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[bookmark: _Toc454481053]System Set Up
[bookmark: _Toc454481054]Logging In
Firms access the INDOT Application for DBE/ACDBE Certification through the INDOT Technical Application Pathway (ITAP). The ITAP web address is http://itap.indot.in.gov. First the Firm must be registered in the system, and then Firm Employees can be added to the firm. See instructions for using ITAP on the ITAP Login screen. Once logged in, please request the DBE/ACDBE application in ITAP to access the system.
[image: ]
INDOT Employees or any customers already enrolled in ITAP should enter their state network Username and Password. Please request the DBE/ACDBE application in ITAP to access the system.
[bookmark: _Toc454481055]Logging Off
To log out of the system, click on the Log off text in the upper right corner of the screen. The Log off button turns green when the cursor moves over the text.
[image: ]


The User is taken to the Log in screen. Enter your ITAP Username and Password to re-enter the site.
[image: ]
[bookmark: _Toc451883311][bookmark: _Toc454481056]Roles and Permissions
Users are assigned Roles and Tokens, giving them permissions to certain site features.  Users without permissions to certain features see grayed out records and options (or no options/icons at all) on those screens.
[bookmark: _Toc454481057][bookmark: _Toc451883314]The Header
At the top of every screen in the DBC/ACDBE Certification system is a Header Bar. In addition to providing links to the My Application section and a way to Log off, there are also always links to Home[image: ], Help[image: ] and Email the Administrator[image: ].
[image: ]
Click the Home[image: ] icon to return to the Home screen.
Click Help[image: ] to open up the Help document.
Click Email the Administrator[image: ] to send an email to the site Administrator with questions.


[bookmark: _Toc454481058]Table Tools
Certain features are the same any time a table is used in the DBE/ACDBE Certification application. These include navigating using Panel Pages, the Items on a Panel Page, Hyperlinks, Sorting, Columns and Filtering.
[bookmark: _Toc451883315][bookmark: _Toc454481059]Panel Pages
Use the Next[image: ] and Previous[image: ] buttons to navigate to subsequent pages or click the End [image: ] or Beginning[image: ] buttons to jump to the very last or very first page.
[image: ]
[bookmark: _Toc451883316][bookmark: _Toc454481060]Items on each Panel Page
By default, Panels display 10 Items per Page.  However, this may be changed.  
Click on the Items per Page dropdown and select 10, 25, 50, 100, 500 or 1000 from the list.  [image: ]
[bookmark: _Toc451883318][bookmark: _Toc454481061]Sorting
Data in Panels may be sorted in ascending or descending order numerically (smallest to largest or largest to smallest), alphabetically (A to Z or Z to A) or by date and time (oldest to newest or newest to oldest). 
Click on the column heading of the field to be sorted.  In the example below, the table is sorted by the Application Type (ascending) by clicking once on the Status column heading.  A triangle indicating the direction of the sort appears next to the column heading.
[image: ]
To res-sort (descending), click again on the column heading.
[image: ]
	[image: https://spms.qa.indot.in.gov/F05/S025_files/image001.gif]
	By default, Panels display sorted by the first column.
Sorts are not saved. The next time the Panel is opened, it is sorted by the first column.


Columns can also be sorted by clicking on the small arrow in the far right of the column to display the dropdown menu. Select to Sort Ascending or Sort Descending. Click on the arrow again to display the menu again and change the sort.
[image: ]
[bookmark: _Toc451883319][bookmark: _Toc454481062]Columns
Users can control which columns display in a table by clicking on any of the column headings. Hover over Columns submenu to display a list of all available columns to display for a Table. Any columns currently on display have a check mark in the check box to the left of the column name. Click in an empty check box to make the column visible. Click in any box with a check mark to remove the check mark and hide the column.
[image: ]
	[image: https://spms.qa.indot.in.gov/F05/S025_files/image001.gif]
	Column display selections are not saved. The next time the Panel is opened, all default columns display.


