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February 10, 2023 

How to Add or Update Vendor  
Point of Contact Information 

Vendors may add or update the contact information for an existing vendor point of contact, 
vendor Survey Administrator, Backup Administrator, or Non-Administrator user at any time 
during the performance year. Vendors will need to update the PCF PEC Survey website in the 
following locations: 

•  Update the User Access portion of your Vendor Dashboard. 

o You must update all newly added or updated users in your dashboard 

o Users who will receive vendor communications from the PCF PEC Survey team must 
be listed as a Survey Administrator or Backup Administrator 

• Update your Vendor Application  

o Update Part 1 (General Information) and Part 3 (Key Project Staff) 

o Review Part 7 (Applicant Organization Qualification and Acceptance) for accuracy and 
add a reason for the update 

o If the newly added or updated user is not considered Key Project Staff, you do not 
need to update your application. 

See the instructions on the pages below for how to update each item.  

NOTE: Requests to update or replace the Survey Administrator must be made via email to the 
PCF PEC Survey team at pcfpecs@rti.org.  It is the vendor’s responsibility to provide updated 
contact information as needed in the event of a change in personnel or other reason for the 
contact information update.  

If you are adding or updating a Backup Administrator or a Non-Administrator user you need to 
update the website, but you do not need to notify the PCF PEC Survey team.  

  

https://pcfpecs.org/Vendors/Vendor-Dashboard
https://pcfpecs.org/Vendors/Vendor-Application-Process
mailto:pcfpecs@rti.org
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How to Update User Access on the Vendor Dashboard 
 

1. Open your Vendor Dashboard. 

2. Under the section called “User Access”, select the hyperlink for “Manage User Console”. 

 
NOTE: You can also access the “Manage User Console” by selecting it in the drop-down 
menu on the Vendor tab. 

 

 
 

3. Once on the “Manage User Console” screen, you will see a list of your registered users. 
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How to Add a New User: 
 

1. To add a brand-new user, select the button labeled “Add New User”. Complete the form 
with all information and select the “Add User” button. 

 
 
When completing the User Details form, you can designate each user a role of either Backup 
Administrator or Non-Administrator User.  

• Backup Administrator accounts will have the same permissions as the Survey 
Administrator, including adding new users and submitting data files and other materials to 
the PCF PEC Survey team. Backup Administrators will also receive emailed 
announcements and other communications from the PCF PEC Survey team.  

o Please note that some areas of the website, such as the Sample Download page are 
restricted to the Survey Administrator only; the Backup Administrator cannot access 
that part of the website. If your Survey Administrator will be away on leave or extended 
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PTO, it is best to assign another staff member to that role temporarily to ensure your 
organization retains access to all areas of the website. Please reach out to the PCF 
PEC Survey team if you need to update or change Survey Administrators. 

• Non-Administrator Users will have limited access to most of the website and are able to 
run vendor reports such as the Data Submission history report and the Survey Vendor 
Authorization report. Non-Administrator Users will not automatically receive 
communications from the PEC Survey team 

Please review the table below for a complete list of website activities for each user role: 

PEC Survey Website Activity Survey 
Administrator 

Backup 
Administrator 

Non-
Administrator 

User 
Receive vendor communications from PCF 
PEC Survey team    

Complete/Update Vendor Application     
Update Manage Users console    
Run/view Survey Vendor Authorization 
Report     

Submit Exceptions Request Form     
Submit Discrepancy Notification Report 
Form     

Submit Quality Assurance Plan     
View Model Quality Assurance Plan Outline     
Complete/Update Vendor Consent Form     
Submit Interviewer Monitoring 
Documentation     

Run/View Data Submission History Report    
Run/View Data Submission History Report 
by Upload Date     

Run/View Vendor XML Validation Report     
View Example Sample File     
Download Sample File    
View Schema Validation Tool     
Run/View Data Submission Tool     
Run/View Data Submission Reports     
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How to Update an Existing User: 
 

1. To update the information for an existing user, find their name in the list of users and 
select the edit button in the left-most column. Note: You can also delete users on this 
screen by selecting the red “X” button. 

 
2. On the “User Details” screen, you will see the selected user’s current contact information. 

You can update all contact information as needed. The Username cannot be changed.   

3. Update the information in the form as needed and then select the “Update” button to save 
your changes. 
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How to Update the Vendor Application 
1. Under the “Vendors” tab in the top menu bar, navigate to “Vendor Application”. 
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2. Select the button at the bottom of the page labeled “Update Application”. 
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3. Update each relevant section of the application form with the new information.  Sections 
to review for changes include:  

• 1.2- Applicant Contact Person 

 
• 3.1- List of Key Project Staff 

o If adding a new person to the Key Project Staff, please remember to provide a 
Curriculum Vitae (CV) via email to the PCF PEC Survey team at pcfpecs@rti.org. 

 

 
  

mailto:pcfpecs@rti.org
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4. Once your updates are complete, you will need to continue to the last page of the 
application and review Part 7 Applicant Organization Qualification and Acceptance.  

5. Add a reason for the update in the box provided and select the “Submit” button to save 
your changes.  

 
6. Following the successful update to your application, you will receive an email 

confirmation notice. The same email confirmation will also be sent to the PCF PEC 
Survey team. 
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