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Instructions for Completing a New Application 
 

Create your registration 
 

1. Click on APPLY FOR CERTIFICATION.   
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2. Enter your BUSINESS INFORMATION. 

 
 

Click on the CONTACT INFORMATION tab.  Once your information is entered, click on SUBMIT AND REGISTER 
button at the bottom of the page.   

 

3. This creates your profile (login).   NOTE:  This may take a few minutes for your registration to be added 
into the system. DO NOT CLOSE YOUR BROWSER OR CLICK ON SUBMIT & REGISTER BUTTON AGAIN. 
Your username will be your email address.  
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Complete the Application 
Once your registration information has been entered, the screen below will appear.  During the application 
process, you will need to step through each of the areas from the LEFT NAVIGATION BUTTONS.  (Business 
Information, Codes, Customers, Accounts/Services, Ownership/Management, Other Certifications if 
applicable, & Other Information.)  Once all this information is completed, the last step is to Click on the VERIFY 
TAB.  This will validate your information entered and if something was not filled out, you will be given the 
opportunity to go back and complete it. 
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4. Click on the BUSINESS INFORMATION TAB.  Enter the appropriate information.   

 
 

5. To add your recent three years of GROSS RECEIPTS, click on ADD NEW RECORD.  Enter the YEAR and 
total of GROSS RECEIPTS.  Click on INSERT.  Repeat these steps until all three years have been enter. 

 
6. Once completed with all Business information click on SAVE 
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7. Click on the CODES TAB.  Click the link SELECT NIGP CODES.   

   

 
8. Click the check box next to the NIGP CODES you wish to use.  Click on APPLY 
9. Click on the link SELECT NAICS CODES.   
10. Click on the check box next to the NAICS CODES you wish to use.  Click on APPLY 
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11. Click on the CUSTOMERS tab.  You must list three customers of the business.  Click on ADD NEW 
RECORD 

 

 
12. Enter the CUSTOMER information and click on INSERT to save the information and have it displayed.  

Repeat this step until three customers appear in this section.   
13. Click on the ACCOUNTS/SERVICES tab.  You must list at least the bank information for the business.  

Click on ADD NEW RECORD and enter the appropriate information.  Click on INSERT to have that 
information be displayed.  Repeat this step for accounting and legal services information if neccessary.. 
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14. Click on the OWNERSHIP/MANAGEMENT Tab. 

 
 

15. Under the OWNERS section of this tab, click ADD NEW RECCORD to add the names of each owner(s) 
and amount of ownership. Click NSERT at the end of each entry to save the information and have it 
displayed.  

16. Under the MANAGEMENT section of this tab, click on ADD NEW RECORD to add the names of key 
decision makers in the company. Once the name has been added, choose roles from the list provided to 
assign to that person. Multiple roles can be assigned to one name.  Once the role(s) have been 
assigned to a person, click INSERT to save the information and have it displayed.   All roles (except 
Union Negotiation) must be assigned in order to complete this section.  

17. Under the DIRECTORS section of this tab, click ADD NEW RECORD to add the names of any directors of 
the business (if applicable). Click INSERT at the end of each entry to save the information and have it 
displayed.  

18. Click on OTHER CERTIFICATIONS tab if there are other certifications that the business holds.  Click on 
ADD NEW RECORD to add that certification.   
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19. Enter the appropriate information and click on INSERT to save the information and have it displayed 
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20. Click on the OTHER INFORMATION tab.   

 

21. Click the EDIT button to enter the number of employees.  
22. Click on SAVE to save the information and have it displayed.  
23. Click the EDIT button at the bottom of this page to answer the remaining questions.  
24. Click on SAVE to save the information and have it displayed.  
25. Click on the VERIFY/SUBMIT tab.  Click on the VERIFY/SUBMIT APPLICATION link 
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26. This brings up the VALIDATION SUMMARY screen. This screen tells you if there any sections of the 
application that are incomplete.   Please return to any sections indicated on this page that are missing 
information and complete the section.  
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27. Once all sections of the application are complete, click SUBMIT CERTFICATION at the bottom of the 
validation summary page.  This will take you to the CERTIFICATION AFFIDAVIT, where you should read 
the information and click ACCEPT.  

 
28. Click on the UPLOAD DOCUMENTS tab.  To review the document checklist, click on the link provided.  

 
29. To choose your documents, click on the SELECT button.  Repeat this step.  Once you are finished 

selecting your documents you must click on the UPLOAD DOCUMENTS button for them to be uploaded 
to the system. 

THIS COMPLETES THE SUBMISSION OF YOUR NEW 
APPLICATION 
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