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Launch of the New Application Portal

Effective July 1, 2017, SBSD launched a new certification portal that changed the way a company applies
for all certifications including SWaM, DBE, and ESO. The application process is now an electronic process
that requires all supporting documents to be uploaded into the system by the applicant.

The new system will notify vendors 90 days prior to expiration that they need to seek recertification.
Businesses that have difficulty with uploading documents can reach out to their assigned DSBSD
outreach staff person for support. You can find the outreach staff, as well as the areas they serve,

below.

Business Development and Outreach
Service Business Managers:

Southwest

Kathryn Dolan: 804-786-1087
Kathryn.Dolan@sbsd.virginia.gov
Hampton Roads/Eastern Shore

Angela Barber: 757-385-6407
Angela.Barber@sbsd.virginia.gov

Northern Virginia

Chris Ley: 804-212-4647
Chris.Ley@sbsd.virginia.gov
Central — West

Ramain Gohar: 276-274-9740
Ramain.Gohar@sbsd.virginia.gov

Central — South

Randy Brown 804-371-8258
randy.brown@sbsd.virginia.gov

Director, BDOS

Kathryn Dolan: 804-786-1087
Kathryn.Dolan@sbsd.virginia.gov
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Certification/Transportation Business
Development Specialists:

West/Southwest

Michael Russell: 434-385-0881
michael.russell@sbsd.virginia.gov

Hampton Roads/Eastern Shore
Nina Britton: 757-728-5148
nina.britton@sbsd.virginia.gov
Northern Virginia

Richard Gordon: 571-315-5010
richard.gordon@sbsd.virginia.gov

Central

Elizabeth Goff: 804-786-8973
elizabeth.goff@sbsd.virginia.gov

Director of Certification and Transportation
Business Development

Calvin Thweatt: 804-786-3109
calvin.thweatt@sbsd.virginia.gov
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0ld Application System vs. New Application Portal

If you have never accessed your application via the new Application Portal, you will need to Register.

The previous application system can be seen in Figure 1 below for if you were starting a certification,
recertifying, or generating a tracking number:

nwealth of Virginia ContactUs | Help

Department of Small Business and Supplier Diversity Department of Small

Small, Women- and Minority-owned Business (SWaM) Online Certification

If any problems in completing the form, please contact SBSD Certification at (804) 786-6585.

Eligibility
Has your company ever been certified as a SWaM business by Virginia Department of Small Business and Supplier Diversity (S8SD)? Yes No
Is your firm at least 51% owned and controlled by a member or members of the following ethnicity groups? Yes No

Asian American
African American
Hispanic American
Eskimo and/or Aleut
Native American

Is your firm at least 51% owned and controlled by a woman or by women? Yes No

Does your company meet the definition of a Small Business Yes No
(Small business™ means an independently owned and operated business which, together with affiiates, has 250 or fewer employees, or
average annual gross receipts of $10 million or less averaged over the previous three years)?

Are you a for profit business? Yes No

Continue Reset Form

Department of Small Business and Supplier Divarsity

Figure 1
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Certification Application

Username *

Password *

REGISTER

Did you forget your password?




Certification Division Befsiness Development and Outreach

Click Below:

To Begin the Certification Process

Certification Application



https://www.sbsd.virginia.gov/certification/

Certification Application

Username *

Password *

p— —
REGISTER

Did you forget your password?




Certification Application

Full name *
Username *
Password *

Confirm Password *

REGISTER

CANCEL
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5. After entering the information in all of the fields and clicking the Register button, you will see
the dialog box from Figure 6 below:

Registration successful

Your will receive a verification link to the registered email. Please click on the link to complete the registration successfully.

Figure 6
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6. You will then be sent an email with a link to confirm your Registration, and you will not be able
to login until you have clicked the link in the Registration confirmation email. The email will
come from noreply@sbsd.virginia.gov, is shown in Figure 7 below, and expires in eight hours. Be
sure to add noreply@sbsd.virginia.gov to your email safe list so that our emails do not go to your
Spam or Junk email folder. If you do not click the link in that email within the eight hours before
the link expires, you will have to start the Registration process over again, but will be able to use
the same details (username, email, password) as you used before:

Confirm your email address  inbox

n |
5|

1

Virginia Department of Small Business and Supplier Diversity noreply@sbsd.virginia.gov via s Sep 21 (8 days ago) -

o X
g

COMMONWEALTH of VIRGINTA
Department of Small Business and Supplier Diversify

Dear Whitney Booker,
Thanks for registering with SBSD. Please click on the link below to activate your account.
Confirm your account

This link will expire in & hours from the time of registration.