[bookmark: _Toc454481063]Home Screen
The DBE/ACDBE Application Portal home screen displays basic information about the Uniform Certification Application and the Economic Opportunity Division. Click the blue About the Division text to open the Economic Opportunity Division webpage in a new window. Click My Application to go to the application section.
[image: ]
[bookmark: _Toc454481064]My Application
The My Application screen displays DBE/ACDBE Related Links as well as a list of any Current Applications. 
[image: ]
[bookmark: _Toc454481065]DBE/ACDBE Related Links
The DBE/ACDBE Related Links section provides a list of useful links. Click on the blue title of the relevant topic to open a new internet window with the linked information.
[image: ]
The selected topic information opens in a new window.
[image: ]


[bookmark: _Toc454481066]Current Application(s)
The Current Application(s) section displays different information and icons depending on the User’s company certification and application status. The panel displays the DBE/ACDBE Application section by default by also has an area for No Change Affidavits and a place to Start Application. 
[image: ]
[bookmark: _Toc454481067]First Time DBE Applicant
First time DBE Applicants have an empty table in the DBE/ACDBE Application(s) section.  They should click on the Start Application button at the bottom of the Current Application(s) section to start the application process.  Refer to the DBE/ACDBE Related Links to prepare for the questions asked on the application and the documentation that needs to be uploaded with the application.
[image: ]


The application opens with most fields empty. Fill in the fields as described in The Application Fields section.
[image: ]
Once the application is saved, the company name populates in the Current Application(s) section, the application status is Draft, the type is New Application, the Certification Status is TBD, there is an Edit Application[image: ]icon and the Start Application button is no longer clickable. Click on the Edit Application[image: ] icon to continue to edit and submit the application. 
[image: ]


Once an application is submitted, an email is sent to the applicant confirming receipt of the application, the Application Status is Pending, the Type is New Application, the Certification Status is TBD, there is an View Report[image: ] icon and the Start Application button is still not clickable.
[image: ]
Click View Report[image: ] to view the application. Select to view the main application report, the Net Worth Report, or the Documents. 
[image: ]



[bookmark: _Toc454481068]Current DBE Using the Site for the First Time 
All Current DBE Certified firms must log in to the system and verify the online DBE Certification Application information.
The Current Application section provides information about the User’s company’s application. The Firm Name is listed under the Current Application title bar. For companies that are already certified but are logging in to the system for the first time, a Draft application displays in the DBE/ACDBE Application(s) section. The type is New Application and the certification status is Certified. Click on the Edit Application[image: ] icon to review, edit and submit the application. This is not submitting a new application, but verifying the information previously submitted and approved and entered into the new system.
[image: ]
	[image: https://spms.qa.indot.in.gov/F05/S025_files/image001.gif]
	The Start Application icon is not clickable when there is an existing application.


Click on the Edit Application[image: ] icon in the Actions column to review, edit and submit the application.
[image: ]


The Application opens the Draft application. Any information from previously submitted applications displays where available. Review the data, making changes or adding information as necessary by clicking in the text box and/or dropdown menu and typing the updates. See The Application Fields for more information on completing the application.
[image: ]
Once the application is submitted, the Application Status changes to Approved, the Certification Status is Certified and the Edit icon is replaced by the Start Amendment[image: ] and View Report[image: ] icons.
[image: ]
Click Start Amendment[image: ] to start an amendment. See Start an Amendment for more information.


Click View Report[image: ] to view the application. Select to view the entire application report, the Net Worth Report, the Documents or the Certification. 
[image: ]
[bookmark: ApplicationFields]

[bookmark: _Toc454481069]The Application Fields
Each Section of the application has its own unique questions (described in detail later in the User Guide) but there are several common features each application section shares. 
[bookmark: _Toc454481070]Progress Bar
A progress bar at the top displays all the sections of the application, with the current and completed section highlighted in green.
[image: ]
[bookmark: _Toc454481071]Next/Previous
To move to the next section of the application, click the Next button at the top and bottom of each section. The application is saved each time the Next button is clicked.
[image: ]
[image: ]
When applicable, use the Previous button to move to previous application sections.
[image: ]


