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Uploading Equal Employment Opportunity (EEO) Documentation 

Follow the steps below to upload Equal Employment Opportunity (EEO) documentation in PASSPort. 

1 
2 

1. From any page in
PASSPort click the
“Profile” button.

2. Select “Vendor Profile”
from the drop-down
menu.
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3. Navigate to the 
Documentation tab of 
your vendor profile. 
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The Documentation tab of your 
vendor profile is displayed. On 
this page you can enroll in 
commodities and submit EEO, 
COI, and DBA documentation. 

 
4. To add EEO 

documentation, click 
the “Add EEO 
Document” button. 



 

 
 

 
 
 
 

8 
 
 
 
 
 
 
 
 
 

5 
 
 

6 
 

7 

5. Select the “Document’s 
type” (i.e., DLS Report, 
Compliance Letter, 
Exemption). 

 
6. Enter the “Document’s 

name.” 
 

7. Click the “Drag and 
Drop to Add a File” 
button to search for and 
select an attachment. 

 
8. Click the “Save” button. 
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9. Click the “Submit” 
button to submit your 
EEO documentation for 
review. 

 
Please note the EEO document 
will remain in In Review status. 
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11. Select the “Document’s 
type” (i.e., Doing 
Business as). 

 
12. Enter the “Document’s 

name.” 
 

13. Click the “Drag and 
Drop to Add a File” 
button to search for and 
select an attachment. 

 
14. Click the “Save” button 
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