Thanks,
Team SBSD

Figure 7
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7. After clicking the link, you will see the dialog box from Figure 8 below:

Activation Complete

Your email address is verified. You can now login and create applications.

Figure 8
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Certification Application

Username *

Password *

REGISTER

Did you forget your password?
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I Did Not Click the Link from the Registration Confirmation Email to finish the
Registration Process

e |[f you do not click the link in the Registration confirmation email during the eight hours it is
active and you try to log in with the username and password you created, then you will see the
following dialog box on the login page, and if you no longer have that registration email, you may
click the Resend button to have that email resent to you:

Activate your account

Your profile has not been activated. Please check your email. If you haven't received an activation link, please click#esend button to resend
the mail.

Figure 10

e |f you do not confirm your email address by clicking the link from the Registration Confirmation
email within eight hours, the link will expire, and you will need to register again, but you will be
able to use the same registration information (username, email password) as you did before the
registration email link expired
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Certification Application

Username *

Password *

REGISTER

Did you forget your passwordZ,
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@] Certification Application

Alink to reset password will be sent to your email. If your
email is out of date, please call a certification officer at 804-
786-6585.

Email *

RESET PASSWORD
e ——————————————

Figure 12

3. You will then see the following dialog box from Figure 13:

Password reset

Password reset link has been sent to your registered email address (whitbpromo@gmail.com)

Figure 13

4. You will then be sent an email with a link to reset your password, and the name that appears
after Dear , at the beginning of the email is your username. The email will come from

noreply@sbsd.virginia.gov and is shown in Figure 14 below:
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Password Reset inbox x

Virginia Department of Small Business and Supplier Diversity noreply@shsd.virginia. gov 3:06 PM {58 minutes ago) ‘ - ‘
to me -]

COMMONWEALTH of VIRGINIA
Department of Small Business and Supplier Diversity

‘You can change your password by clicking the below link which is only valid for 8 hours:

Click to change password

Thanks,
Team SBSD




Certification Application

Username *

Password *

Did you forget your passwordz,

REGISTER

Certification Application

A link to reset password will be sent to your email. If yoir
email is out of date, please call a certification officer at 8
786-6585.

RESET PASSWORD

CANCEL
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Password reset

Password reset link has been sent to your registered email address (whitbpromo@gmail.com)

Figure 17

4. You will then be sent an email with a link to reset your password, and you must click the link that
says Click to change password. The email will come from noreply@sbsd.virginia.gov and is shown
in Figure 18 below:

Password Reset inbox x

|
=

Virginia Department of Small Business and Sup
tome (=

lier Diversity noreply@sbsd.virginia.gov 3:06 PM (58 minutes ago) -

COMMONWEALTH of VIRGINIA
Deépartment of Small Business and Supplier Diversity

Dear wabooker,

‘You can change your password by cli

l Click to change Eassword

Thanks,
Team SBSD

ing the below link which is only valid for 8 hours:

Figure 18
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5. When you click that link, you will be taken to the following page from Figure 19. You will need to
enter a new password, re-enter that password to confirm, then click the Submit button:

Af Certification Application

New Password *

Confirm Password *

SUBMIT

Figure 19

6. After clicking Submit, you will see the following dialog box from Figure 20:

Password reset

Your password has been reset successfully. You will be redirected to login page.

Figure 20
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Certification Application

Password *

REGISTER

Did you forget your password?
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I No Longer Have Access to the Email Address Associated with My Profile

e Currently, the email address and username associated with a profile cannot be edited at this
time. Therefore, if you no longer have access to the email address used to register, you will have
to Register a new profile by following the instructions here: | Have Not Already Registered in the
New Application Portal. Then, you will need to contact our office at either 804-786-6585 or
sbsd@sbsd.virginia.gov for assistance with linking to any existing applications that were under
your old profile, since an application can currently only be linked to one profile at a time.