[bookmark: _Toc454481072]Required Fields
Fields with an asterisk (*) by the title or where the box is peach are REQUIRED and must be complete before moving to the next section. A warning message will alert the user to which required information is still needed before proceeding.
[image: ]
[bookmark: _Toc454481073]Back to Main
Click the Back to Main button at the bottom of the screen to return to the My Application screen. Any changes made to the application will NOT be saved if the Next button was not clicked before the Back to Main button is clicked.
[image: ]
[bookmark: _Toc454481074]View/Upload Documents
Click the Upload/View documents[image: ] icon when applicable to view or upload any necessary supporting documentation. Click Select Files at the bottom of the uploader to select the files to upload.
[image: ]
Navigate to the file location and select the files to upload. Click Open to select the file(s).
[image: ]
The selected file displays underneath the Select files… button. Click Upload Files to upload the files into the application and ERMS.
[image: ]
The uploaded files display in the Files in ERMS section. Click View[image: ] to view the files or click Delete[image: ] to delete the uploaded file. Continue uploading files as necessary. To return to the application click the Close[image: ] icon in the upper right corner of the window.
[image: ]
For Current Certified DBE/ACDBE firms, click the View Documents button in the upper right corner of Section 1 to view all documents associated with the application, including documents uploaded and archived by existing DBE/ACDBE Certified companies.
[image: ]
The Archived Document Viewer displays a list of the different application section documents. A check mark in the check box next to the Section Name indicates documents exist for the Section. Click the View Documents[image: ] icon to display a list of documents associated with the selected section.
[image: ]
A list of the Section’s documents displays. Click the View[image: ] icon to view the documents.
[image: ]


[bookmark: _Toc454481075]Section 1 – Certification Information
[bookmark: _Toc454481076]Section 1A
In Section 1A, verify/complete the basic Certification Information as requested.
[image: ][image: ]
	[image: https://spms.qa.indot.in.gov/F05/S025_files/image001.gif]
	The Federal Tax Id and Business Registration Number are auto-populated from ITAP.
Current DBE/ACDBE firms will have a Business Registration Number (BRN), but new DBE/ACDBE applicants are not required to have a BRN.





[bookmark: _Toc454481077]Section 1B
Section 1B covers any prior or additional certifications. Click in the appropriate radio buttons at the Yes/No questions. 
[image: ][image: ]


To add dates of any site visits conducted by your home state and any other states or UCP members, click on the Add[image: ] icon.
[image: ]
Enter the information as requested and click Update to update the table or click Cancel to return to the application without adding the information. 
[image: ]


The new record displays in the table, along with the option to Edit[image: ] or Delete[image: ] the record.
[image: ]
Click the Edit[image: ] icon to edit the record. Change information as necessary and click Update to update the record or click Cancel to return to the application without updating the record.
Click the Delete[image: ]icon to delete the record. Click OK at the confirmation message to delete the record or click Cancel to return to the application without deleting the record.
[image: ] 


To enter information explaining the nature of an action, begin typing in the text box. Features from Microsoft Word are at the top of the text box to assist in formatting the information.
[image: ]
Click the Upload/View documents[image: ] icon to view or upload any necessary supporting documentation.


[bookmark: _Toc454481078]Section 2 – General Information
[bookmark: _Toc454481079]Section 2A
Complete Section 2A as required. Enter text in the text box for text questions and use the text editor as necessary. Click in date fields to manually enter the date (MM/DD/YYYY) or click on the Calendar[image: ] icon to select a date from the calendar. Click in a radio button to make selections when necessary.
[image: ][image: ][image: ][image: ]
Click the Add[image: ] icon to add NAICS codes as necessary. Edit or delete any added codes by clicking on the Edit[image: ] or Delete[image: ]icons.
[image: ]
	[image: https://spms.qa.indot.in.gov/F05/S025_files/image001.gif]
	Currently Certified DBE/ACDBE firms accessing the site for the first time will not be able to edit the NAICS Codes. If changes need to be made, a separate Amendment needs to be submitted to change the NAICS codes.
[image: ]


When adding a new record, a new row is added at the top of the table. Select the NAICS code from the dropdown; the Description will automatically populate based on the NAICS code. Click Update to add the record or click Cancel to delete the row and not add a new record.
[image: ]
The new record displays in the table, along with the option to Edit[image: ] or Delete[image: ] the record. The Edit icon will make the NAICS code editable (just like adding a new record). Click Update to update the record or click Cancel to return to the table without changing the record. Click Delete to delete a row; click OK at the confirmation message to delete the record.


