
Woolpert Subconsultant Portal

Before registration and profile setup



Before you begin: required information

• company name
• website
• phone number
• email
• point of contact details
• year established
• state established
• type of entity
• TAX ID

• annual gross revenue
• 3-year annual receipts
• number of employees
• banking information (bank name 

and address)
• UEI number or DUNS number

Review all information you will need to complete your company profile; this will make the overall 
process seamless. PDF, word documents accepted.



Before you begin: required documents

• Required Files (Insurance):
• Commercial General Liability
• Professional Liability
• Auto Liability
• Bodily Injury/Property Damage
• Excess/Umbrella Liability
• Worker’s Compensation
• Cyber Security
• Note can be the same document for each 

but will need to be uploaded in each spot. 
If you have any exemptions, please 
contact: DSP Admin help

• Required Files (Other):
• Banking information, i.e., cancelled check
• Tax information, i.e., W9 form
• Diverse certificate, if applicable.

Review all information you will need to complete your company profile; this will make the overall 
process seamless. PDF, word documents accepted.

For questions or support please reach out to: 
Jade.Deis@woolpert.com

mailto:Jade.Deis@woolpert.com


Registration and Profile Setup



You will receive an invitation to 
Woolpert's Subconsultant portal. When 
you click to accept the invitation, follow 
the prompts to set up your Multi Factor 
Authentication. 

Registration



The following screenshots show the 
process using Microsoft Authenticator, 
but you can choose other methods if 
you prefer.

Registration



Continue to follow prompts for 
authentication setup. 

Registration



Continue to follow prompts for 
authentication setup. 

Registration



Continue to follow prompts for 
authentication setup. 

Registration



Continue to follow prompts for 
authentication setup. 

Registration



Continue to follow prompts for 
authentication setup. 

Registration



You will get prompt to log in with your  
external email. Here is the screenshot if 
using Gmail. If your external account 
has MFA associated with it, you will be 
prompted for that at this point in the 
process. 

Registration



Continue to follow prompts for 
authentication setup. 

Registration



Continue to follow prompts for 
authentication setup. 

Registration



Within the DSP portal, enter your email 
address to register your account. 

Registration



Complete the requested information 
and click Submit. 

Required fields are noted with a red 
asterisk (*)

Registration
Return here to 

view profile 
information 

anytime



Wait a few minutes for the account to 
be ready. If you are not redirected 
within a few minutes, sign out and sign 
in again. 

Registration



Required Fields:

• Company Name

• Website

• Phone (Company)

• Company Email (default to user email)

• Point of Contact First Name

• Point of Contact Last Name

• Point of Contact Title

• Point of Contact Email

• Point of Contact Phone

• HQ (Headquarters) Street Address 1

• HQ City

• HQ State/Province

• HQ Zip

• Procurement Information, check if same as Point 
of Contact. If not the same, please include 
contact information.

• Remittance Address, check if same as HQ 
Address

Profile Setup – 
General Information



Required Information

Year Established

State Established

Type of Entity

XBE Type (multiple selection available, 
large business or does not apply)

TAX ID (TIN)

Annual Gross Revenue

3-Year Annual Receipts

Number of Employees

Banking Information (text field, name and 
address of the bank)

Other Fields

UEI Number (Unique Entity Identifier 
issued by SAM)

DUNS # (Replaced by UEI number)

SPRS Score (Supplier Performance Risk 
Score)

CMMC Certification Level (Cybersecurity 
Maturity Model Certification)

Currency

NAICS Code

name and address 
of bank



Federal Acquisition Regulation (FAR) 
52.204-10. It is designed to gather 
information about your firm's federal 
contracts, grants, and executive 
compensation reporting requirements.

Please review the following questions 
and check the box if the answer is "Yes" 
to any of the questions. 

If you have any questions or need 
further assistance, feel free to reach out 
to our support team.

Federal Acquisition 
Regulation (FAR) 



Click Associate

Search for skill and or capabilities

Select as many necessary

Click add

Profile Setup – 
Capabilities



Required Files:

Commercial General Liability

Professional Liability

Auto Liability

Bodily Injury/Property Damage

Excess/Umbrella Liability

Worker’s Compensation

Cyber Security

Click: Create

Select Coverage Type

Coverage Expiration Date

Coverage Amount

Upload Files

Click: Submit

Repeat for each required file.

Insurance Information

You may use the same document for 
each file type (I.e., certificate of 
insurance) if it shows the required 
information. But each file must be 
uploaded.

PDF, Word documents accepted.



Required Files:

Tax Documentation: W-9

Banking Information: Canceled check, 
ACH information, any item with banking 
details

Diverse Supplier Information 
certification

Additional Files if applicable:

Anti-Slavery

Anti-Money Laundering

Anti-Bribery 

Subconsultant Code of Content

Click: Create
Name: description of file (I.e., cancelled 
check, WBE certificate)
Select Document Type
Expiration Date, if applicable
Upload Files
Click: Submit
Repeat for each required file.
PDF, Word documents accepted.



You will need to have uploaded all 
required documents to move ahead.

If any of the items with a * are not 
checked, you must hit before upload. 

Once all are checked you may move 
ahead by choosing “next”.

Profile Setup – 
Document Uploads



Open the Woolpert Supplier Code of 
Conduct and check the box.

Profile Setup 



Click Submit

Profile Setup - 
Submission



Your submission is now in review, you 
can track the status from the Activity 
Log.

Emails from dsp.service@woolpert.com 
will keep you updated on submission 
status and document status.

In the case where documents are 
rejected, a portal admin will contact 
you with more information. You will be 
able to resubmit.

Time for approval is approximately 3 
days

Activity Log

mailto:dsp.service@woolpert.com


After approval, you will find tab for 
purchase order. This will be related to 
any project you are working on with 
Woolpert.

Here you can attach invoices for the 
posted purchase orders (PDF).

Purchase Orders & 
Invoices



You may view the status of invoices 
from the Subconsultant portal where 
invoice status will be updated when it is 
changed/modified in DSP admin portal 
by Project Accountant.

Purchase Orders & 
Invoices



General Information



Sample DSP email alerts (dsp.service@woolpert.com)



Contacts

• General Inquiries/DSP Admin: Jade Deis 
jade.deis@woolpert.com, 937.531.1451 

• IT/Power App Questions: David Howell 
David.Howell@Woolpert.com

• Project Manager for Purchase Order Questions

• Portal link: 
https://woolpertdsp2.powerappsportals.com/

mailto:jade.deis@woolpert.com
mailto:David.Howell@Woolpert.com
https://woolpertdsp2.powerappsportals.com/
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