A QR Code is Shown After Signing In (Multi-Factor Authentication)

e Multi-factor authentication (MFA) is optional for users who are not registered with an
@sbsd.virginia.gov domain as their email address and you can click the Skip button, that is
shown in the top right of the screenshot below:
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i =0

Enable Two Factor Authentication

You will need to install a two-factor authentication
application on your smartphone/tablet such as Google
Authenticator (AndroidfiPhone/Blackberry] Authenticator
(Windows Phoneg)

Pair the app using twa-factor authentication application

QR Code Manual Key

Once pairing completed, Enter &-digit code from your twao

factor authenticator app

6-Digit Code

e If you choose to enable the extra security of MFA, you will need to use a phone or tablet to
download and use an authenticator app (your phone is probably better because you probably
always have it with you and if it is time for the Portal to ask you to sign in with MFA, you won't
be able to log in without your authenticator code on whatever device you have it installed on).

e If you choose to enable MFA, you should not need to use an authenticator code every time you
log in. It will only require an authenticator code around every 30 days.

® The most commonly used authenticator app is probably Google Authenticator. You can find a
YouTube video on setting up and using  Google  Authenticator here:
https://youtu.be/2ZLnBx8Mm40
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I Need to Start the SWaM /DBE Application or Recertification Process for
an Application that is Not Already in My Application Queue

NOTE: If you have not registered in the new Application Portal, please see | Have Not Already Registered
in the New Application Portal before continuing with this section.

When you log in to the new Application Portal for the first time, you will see a screen similar to Figure 22
with an empty Application Queue

Application Processing Portal Q, WHITNEY BO... =

Application Queue Application Queue LINK / NEW APPLICATION

Search Sort By
Oldest-Newest

Click LINK / NEW APPLICATION to create a new application

Figure 22
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If this is not the first time you have logged into the Application Portal and you have already started new
application(s) or linked to other applications, you will see those applications in your Application Queue,
and the Link/New Applic_ation button as seen is Figure 23 below:

Application Processing Portal Q T— WHITNEY BO.. &

Application Queue Application Queue LINK / NEW APPLICATION

Search Sort By
Oldest-Newest

Tracking # : 800004
Sub Date : 12/28/2017 ROCKET VENTURES

Exp Date: 12/28/2022

T Sole Proprietorship

Tracking # : 300074

Sub Date: 01/23/2018 VENDOR TIMEOUT
Exp Date : 03/23/2018 -

sn:n- : Processing Comple... i

ESO  DBE | ACDBE

Tracking# : 300145

Sub Date : 10/05/2017 CAN BO DELETE ATTACHED DB...
ExpDate: NA - i

ﬂ:ﬂ.:‘mmmﬂ‘ Sole Proprietorship

Tracking # : 300151
Sub Date : 09/20/2017 ESO TEST

Exp Date: NA i
Status : In-Review i

DBE | ACDBE

Tracking # : 800153

SubDate: NA ZOHO 453 DBE REQUIRED DOC... 515151515
ExpDate: NA = .

s‘:h_:‘lﬂm Sole Proprietorship VA

Tracking # : 300075

Figure 23

Clicking the Link/New Application button will proceed with either the application linking process OR the
new application process, dependent on if your firm already exists in our system or not:

a. Link to an Existing SWaM/DBE application
b. Create a New Application for a Firm That Has Never Previ lv Applied for Certification
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Link to an Existing SWaM/DBE application

If you already have a record tracking number/certification number because you applied for SWaM/DBE
certification with our agency in the past (even if you did not finish the process or were not certified
under that number), then clicking the Link/New Application button will proceed with the application
linking process as follows:

1. Click “Link/New Application”
2. Click the radio button for either EIN or Social Security Number. Then enter either the EIN —OR-
Social Security number associated with|your firm and click Next '

Application Processing Portal Q_ search \ WHITNEY BO... &
|

Application Queue Application Queue n LINK / NEW APPLICATION

Search Sort By
Oldest-Newest

Link Application

@ Federal EIN (O Social Security Numbeg

Federal EIN*

ESO TEST 210230132
Corporation VA

ZOHO 453 DBE REQUIRED DOC... 515151515
Sole Proprietorship VA

Figure 24
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Please contact our office if you cannot remember your previous certification number.