Click the Add[image: ] icon to add gross receipts as necessary. 
[image: ]
On the Add screen, enter the year (or click the up and down arrows to change the year) and type in the gross receipts as requested. Click Update to add the record or click Cancel to return to the application without adding the record. Continue adding records as necessary.
[image: ]


The saved record is added to the table, along with the option to Edit[image: ] or Delete[image: ] the record. The Edit icon will open the Edit screen. Make changes and click Update to update the record or click Cancel to return to the table without changing the record. Click Delete to delete a record; click OK at the confirmation message to delete the record.
[image: ]
Click Upload/View documents[image: ] to upload documents as necessary.


[bookmark: _Toc454481080]Section 2B
In Section 2B, complete the text fields as requested. Answer the Yes/No questions by clicking in the appropriate radio button.
[image: ][image: ]


[bookmark: _Toc454481081]Section 3 – Majority/Minority Owner Information
In Section 3 enter the Majority and Minority Owner information. To be a majority owner, an individual must own at least 51% of the company. To add owner information, click the Add[image: ] icon.
[image: ]


Complete the Add screen questions as necessary. Enter text in the text fields, click the appropriate radio button when necessary and click in dropdowns to select the appropriate answer.[image: ][image: ][image: ][image: ][image: ]


Click the Add[image: ] icon to add an initial investment item. 
[image: ]
Select the Investment Type from the dropdown, enter the dollar value and click Update to add the record or click Cancel to return without adding a record.
[image: ]


The new record displays in the table along with the option to Edit[image: ] or Delete[image: ] the record. The Edit icon will open the Edit screen. Make changes and click Update to update the record or click Cancel to return to the table without changing the record. Click Delete to delete a record; click OK at the confirmation message to delete the record.
[image: ]
Once all the Owner Information is added, click Update to add the Owner information or click Cancel to return to the table without adding the information.
[image: ]


The new record displays in the table along with the options to Edit[image: ] or Delete[image: ] the record and View/Upload Documents[image: ]. Continue adding Owner Information as necessary.
[image: ]


[bookmark: _Toc454481082]Section 4 – Control
In Section 4, enter information about the control of the company. For all of the tables, click the Add[image: ] icon to add a record to the table. Complete the required fields and click Update to add the record or click Cancel to return to the table without adding a record. The new record displays in the table, along with the options to Edit[image: ] or Delete[image: ] the record. The Edit icon will open the Edit screen. Make changes and click Update to update the record or click Cancel to return to the table without changing the record. Click Delete to delete a record; click OK at the confirmation message to delete the record. If supporting documents are required, they should be uploaded by clicking on the Upload/View documents[image: ] icon. Some documentation is required for specific tables. A Document Uploaded column appears in those tables, and a green check mark [image: ]appears once the required documentation is uploaded.
[bookmark: _Toc454481083]Section 4A
Start by adding the officers of the company. 
[image: ]


On the Add screen, fill in the information as necessary. If the person is a New Person, then leave the New Person radio button checked and manually enter the information into the text boxes as required. Click Update to add the person to the table or click Cancel to return to the table without adding a person.
[image: ]


If the person being added already exists in the system (from the Section 3 information) then click on the Existing Person radio button and select them from the Existing Person dropdown.  All information will populate based on data entered on previous screens and cannot be edited. Add any missing information as necessary.
[image: ]


After adding the officers, enter information on the Board of Directors. 
[image: ]
The Add screen has the same fields as the Add screen for Officer Information.  
[image: ]

Next list any persons who perform management or supervisory functions for any other business. 
[image: ]
Any person added in Section A is included in the Select Person dropdown. Select the appropriate person, and then add any additional necessary information. 
[image: ]


