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Getting Started 
Welcome to Contractor Portal! This document outlines the most important tasks to get users up and 

running and doing the activities as quickly as possible. 

 

Users might find it helpful to print this guide for ease of reference throughout this process. 

 

Quick Jump 

User registration 
• Access the Contractor Portal https://dnr-mrm-production.powerappsportals.us/AML/ 

• Click the "Register" tab, then provide a unique email address and username (which shouldn't 

have been used on the portal previously), a password that satisfies the minimum password 

requirement, and click "Register." 

 

 

Password Requirement  

• Passwords must be at least 8 characters. Passwords must contain characters from at least three 

of the following four classes: uppercase, lowercase, digit, and non-alphanumeric (special). 

Successful completion of the registration 

• User will be navigated to the following screen upon successfully completion of the registration, 

where user is asked to: 

 

- Confirm email. 

- Provide information about themselves. 

- Select Preferred language. 

https://dnr-mrm-production.powerappsportals.us/AML/


- Select Preferred Contact Method. 

 

 

 
 

• Upon entering this information and clicking on the Update, a message will be displayed as “Your 

profile has been updated successfully”. 

Confirm Email 

• On clicking the confirm email, the authentication begins with ohio.gov and when authentication 
completes, the confirm email button will disappear from the profile. To link your user account to 
your contractor company, get in touch with your state's program administrator and let them 
know that you registered. 
 



Change Email and Password 

• Email: User can change the email address by clicking the Change Email from profile options. 

 

 

• Password: User can change the Password by clicking the Change Password from profile options. 
Upon changing password, the user will see a message as “Your password has been changed 
successfully”. Refer password requirement section. 
 

 
 

 

Forgot Password  

• On clicking the [Forgot your password?], user will be asked to enter the email address 

 



   

 
• After entering the valid email address (the email entered must’ve been confirmed, and the 

authentication should’ve been successful). The user sees the message below and an email 

should be sent to the user’s email address with the instructions on how to reset a password. 

 

 

Active Projects 
• Access the Portal by clicking on the following link here https://dnr-mrm-

production.powerappsportals.us/AML/ and enter your username and password. After successful 

login, users will see the page below with the Active Projects listed under your contractor 

company. 

 

https://dnr-mrm-production.powerappsportals.us/AML/
https://dnr-mrm-production.powerappsportals.us/AML/


 
 

 

Project Information 

• By clicking on the Project number, users can access the Project Information like: 
 
Project Name, Number, Type, Phase, Map Link, Inspector, Construction Engineer, Original 



Completion Date and Current Completion Date etc. 
 

 
 

Balances 

• Contract Value, Inventory Balance, Invoiced amt and Amt Retained information will be shown in 

the Balances section. 

 

 

Payment Requests 

• Users can create the payment requests from the grid below by clicking on the Create button and 

user can find the historical Payment Requests that were created in the past. 

 

 
 

NOTE: The following situations prohibit the creation of payments, [Create Payment] button 

will NOT be shown. 

 

o If the status of at least one payment is rejected or drafted. 



o If the project type is UPC or Combo. 

                  

 
 

• On clicking the Create button, a window pops up to enter the Payment Request Date. Enter the 

Date and Click Submit. 

 

 
 

• Once submitted, the payment status will be shown as Draft, and the user can click on the down 

arrow ‘v’ to go to the payment details. 

 

 
 

• On clicking the down arrow, the users may see the popup below If the payment details are taking 

time to load. 

 

 
 

• Otherwise, the users will be presented with the screen below. The system automatically creates 

the line items based on what is left over for the contractor to get paid. Click on the check box to 

enter the Labor and Material Quantities for each item and Click Update to save. 

 



 
 

NOTE: At least one line item needs to be entered and updated to submit the payment. 

Total amount will be displayed below the line items. 

 

 
 

• Once a user submits the payment for processing, the users will be redirected to the Payment 

requests grid and payment status will be shown as “submitted”. The submitted payment will be 

sent to the state team for approval. 

  



 
 

• Users will not be permitted to make any changes to the submitted payments.  

  

 
 

• Once it is reviewed and approved by the state team, the payment status will be shown as 

Approved. 

 

 

Field Orders | Change Orders 

• The field order and change order submitted by the state team for an individual project will be 

displayed here with the details like “Adjustment Type, Item, Labor Quantity and Amount, 

Material Quantity and Amount”. When any field orders are submitted by the state team for 

acceptance, an email will be sent to the contractor. 

 



 
 

• Users can access the Field Order details by clicking on the down arrow and view details. 

 

 
 

• Users can examine the details of the change order and submit their acceptance. If the state team 

attached any files and written any description on the CO scope, users can find it here. 

 

 
 



 
 

• Scroll down and click on the CO scope to view the specifics of the change order. 

 

 
 

• Upon clicking on the Accept button in green, the approval details will be captured by the system 

automatically and sent to the state team for the further review. 

 

 
 



• The field order status will change to Issued once the state team has completed all approvals. 

 

 
 

Documents 

• Users can find all the documents related to each individual project from the Document grid. 

 

 
 

• By clicking on the Contractor folder, user will find the documents related to the individual 

project, for example: ATP document and Field Order Change Order document etc. 

In Process Field Orders 
• All the field order and change order submitted by the state team for all the projects will be 

displayed here with the details like “Adjustment Type, Item, Labor Quantity and Amount, 

Material Quantity and Amount”. 

 

 
• Users can access the Field Order details by clicking on the down arrow and perform all the action 

as same manner as described in the Active Projects Field Orders section.  

Payment Requests 
• All submitted, rejected, and drafted payment requests will be visible in the payment request grid 

on the home page and accessible in the same manner as described in the Active Projects 

payment section. Each payment will have a unique id for reference. 



 

 
 

NOTE: To view the retainage calculation, the payment must be submitted. If the project is an 

emergency (or) if a project cost <$15,000 (or)<120 days, (or) reaches the 50% labor threshold, 

the retainage will not be calculated or shown.  

 

• The payments will automatically be removed from the grid after it is approved. 

Request Substantial Completion 
• Upon project completion, the contractor must seek substantial completion for the state team to 

conduct an inspection. 

 

• The user can submit the Substantial Completion by clicking the check box located in the Project 

Information section. 

 

 
 

• NOTE: Users are required to upload the payment release "Affidavit" to submit the "Request 

Substantial Completion." Failure to do so would prevent users from submitting through the 

system. You may find the payment release affidavit under each project's documents. 

• Following the request for Substantial Completion, the inspection will be carried out by the 

inspector. if the inspection is satisfactory, the inspector will then recommend that the Engineer, 



Program Administrator, and Chief Designee grant final approval. 

 

• Upon all approvals, the project's phase will be changed to “Construction”. 