You will also see the screen from Figure 26 if your previous application went too long without any
activity and was consequently purged. If that is the case, there is no application to link to, and you
should create a new application by referring to the section | Need to Create a New Application for a Firm

That Has Never Previously Applied for Certification
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3. If you already have a record tracking number/certification number because you applied for
SWaM/DBE certification with our agency in the past (even if you did not finish the process or
were not certified under that number), then clicking the Next button will proceed with the
application linking process and it will ask for your existing record tracking number/certification
number as follows:

Application Processing Portal Q, Search WHITNEY BO... &

Application Queue Application Queue “ LINK / NEW APPLICATION

Search Sort By

DIGRLRSRe. Link Application

@ Federal EIN O Social Security Number

Federal EIN
32-2323232

Certification number *

ESO
Corpc

ZOHO 453 DBE REQUIRED DOC... 515151515
Sole Proprietorship VA

Figure 25

NOTE: Please contact our office if you cannot remember your existing certification number to enter in
the above screen.
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4. Enter your record tracking number/certification number and click the Link button, and you will
see the following dialog box:

Application Processing Portal Q, Search WHITNEY BO... =

Application Queue Application Queue “ LINK / NEW APPLICATION

Search Sort By
Oldest-Newest

Application found

We have found your application. You can view it in your dashboard.

ESO TEST 210230132
Corporation VA

ZOHO 453 DBE REQUIRED DOC... 515151515
Sole Proprietorship VA

Figure 26

e If you do not see the above message, please see \When Using Link/New Application, the

Portal Says the Application is Already Linked with the Business Owner
5. Click the Close button and the application will now be in your Application Queue
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Granting Another User Access to an Existing SWaM /DBE Application

If you tried to link to an existing SWaM/DBE application and saw the message from When Using
Link/New Application, the Portal Says the Application is Already Linked with the Business Owner, and
you are the administrator-level user that needs to grant access to another user, then following the below
instructions:

1. After logging in, you see the following screen, and need to click the Business Owners tab on the

left:
Application Processing Portal Q, Search I & 2
Application Queue 4 " polication Duoue LINK / NEW APPLICATION
I Business Owners Tracking # : 300163

Sub Date : 02/07/2018 ZOHO 551 - ESO APP CHANGE 515321435

Exp Date : 05/05/2018 .
Search Status: Resubmitted Corporation VA

Tracking # : 800006
Sub Date : 12/05/2018 SBSD-581 .EXE UPLOAD TEST 150325103

Exp Date : 10/26/2019 [ —— oH
Status: Processing Completed P

Tracking # : 800065
Sub Data : 07/01/2019 ACJSCDI 352063026

Exp Date : 047062018 — -
Status : Not Submitted =t ‘tﬂl:'“p A

°

CAN BO DELETE ATTACHED DBED... 512632622
Exp Date: 04/14/2018 B —. OoN

Status: Not Submitted

Tracking # : 300074

Sub Date : 0172472018 VENDOR TIMEOUT

Exp Date: 10/25/2019 c tion
Status : Processing Completed | P!

ESO | DBE | Al

o © 0
o

Tracking # : 300075
Sub Date : 04/05/2018 UNIQUE SSN/TAX ID 351053219

Exp Date: 11/30/2017 C i
‘orporation VA
Status: Not Submitted

Tracking # : 300002

Sub Data : 04718/2018 360+ SERVICE 322323232

Exp Date : 3 .
Status: Processing Completed  S0I€ PTOPrietorship wv

Tracking # : 800164
Sub Date ; 05/03/2018 ABC CONSULTING 531030123

Exp Date : 08/20/2023 Propri i
Status: Processing Completed e Stoshlp VA

Figure 27
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2. You'll see the following screen, and will need to click the button +Add Business Owner:

Application Processing Portal Q | & a

Application Queue Business Owners + ADD BUSINESS OWNER

Business Owners

Searchey v Secrvse =

Search

3 Whitney Booker
whitsbsd@gmail.com

Select a user on the left to view / edit their details

Figure 28

3. You will see the following pop-up box, into which you will need to enter the email address of the
person you want to grant access and then click Send Request:

Application Processing Portal Q, Search & s

Application Queue Business Owners + ADD BUSINESS OWNER

Business Owners

Search By e Q
Search

3 Whitney Booker

whit: gmail.com

Add Business Owner

edit their details

Figure 29
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Whitney Booker has Granted You Access to Their SBSD SWaM/DBE Certification Application
Portal Account - Accept? inboxx

Virginia Department of Small Business and Supplier Diversity noreply@sbsd.virginia.gov via sendgrid.net 11:32 AM (6 minutes ago) ﬁ -
tome ~

COMMONWEALTH of VIRGINTA
Department of Small Business and Supplier Diversity

Greetings!
Whitney Booker has granted you access to view, edit and submit SWaM/DBE certification application(s) on their behalf.