If any of the persons listed above own or work for any other firms that have a relationship with the Applicant company, they must be listed. 
[image: ]
Any person added in the two tables above in Section 4 is included in the Select Person dropdown. Select the appropriate person, and then add any additional necessary information. 
[image: ]


[bookmark: _Toc454481084]Section 4B
In Section B, identify the firm’s management personnel who control the firm. The owner information from Section 3 is automatically displayed. To change ownership information, return to Section 3 and make updates. Click the Edit Record[image: ]icon to edit responsibilities. 
[image: ]
The list of potential duties displays under the person’s name. By default all are selected to Never. Click the Edit[image: ]icon to change the duty frequency. 
[image: ]


When the Edit icon is clicked, the Duty Frequency column becomes a dropdown for the selected row. Click in the dropdown to change the frequency and click Update to change the record or Cancel to return to the Duty Types table without updating the frequency.
[image: ]


Once all updates are complete, click Close at the bottom of the page.
[image: ]
Repeat the same steps for all Officers, Directors, Managers and Key Personnel.
[image: ]


If any of the people listed in Section B1 or B2 perform a management or supervisory function for any other business, add them in the next table.
[image: ]
Any person added in the tables in Sections A or B are included in the Select Person dropdown. Select the appropriate person, and then add any additional necessary information. 
[image: ]


If any of the people listed above own or work for any other firm, add their information in the next table.
[image: ]
Any person added in the tables in Sections A or B are included in the Select Person dropdown. Select the appropriate person, and then add any additional necessary information. 
[image: ]


[bookmark: _Toc454481085]Section 4C
In Section C list the firm’s inventory. Start with Equipment and Vehicles. 
[image: ]
Enter the Equipment make and model, the current value and select the ownership type from the dropdown. Indicate if the equipment is used as collateral, and where it is stored.
[image: ]


Next add any firm Office Space.
[image: ]
Enter the Street Address, Current Value and if the space is owned or leased.
[image: ]
Add in any Storage Space for the firm.
[image: ]


Enter the Street Address, Current Value and if the space is owned or leased.
[image: ]
[bookmark: _Toc454481086]Section 4D
Indicate whether your firm relies on any other firm for management functions or employee payroll.
[image: ]
[bookmark: _Toc454481087]Section 4E
Add Financial/Banking information.
[image: ]


Enter the Name of the Bank, City & State and select who can sign checks on the account.
[image: ]
Additionally, indicate Bonding information by clicking in the text boxes and entering the limits.
[image: ]


[bookmark: _Toc454481088]Section 4F
Identify all sources, amounts and purposes of money loaned to the firm.
[image: ]
Fill out the information as required on the Add screen.
[image: ]


[bookmark: _Toc454481089]Section 4G
List any contributions or transfers of assets to/from the firm and to/from any of its owners or other individuals in the past two years.
[image: ]
Complete the information on the Add screen as required, entering the contribution/asset, amount, from whom and to whom it was transferred, the relationship and the date of the transfer.
[image: ]


[bookmark: _Toc454481090]Section 4H
List any permits or licenses held by any owner and/or employee of the firm.
[image: ]
Enter the information as required on the Add screen.
[image: ]


[bookmark: _Toc454481091]Section 4I
List the three largest contracts completed by the firm in the past three years (if any).
[image: ]
Enter the contract information as required.
[image: ]


[bookmark: _Toc454481092]Section 4J
List the three largest active jobs on which your firm is currently working.
[image: ]
Enter the company contract information as required.
[image: ]


There is a special table just for Airport Concession applicants.
[image: ]
Enter the Concession information as necessary.
[image: ]


Airport Concessions must also provide information concerning any other airport concession businesses the applicant firm or any affiliate owns and/or operates.
[image: ]
Enter the concession information as necessary.
[image: ]


[bookmark: _Toc454481093]Section 5 – Affidavit of Certification
Section 5 is the Affidavit of Certification. Each business owner must complete the Affidavit. If additional owners need to be in the table, return to Section 3 and make any necessary additions, updates or changes. Click the Signature[image: ] icon to sign the affidavit. 
[image: ]
The Affidavit will open in a new window, populated by the user’s information. Type your name in the eSignature field and enter the current date to sign the affidavit. Click in the check box to affirm the information submitted is true. Click Update to save the signature and return to the application or click Cancel to return to the application without signing the affidavit.
[image: ][image: ]
A green check mark will indicate the affidavit has been signed. Once all owners have signed the affidavit, the next button can be clicked to move on to the next section.
[image: ]
[bookmark: _Toc454481094]Section 6 – Documents Checklist	
The Documents Checklist section provides a way to see which documents have been uploaded and which still need to be added.

