QualityBidders  2.0	COLBI Technologies
Admin Migration Guide

This guide walks agency administrators through the move to QualityBidders 2.0: what to do before migration, what happens during it, how to activate your account, and how to verify your data afterward. The headline is continuity. Your program, your users, and your qualified contractors move forward with you.
What carries over
	Item
	What happens

	Your agency account and program settings
	Migrate. Verify settings after migration.

	Admin and staff users
	Migrate to new accounts. Each user activates at first sign-in.

	Contractor accounts
	Migrate to new accounts. Contractors activate at first sign-in.

	Approved contractor ratings
	Migrate and stay valid through their original expiration date. No work is lost.

	Contractor application history
	Carries over as the starting point. Contractor’s update into the 2.0 format on first submission to a new agency.

	In-progress (unsubmitted) applications
	Applications must be submitted and complete prior to the migration cut-off date. (To be communicated in the future)

	Uploaded documents
	All documents associated with approved applications will be viewable in the migrated applications.


Before migration
1. Confirm your agency’s internal owner for the transition.
1. Decide whether the updated questionnaire needs board or internal approval, and plan around your board cycle. Use the Board Readiness Kit if so.
1. Prepare your current user list (admins, staff) so you can confirm everyone migrated. 
During migration
1. COLBI migrates agency accounts, users, and approved contractor ratings to QualityBidders 2.0 during the migration window
1. While we plan to have no downtime, service availability during cutover may be affected.
Activating your account
1. Watch for the activation message sent to your account email. 
1. Follow the activation link and set or confirm your password. 
1. Sign in and confirm you can reach your agency’s prequalification dashboard.
Verify your data after migration
1. ☐  All admin and staff users are present and can activate
1. ☐  Approved contractors appear with the correct rating and original expiration date
1. ☐  Agency program settings and additional requirements are correct
1. ☐  Documents and application history are accessible 
1. ☐  Report anything missing or incorrect to qbsupport@colbitech.com
What to tell your contractors
Contractors keep their current rating until it expires. The first time they submit to a new agency on 2.0, they update their application into the new format, starting from existing information. We will be notifying all contractor users, however, if you wish you can use the provided contractor advance-notice and activation emails so the messaging is consistent.

Stuck on any step? Contact qbsupport@colbitech.com.
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