Please click the below link to accept the invitation.
Accept Invitation

After clicking the link, if your email is not already registered, it will take you to the screen for registering in our Application Portal. For instructions on registering in our Application
Portal, please go to our website at https /(/www.sbsd. virginia.gov/certification and click the green button that says New Application Portal instructions. That .pdf has a table of
contents, and you will need to click the section for "Registering and Logging into the New Application Portal” to be taken directly to the section of the instructions that you need.
If you are already registered with us, please login after accepting the invitation.

After logging in, or registering and logging in, you will see a Notification icon{looks like a bell) in the top right of the screen and that icon should have a number averlaying it.

Click that icon, then click the invitation message under that Notification to have a pepup bex with two buttons for the option to either accept or reject the invitation.

Click the accept button to accept the invitation or Reject button to reject the invitation. For further queries, please contact our office at 804-786-5585.
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5. After logging in, or registering and logging in, they will see a Notification icon (looks like a bell) in
the top right of the screen and that icon should have a number overlaying it. Click that icon:

Application Processing Portal Q @ a2

Application Queue 4 Application Queue “ LINK / NEW APPLICATION

Business Owners
Click LINK / NEW APPLICATION to create a new application
Search

Figure 31

6. Then click the invitation message under that Notification:

Application Processing Portal Q r &

ge—
Application Queue A Application Queue [ — Notifications B

You have an invitation from Whitney
Business Owners Booker awaiting acceptance.
Click LINK / NEW APPLICATION to create a new applic

Search

Figure 32
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7. A popup box with two buttons for the option to either accept or reject the invitation will appear:

Application Processing Portal Q, search h 3

Application Queue 4 Application Queue “ LINK / NEW APPLICATION

Business Owners
Click LINK / NEW APPLICATION to create a new application
Search

Accept Invitation

Are you sure you want to accept the Business Owner Invitation
from Whitney Booker?

Figure 33

8. After clicking Accept, instead of their account showing just an outline on the Business Owners
tab, their icon will become
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Application Processing Portal Q, »

Application Queue Business Owners + ADD BUSINESS OWNER

Business Owners

Searchy v Seachse .«

Search

whitsbsda@gmail.com
Email

Whitney Booker
whitsbsd@gmail.com

Select a user on the left to view / edit their details

Figure 34

9. You will not be able to grant them access to application(s) for which you have administrator-level
access until they accept your invitation. Once they do, click the box with their username, and
click the Link button:

Application ProcessingfPortal Q I

Application Queue Business Owners + ADD BUSINESS OWNER

Business Owners
Search By - Search User (o}

Search

whitsbsda@gmail.com

Linked Applications (=] UNLINK

Whitney Booker CERT # BUSINESS NAME EIN/SSN
whitsbsd@gmail.com

800141 Russellville Enterprise 245479268 &

Figure 35
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10. Enter the certification number of the application that you want to grant them access, then click
the Link button, then the Yes button to confirm:

Application Processing Portal Q, Search QD 2

Application Queue Business Owners + ADD BUSINESS OWNER

Business Owners

Search By » SearchUser Q

Search

0 whitsbsda@gmail.com
Email

UNLINK
Link Application
3 Whitney Booker

e Enter the certification number for the application you

want to link this Business Owner(Whitney Booker) ville Enterprise 245479268
800163

Are you sure you want to associate Whitney Booker with
this application?