[image: ][image: ]
[image: ]
Review each section; anywhere where a check mark is missing, please click the Upload/View Documents[image: ] icon and upload the necessary documents. If the Next button is clicked and documents are still needed, the system will display a warning alerting the User that some additional documents are needed to be uploaded.


[bookmark: _Toc454481095]Section 7 – Personal Net Worth
Finally in Section 7 complete the Personal Net Worth statement. Click on the Edit[image: ] icon to edit the Personal Net Worth document.
[image: ]
The Personal Net Worth section opens in a new window. Information is pre-populated when available. Type in the text boxes, enter dollar amounts where applicable and for all of the tables, click the Add[image: ] icon to add a record to the table. Complete the required fields and click Update to add the record or click Cancel to return to the table without adding a record. The new record displays in the table, along with the options to Edit[image: ] or Delete[image: ] the record. The Edit icon will open the Edit screen. Make changes and click Update to update the record or click Cancel to return to the table without changing the record. Click Delete to delete a record; click OK at the confirmation message to delete the record. If supporting documents are required, they should be uploaded by clicking on the Upload/View documents[image: ] icon. Some documentation is required for specific tables. A Document Uploaded column appears in those tables, and a green check mark [image: ]appears once the required documentation is uploaded.
[image: ][image: ][image: ][image: ][image: ][image: ]
Not all the Asset and Liability fields are editable. Many of the values will populate based on the information entered in the tables below.


Start with the Notes Payable to banks and others. 
[image: ]
Enter information on the Add screen as necessary.
[image: ]
Next enter information about Accounts.
[image: ]
In the Accounts Add/Edit screen, select the Account Type then complete the other fields as necessary.
[image: ]
Add any Real Estate information as necessary. 
[image: ]


Select the Property Type, Method of Acquisition and Frequency from the dropdowns and then type the remaining information into the text fields. 
[image: ]


Next enter information on any Life Insurances Held.
[image: ]
Enter any life insurance information in the text fields.
[image: ]


Enter any other Property or Assets information.  
[image: ]
Select a property type from the dropdown and then complete the remaining text fields.
[image: ]


Enter in details of other businesses.
[image: ]
Select the Business Type from the dropdown and complete the text fields as necessary.
[image: ]
Add any Liability or Unpaid Taxes information.
[image: ]


Select the liability type and complete the remaining text fields.
[image: ]
Indicate any transferred assets.
[image: ]


Enter the name and value of the transfer. Add the people who own the assets now by clicking the Add icon.
[image: ]
Click the Add[image: ] icon to enter the name and relationship of the new asset owner.
[image: ]
Once all asset and liability information has been added, type your name in the eSignature text box, enter the date and click in the check box to affirm the information entered is accurate. Click Update to save the Personal Net Worth statement or click Cancel to return to the Personal Net Worth table without adding the record.
[image: ]
Once all Personal Net Worth statements are entered and the application is complete, click the Submit Application button to submit the application.
[image: ]
Click OK at the confirmation message.

[bookmark: StartAmendment]

[bookmark: _Toc454481096]Start an Amendment
To amend an existing approved application, click the Start Amendment[image: ] icon from the My Application screen.
[image: ]
	[image: https://spms.qa.indot.in.gov/F05/S025_files/image001.gif]
	Once an Amendment is started, it can stay in DRAFT status for up to 30 days. If the Amendment is not submitted within 30 days then the Amendment will automatically be cancelled. A note will appear in the Current Application(s) section to alert the User of the time limit.
[image: ]
If a No Change Affidavit is due and the User sees the Notification on his Current Application(s) header, then an Amendment would not be allowed to be submitted unless a No Change Affidavit is submitted and approved.


