetFormXL.csv
Award Letter

~ E AwardLetter.pdf (68.4KB) @

Download AwardLetter.pdf

* Agency Scope of Work Upload

8 To upload your completed "Agency Scope of Work" document, navigate to the
"Agency Scope of Work Upload" section. Click the "Choose File" button located
within this section.

A @ BudgetFormXL.csv (98 Bytes) @ AwardLetierpdf

Download BudgetFormXL.csv Open file
BudgetFormXL.tx
Award Letter Open file

“ m ScopeOfWork.pd
~ h AwardLetter.pdf (68.4KB) @

Open file
Download AwardLetter.pdf & EH Goals 7-1-25
Open file
* Agency Scope of Work Upload
See more

Choose File | No file chosen
No file chosen

* Agency Budget Upload
Choose File | No file chosen

(@ Agency Upload Loading Plans/Exploading Plans

Choose File | No file chosen



9

utlook

1 ¥ » ThisPC » Downloads > v ©  Search Downloads el
mXL.csv (98 Bytes) Organize ~ New folder AN |
BudgetFormxL.csv & OneDrive - Person . Name al

= This PC ~lodayd)
1 3D Objects = Awardletter
erpdf (68.4KB) @ I Desktop S BudgSfdynx!

AwardLetter.pdf B EH Goals 7-1-25 to 12-31-25 Select a file to
¥ Downloads s
v Last week (52) Ll
b Music
rk Upload A <l User_Export_Chicago_Cook Workforce_Partnership_2025 Jun
& Pictures @ GKlnvit
nvite
le chosen m Videos E] SSOloginstep3
27 Local Disk (C) User_Export_Chicago_Cook_Workforce_Partnership_2025_Jun
ad ClickShare (D:) ﬁ§| GateKeeper Trainina Invitation Communication b
v < >
le chosen File name: || v ‘ All files o
Upload from mobile Cancel

iding Plan</Fynlnadine Planc

10 Click "Open"

Partner Portal Dashboard | Gatek

5| Documents

ScopeOfWork

~ Last week (52)

File name: |ScopeOfWork

Select the file corresponding to the Agency Scope of Work
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11 To upload your completed "Agency Budget" document, navigate to the "Agency
Budget Upload" section. Click the "Choose File" button located within this section.

Award Letter

~ I§ AwardLetterpdf (68.4kB) @

Download AwardLetter.pdf
* Agency Scope of Work Upload
Uploading...
* Agency Budget Upload
Choose File | No file chosen

@ Agency Upload Loading Plans/Exploading Plans

Choose File | No file chosen

W39 & CERTIFICATE OF INSURANCE

* W9

12  Select the file corresponding to the Agency Budget
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13  Click "Open"
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Plans

14 To upload your completed "Agency Uploading Loading Plans / Exploding Plans"
document, navigate to the "Agency Budget Upload" section. Click the "Choose
File" button located within this section.

Choose File | No file chosen

* Agency Budget Upload

BudgetFormXL.txt

Choose File | No file chosen
(® Agency Upload Loading Plans/Exploading Plans

Choose File | No file chosen
No file chosen

W89 & CERTIFICATE OF INSURANCE
* W9

Teams_Breakdown_(1).pdf

Choose File | No file chosen




15 Select the file corresponding to the Agency Uploading Loading Plans / Exploding

Plans
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17 To upload your W9 document, navigate to the "W9 & Certificate of Insurance "
section. Click the "Choose File" button located within this section.

Choose File | No file chosen

W9 & CERTIFICATE OF INSURANCE
* W9

Teams_Breakdown_(1).pdf

Choose File | No file chosen
No file chosen

Certificate of Insurance

Choose File | No file chosen

Expiry Date & DD-MMM-YYYY

ADD INFO

18  Select the file corresponding to W9
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19 Click "Open"
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20 To upload your recent "Certificate of Insurance " document, navigate to the
"Certification of Insurance " section. Click the "Choose File" button located within
this section.

W9 & CERTIFICATE OF INSURANCE
* W9

AwardLetter.pdf

Choose File | No file chosen
Certificate of Insurance

Choose File | No file chosen
No file chosen

Expiry Date @ D0-MMM-YYYY

ADD INFO

DOL Award
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23  Select the contract expiration date from the "Expiry Date" section.

B T e

“Choose File | No file chosen

Expiry Date @ DD-MMM-YYYY

< Jun v 2026 v >
Su Mo Tu We Th Fr Sa
ADD INFO 12 3 4 5 6
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 222324 25 26 27
28 29 30

DOL Award

State Grant Nun Today +1yr. +2yr. +3yr.

C.F.D.A. Number

Fiscal Year

FY 2024-25

24 If the information is available, add the DOL Award Number, State Grant Number,
C.F.D.A. Number, and select the most recent fiscal year.

AwaraLetter.par

Choose File | No file chosen

Expiry Date @ 30-Jun-2026

ADD INFO

DOL Award
State Grant Number
C.F.D.A. Number

Fiscal Year

FY 2024-25
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Click "Submit"

X Cancel

V' Save + Submit

11:23 AM
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