Figure 36

11. Click the OK button and the application will now be in their Application Queue.
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Removing Another User’s Access to an Existing SWaM /DBE Application

1. You may remove a user’s access to an application for which you have administrator-level access
by either clicking the icon that looks like a link and clicking the Yes I'm Sure button on the
resulting pop-up box::

Application Processing Portal Q | ¢ a

Application Queue Business Owners + ADD BUSINESS OWNER

Business Owners
Search By ~  Search User Q

Search

whitsbsda@gmail.com Linked Applications UNLINK

Email
Whitney Booker CERT # BUSINESZ NAME EIN/SSN

whitsbsd@gmail.com
800141 Russellville Enterprise 2454152 -

800163 Zoho 551 - ESO App Change 515321435 &

Figure 37
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2. You may also remove a user’s access to ALL application(s) for which you have administrator-level
access by clicking the Unlink button and clicking the Yes I’'m Sure button on the resulting pop-up
box:

Application Processing Portal Q | ¢ a

Application Queue Business Owners h‘“ + ADD BUSINESS OWNER

Business Owners
Search By ~  Search User Q

Search

whitsbsda@gmail.com Linked Applications UNLINK

Email
Whitney Booker CERT # BUSINESS NAME EIN/SSN
whitsbsd@gmail.com

800141 Russellville Enterprise 245479268 &

800163 Zoho 551 - ESO App Change 515321435 &

Figure 38
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3. You may also remove a user, which will consequently remove their access to ALL application(s)
for which you have administrator-level access by clicking the icon that looks like a circle with a
line through it and clicking the Yes I’'m Sure button on the resultihg pop-up box:

Application Processing Portal Q | ¢ a

Application Queue Business Owners + ADD BUSINESS OWNER

Business Owners
Search By ~  Search User Q

Search

whitsbsda@gmail.com Linked Apr.iications UNLINK

Email
Whitney Booker CERT # BUSINESS NAME EIN/SSN
whitsbsd@gmail.com

800141 Russellville Enterprise 245479268 &

800163 Zoho 551 - ESO App Change 515321435 &

Figure 38
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Create a New Application for a Firm That Has Never Previously Applied for
Certification

If you do NOT already have a record tracking number/certification number because you have not applied
for SWaM/DBE certification with our agency in the past, then clicking the Link/New Application button
will proceed with the new application process as follows:

1. Click “Link/New Application”
2. Click the radio button for either EIN or Social Security Number. Then enter either the EIN —OR-
Social Security number associated with|your firm and click Next '

Application Processing Portal Q_ Search "l. WHITNEY BO... &

Application Queue Application Queue n LINK / NEW APPLICATION

Search Sort By
Oldest-Newest

Link Application

(®) Federal EIN (O Ssocial Security Numbg

Federal EIN *

ESO TEST 210230132

Corporation VA

ZOHO 453 DBE REQUIRED DOC... 515151515
Sole Proprietorship VA

Figure 39
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3. You will then see the dialog box show below, and will need to click the Yes button:

Application Processing Portal Q Search WHITNEY BO... &

Application Queue Application Queue “ LINK / NEW APPLICATION

Search Sort By
Oldest-Newest

Link Application

Application with the specified Federal EIN
does not exist. Do you want to start a new
application?

CAN BO DELETE ATTACHED DB... 512632622
Sole Proprietorship VA

ESO TEST 210230132
Corporation VA

Figure 40

IMPORTANT NOTE: If you see a message similar to the above but believe that you DO already have an
existing application, it may not have been found because the Federal EIN for your business changed since
you last applied, or because you previously used your social security number as opposed to a Federal EIN
for your business. In that case, click the Back button and on the previous screen that asks for your firm’s
EIN or Social Security Number enter your firm’s previous EIN or Social Security Number that you used
when you last applied and proceed. Once you link to your application, you will be able to updated your
firm’s EIN or Social Security Number to the current Tax ID
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Please verify that the application is complete and all the documents have been uploaded before submitting the
application. The very last step is to sign the affidavit and debarment form to establish that all the information is accurate.
This must be signed by a majerity owner of the company.

Designations and Business type

Select the designations you are applying for:*

O small

|:| Micro

O women owned

O Minority Owned

[ pisabled Veteran Owned
O eso

[ oet

[ acoee

Which of the following describes your business?*

QO Lc

(@] Corporation

)
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Respond to a Document Request that Asks You to Upload the Requested
Documents

NOTE: If you have not registered in the new Application Portal, please see | Have Not Already Registered
in the New Application Portal before continuing with this section. If you do not see the application for
the company that our agency is requesting documents for, then please also see | Need to Start the
SWaM/DBE Application or Recertification Process for an Application that is Not Already in M

Application Queue before continuing with this section.