The screen will open an editable version of the approved application, populated with all the information previously entered. Make changes as necessary and move through the screens. At any point click the Cancel Amendment button at the bottom of the page to cancel the amendment. Click OK at the confirmation message to cancel the Amendment.
[image: ]


When an Amendment Application is in process, the Application Status changes to Draft, the type changes to Amendment and the Edit[image: ] and Cancel Amendment[image: ] icons are available.
[image: ]
Click Edit to open the Amendment application and continue working the application.
Click Cancel Amendment to cancel the amendment. Click OK at the confirmation message to cancel the amendment. The Application Status will change to Approved and the Type will be New Application.[image: ]
Once the Amendment is submitted for approval, the Application Status changes to Pending, the Type stays Amendment the Certification Status is Certified and the only icon available is View Report[image: ].[image: ]
[bookmark: _Toc454481097]Start Re-Application
A Re-Application can only be submitted if a previous application has been denied or the Certification has been removed due to either not submitting a No Change Affidavit (during the 6 month window) or the New Application was denied. Click Start Re-Application[image: ] to start the re-application process.
[image: ]
Once Start Re-Application is clicked, the Application Status changes to Draft, the Type is Re-Application and the Certification Status is TBD. The only action icon available is Edit[image: ]. Click the Edit icon to work the Re-Application. 
[image: ]
The Re-Application is NOT pre-populated with any previously entered information. Complete the new application as required and Submit.


[bookmark: _Toc454481098]EOD Need More Info
Occasionally the Economic Opportunity Division will need additional information or documentation before an application can be finalized. An email will be sent to the applicant notifying them of the additional information needed. In the Current Application(s) section, the Application Status changes to EOD Need More Info and in the Actions column the Edit icon will be available. Click on the Edit[image: ] icon to change information or upload additional documentation as necessary.
[image: ]
The application will open in EDIT mode. Complete the changes as necessary and click the Next button to move through each section.
[image: ]


At the end of Section 7, click the Submit Application button to resubmit the application for consideration.
[image: ]


[bookmark: _Toc454481099]No Change Affidavit
When the time comes to submit a No Change Affidavit, an alert appears at the top of the Current Application(s) section notifying the user. If the applicant meets the qualifications to submit a No Change Affidavit, click on the red here in the message to open the form.
[image: ]
Once the red here link has been clicked, the No Change Affidavit can also be accessed by clicking on the No Change Affidavit tab.
[image: ]


Click on the Edit[image: ] icon to access the No Change Affidavit form.
[image: ]
The No Change Affidavit form opens populated with information submitted in the original approved application.
[image: ][image: ]


Click Cancel at any time to return to the My Applications screen. Any information entered into the Owner table will be saved, but all other entries will be lost.
[image: ]
Type in the Gross receipts for the past calendar year, and enter the average number of employees employed by the firm.
[image: ]


Review the Owner information and click on the Edit icon to eSign the document. Each Owner needs to complete the eSignature.  Select the Personal Net Worth Range from the dropdown, type in the name to eSign the document and enter the current date.  Check the check box next to “I declare under the penalty…” and click Update to sign the form. Click Cancel to return to the No Change Affidavit form without signing the document.
[image: ]
Click the Edit[image: ] icon again if changes are necessary.
Click the Upload/View Documents[image: ] icon to upload last year’s company tax returns, as well as any personal documents that are required.
[image: ]


Once the signatures are made and the documents are uploaded, click Submit to submit the No Change Affidavit.
[image: ]
In the Current Application(s) section, on the No Change Affidavit(s) tab, the record will show with a status of Pending. Click the Edit icon to view the form.
[image: ]


The No Change Affidavit will open in View mode, so information can be viewed but not edited or resubmitted. Click Cancel to return to the My Application screen.
[image: ]
Once the No Change Affidavit is approved, the Message text at the top of the My Application(s) is removed but on the No Change Affidavit tab the form shows with the status of Approved.
[image: ]
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Affidavit of Certi

ation

This form must be e-signed for each owner upon which disadvantaged status is relied.

