
How to add subcontractors 
1. Log into https://universityofcalifornia.gob2g.com/ 
2. Once logged in: Click View >> My Contracts and click on the Contract Title Name 

associated with UCM 

 

3. Click on the Subcontractors tab 

 
4. Click Add First Tier Subcontractor 
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5. Click Get Vendor 

 
6. Search for your Subcontractor by any of the parameters available, once you receive 

your results Click “Select Vendor” or if you are unable to find your subcontractor 
click “Add New Vendor”. If you are adding a new vendor, key in all required 
information and then click “Review” and then ”Save” 

 
7. Complete the required fields: 

a. Assign a Compliance Contact & Address 
b. Enter either the subcontract amount OR the percent 



c. Select Yes to include in Compliance Audits 
d. If the subcontractor is certified, say YES to count towards the goal and select 

the correct goal type per their certification 
e. Select the type of participation 
f. Enter in the Work Description 
g. Enter the Subcontract Award/Commit Date 
h. Enter the Estimated Work State Date 
i. For the Add Vendor to Existing Audits for this Contract double check with 

UCM if the subcontractor should be included in PAST audits, if yes, select yes 
and put in the right Month/Year for the past audits. If the subcontractor 
should be listed on the NEXT audit, select No 

j. Add a comment since it is required 
i. Could be as simple as “add tier 1 sub” 

k. Click Review and Save 
8. Continue the above steps for every subcontractor 

  



Prime Reporting Payments 
1. Log into https://universityofcalifornia.gob2g.com/ 
2. Click View >> My Contract Audits & Click Incomplete to the audit you need to 

report your payment on 

 
3. Click Report Subcontractor Payment 

 
4. Click Submit ALL Incomplete Records 
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5. Enter payment, payment  date, and payment details & comments for all incomplete 

subcontractor payment records & Click Save (use only numbers and decimal if 
needed, the comma will cause an error) 

 

  



Subcontractor Confirming Payments 
1. Log into https://universityofcalifornia.gob2g.com/ 
2. Click View >> My Contract Audits  and click Incomplete on the audit needed to 

confirm 

 
3. Click Confirm payment received 

 
4. Select whether the Amount Report is Correct or Incorrect. If Incorrect state 

whether you received no payments for that audit period OR if you were paid a 
different amount. If you were paid a different amount, provide the amount you were 
paid and identify if you were partially paid or paid in full. 

5. Respond to the Final Payment question 
6. Respond to the Prime Withholding Retaining Question 
7. Fill out any details needed and then hit Save 
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