Submitting DAPW Documents and Forms Via the Access
Gov System

First, go to in.accessgov.com/dapw

Log in. To submit DAPW forms via the Access Gov system, you will need to be logged in, which will
require you to set up an account for the first time. It is recommended that vendors establish a primary
account that is associated with a position within the company as opposed to a specific individual so that
you may have a default account. It will be the responsibility of the vendor to maintain their own login
information and to update it as needed and when appropriate.

After you log in, you will come to DAPW's landing page:
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My Forms are comprised of To Do, In Progress and Done.

To Do: These are forms that you’ve started but have yet to submit. You can select continue in order to
complete your submission or to cancel your submission by selecting Delete.

In Progress: These are forms that you’ve submitted that are going through the review/processing
phases. Here you will have the option to download your submission into a pdf format, any pdfs
generated through the application process, any attachments you may have included in your application,
or all the above.

Done: These are forms that you’ve submitted that have completed gone through the submission,
review, and processing phases. Just like with the In Progress items, you’ll be able to download a series of
documents associated with your previous submissions here.

Navigation Bar:
Search: Will allow you to look for publicly accessible forms via the use of keywords.
Home: Will return you to the landing page.

Directory: Will allow you to see listing of forms, with the ability to filter forms out via the selection of
tags.

Your name: This will allow you to log out or access additional screens, if granted those privileges by the
system administrators.



FORM SUBMISSION:

To submit a new form, use the guide found at the bottom of the page.
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After selecting who you are, the system will ask you what you are wanting to do. You will have a series
of options but at the time of program launch, you will be restricted to either applying for
prequalification certification or checking on the status of a project.
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CHECKING PROJECT Status

Select “Check The Status Of A Project”
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Type in your name and email address as provided in your firm’s prequalification certification packet. If
you weren’t included in that document, your company hasn’t submitted one yet, or if you mistype either
piece of information, the system will treat you as having submitted a form and send you back to the
landing page.

After logging in to the viewer, you will be presented with a table of projects associated with your firm.
Select the project you wish to check on from the table. This will populate the data in the following
pages. Through this viewer, you can see prime project data, financial information, contractor
information and designer information.

NOTE: At the time of launch, many project’s status tables will be blank. As time progresses and more
forms are added to the system, these tables will become more accurate and complete.

APPLYING FOR PREQUALIFICATION CERTIFICATION

As you go through the process, you will have a set of options at the bottom of each page: Previous, Save
and Exit, Next, Submit Application and Delete.
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Previous: Will take you to the tab that you were just viewing.

Save and Exit: Will allow you to save your progress on the form and exit the application. This will allow
you to return to the access gov site later and resume your application.

Next: Will bring you to the following tab.



Submit Application: Will send in your form to either the Certification Board or a member of DAPW for
review.

Delete: Will exit the application and completely remove the progress you’ve made on the form from
your work history.

Contractor Prequalification Application

Introduction Welcome to DAPW's Contractor Prequalification Application!

o - ) Please enter the information required in each step to complete your registration. Use the navigation buttons "Next"
Certification Information and "Previous” to move between steps. Once completed you may submit your application. You will receive an email
notification confirming your submission.
Company Information
After you login with Access Indiana and begin your registration, you may save any information entered and
General Instructions For return to complete it at any time.
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Both the Contractor and Designer Applications will have an introduction screen like the one depicted
above.

This form will be blank the first time you submit the form but will repopulate previously submitted
information on subsequent submissions. If your company has been previously registered, you may find
that some of this data may be filled in for you as well. If any of the fields are auto filled, it is your
responsibility to review the information for accuracy and adjust where appropriate.

Fields that are required to be filled will be indicated with a red asterisk. If you leave these fields blank,
the system will not allow you to submit your application.

Radio Buttons: Throughout the form, there will be questions that utilize radio buttons to denote
options. In these cases, you can only select one of the provided choices. If more than one could apply,
choose the one that bears the most weight for your firm.

Checkboxes: Throughout the form, there will be questions that utilize check boxes to denote options. In
these cases, you can select multiple options. Select all that apply.

Conditional Regions: Throughout the form, you will find that some questions, text boxes or file upload
boxes only appear if certain options are selected, or keywords are entered. In these cases, the
conditional regions are normally required, and the system will not allow you to submit if these fields are
left blank.



Repeatable Regions: Throughout the document, several locations allow you to select multiple options
from a drop-down menu or through grouped text boxes. In these cases, you will need to select the
“Additional Entry” button. Below is an example for the Additional Entry button as used by the specialties
list selector.
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NEW ELEMENT: PRIMARY POC AND EMAIL

Primary Point of Contact Title and POC Email Address: This should be a position, not a person: CFO,
Designer, Accountant, President, etc. The associated email address will be used as a method by which
the company can update/modify information between certification submissions.

NEW ELEMENT: POINTS OF CONTACT

List of Points of Contact: This will be a list of all individuals that are permitted to submit forms on behalf
of your firm. When submitting future forms, individuals will be required submit a secondary login, which
will associate their name and email address with your firm, auto populating the forms with information
gathered on the certification application.

Please list all Points of Contact that are permitted to submit forms on behalf of your
firm.
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NOTE: Only the individuals listed as POCs, an individual with access to the POC email address, and the
certification application submitter will be able to submit forms on behalf of your firm. It is vitally
important that you use accurate spelling on their names and email addresses on this form as the system
will NOT pull up your firm information on later forms if the names and addresses aren’t typed in the
same way each time. Some forms will not be accessible at all without accurate names and emails.

NEW ELEMENT: BIN and SSN Numbers

As we move forward, all Vendors MUST supply their IDOA — provided, Bidder Identification Number to
submit their certification forms. This will allow us to cross-reference your information with the Division
of Supplier Diversity and to better ensure that we are compliant with state laws and requirements.



Additionally, we will no longer accept Social Security Numbers on this form. This is a matter of security
both for DAPW as well as any submitter. In a case where you without an IRS-provided, Employer
Identification Number, leave this field blank.

NEW ELEMENT: WORKING DISTRICTS
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Moving forward, DAPW will be adopting “Working Districts”. These districts will depict 10 different
regions throughout the state that fall in line with Homeland Security’s Emergency Response’s districts.
Not only will this aid DAPW in collaborative efforts with IDHS but it will also allow for DAPW to

If you have run into any technical issues while attempting to complete your certifications (ie: can’t
submit, regions not populating correctly, difficulty uploading a document, etc), please contact DAPW
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