A MATERIAL OR FALSE STATEMENT OR OMISSION MADE IN CONNECTION WITH THIS APPLICATION IS SuFFICIENT CAUSE FOR DENIAL OF CERTIFICATION, REVOCATION
OF A PRIOR APPROVAL, INITIATION OF SUSPENSION OR DEBARMENT PROCEEDINGS, AND MAY SUBJECT THE PERSON ANDIOR ENTITY MAKING THE FALSE STATEMENT
TO ANY AND ALL CIVIL AND CRIMINAL PENALTIES AVAILABLE PURSUANT TO APPLICABLE FEDERAL AND STATE LAW.

1/ sally Smith (ull name printec), swear or afim under penalty of law that 1 am | CEo (tte) o the appiication firm 3D Company, Inc. and that

1 have read and understood al of the questions in this application and that all of the foregoing information and statements submitied in this appiication and ifs attachments and supporting documents.
are true and corredt to the best of my knowledge, and that all responses to the questions are full and complete, omitting no material information. The responses include all material information
necessary to fuly and accurately identiy and explain the operations. capabiliies and pertinent history of the named firm as well as the ownership, conirol and affiiations thereof

I recognize that the information submitied in this applcation is for the purpose of inducing certification approval by a govemment agency. | understand that a govemment agency may, by means it
deems appropriate, determine the accuracy and truth of the statements in the appication, and | authorize such agency to contact any entity named in the application, and the named firn's bonding
‘companies, banking institutions, credit agencies, contractors, clients, and other certifying agencies for the purpose of verifying the information supplied and determining the named fim's eigibilfy.

1 agres to Submit to government audit, examination and review of books, records, documents and files, In whatever form they exist, of the named firm and is affiiates, inspection of is places(s) of
business and equipment, and to permitinterviews of its principals, agents, and employees. | understand that refusal to permit such inquiries shall be grounds for denal of certfcation.

If awarded a contract, subcontract, concession lease of sublease, | agree to promptly and directly provide the prime contractor, if any, and the Depariment, recipient agency, or federal funding agency
on an ongoing basis, current, complete and accurate information regarding (1) work performed on the project, (2) payments; and (3) proposed changes, i any, to the foregoing arrangements.

1 agree to provide written nofice to the recipient agency or Unified Cerification Program of any material change in the information contained in the original application vithin 30 calendar days of such
change (e.g., ownership changes, addresstelephone number, personal net worth exceeding $1.32 milion, efc.).

1 acknowledge and agree that any misrepresentation in this application or in records pertaining to  contract or subconiract vill be grounds for terminating any coniract or subcontract which may be
‘awarded; denial or revocation of certication: suspension and debarment; and for initating action under federal and/or state law concerning false statement. fraud or ofher applicable offenses

1 certiy ihat | am a socially and economically disadvantaged individual who is an owner of the above-referenced firm seeking cerlfication s a Disadvantaged Business Enterprise or Ailport
Concession Disadvantaged Business Enterprise. In support of my appiication, | certify that | am a member of one o more of the following groups, and that | have held myself out as a member of the

group(s); HISPANIC OR LATINO

Gender: | FEMALE

I certiy that | am socially disadvantaged because | have been subjected to racial or efhnic prejudice or cutural bias, or have suffered the effects of discrimination, because of my identiy as a member
of one or more of the groups identified above, without regard to my individual qualities

1 further certfy that my personal net worth does not exceed §1.32 milion, and that | am economically disadvantaged because my abilty to compete in the free enterprise system has been impaired
due to diminished capital and credit opportunities s compared to others in the same or similar ine of business who are not socially and economically disadvantaged.
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pariicipate as a DBE or ACDBE, whose ownership and conirol are relied upon for DBE certfication must complete this form. Each person signing this form authorizes the Unifisd
Certification Program (UCP) recipient to make inquires as necessary to verify the accuracy of the statement made. The agency you apply to il use the information provided to
determine whether an ovmer is economicaly disadvaniaged as defined in the DBE program requlafions 49 C.F R Paris 23 and 26.
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