1. After logging in, find the application for which you received a document request. You will usually

see its status as either Documents Requested in your Application Queue

Tracking # : 800074
Sub Date : 07/18/2017 VENDOR TIMEOUT

ExpDate: NA c &
Status : Documents reques...

-OR-

Sometimes, the application may show with an application status of Processing Completed instead of
Documents Requested, even though you received a document request via email, or followed up fé'find,_
out that documents were requested ™,

VENDOR TIMEOUT ° mic w MIN = VET | ESO  DBE ACDBE

Apprav._.

Even if the application status is Processing Completed, you will still be able to continue with this section
in uploading and submitting the requested documents.

2. Click on the application in your Application Queue to be brought to the Requested Documents

Upload screen
|

ExpDate: NA c &
Status : Documents reques...

Tracking # : 800074
Sub Date : 07/18/2017 VENDOR TIMEOUT °
Pending
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3. You will be brought to the Requested Documents screen shown below, where you will need to
upload all of the documents requested, before the Resubmit button will allow you to resubmit:

° ° ° WHITNEY BOOKER &

Application Documents Submit

Tracking # : 800074

Your Application was submitted on Tuesday, Jul 18, 2017

Additional Documents Requested

Certification Review Process

The steps below outline what you can expect through the application process.
Submit Application
Congrats on submitting your application! Submitting your application is the first major step.
Pending Review
Applications will be reviewed in the order in which they are received.
BACK RESUBMIT

Figure 42
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2 Whitney Booker | Account | Logout
Application Documents Submit

Tracking # : 800151

Additional Documents Requested

CC email to CO test

Certification Review Process

The steps below outline what you can expect through the applic

Submit Application
Congrats on submitting your application! Submitting your application is the first major step.

Pending Review
Applications will be reviewed in the order in wh

Assignment
A Certification Officer will be assigned to personally review your application.

Review
The Certification Officer will then review your application and check for any missing documents.

Request for Additional Documentation
If a decision cannot be made with the provided documents, you may be asked for more supporting documents.

Decision
A decision will be made.

RESUBMIT ‘
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5. You will then see the following dialog box:

Application Resubmitted

Your application has been resubmitted and has been added to the gueue for processing.

Figure 44

6. Click the Close button. You are done with the process for now, and will just need to wait for
communication from our office regarding updates to the status of your application. When you
click the Back button until you get back to your Application Queue, you will see the application
status as Resubmitted:

Tracking # : 300074

Sub Date : 12/05/2017 VENDOR TIMEOUT

Exp Date: NA &
Status: Resubmitted CoNE
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Important Notes About Attaching Documents

e Any documents that you attach in the New Application Portal MUST NOT be password
protected. If they are, the Certification Officer processing your application will not be able to
view that document and will have to request a version of the document that is not password
protected, which will result in delays to the process.
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SWaM Certification

Applying for SWaM Certification

NOTE: If you have not registered in the new Application Portal, please see | Have Not Already Registered
in the New Application Portal before continuing with this section. Additionally, if your firm has both
SWaM and DBE designations selected, please instead refer to Applying for DBE/ACDBE Certification,
Submitting the Annual Submission Requirement for Currently-Approved DBEs Documents, or
Submitting the Notification of Change Requirement for Currently Approved DBEs Documents

e |[f you do not see the application of the company for which you are applying, then please also see
I Need to Start the SWaM/DBE Application or Recertification Process for an Application that is

Not Already in My Application Queue before continuing with this section.

1. Click on the application in your Application Queue for the firm that you wish to apply for SWaM
certification
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Application Documents Submit

Please verify that the application is complete and all the documents have been uploaded before submitting the
application. The very last step is to sign the affidavit and debarment form to establish that all the information is accurate.
This must be signed by a majority owner of the company.

Designations and Business type

Select the designations you are applying for:*

O small

|:| Micro

[ women Owned

[ Minority Owned

[ bpisabled Veteran Owned
[ eso

[ ose

[ acpBe

Which of the following describes your business?*

O Luc

O Corporation

o | e
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Upload Documents

The SBSD now requires all documents to be uploaded digitally. This is a secure web site which uses encryption technology
to ensure that your data is kept confidential. Your documents will be uploaded to our secure on-premise database.

Note : File size should be less than 50MB

Required Documents

Current business license UPLOAD

Praof of Identity & UPLOAD

Proo S Citizenship ar Permanent Residency @ UPLOAD

Resumes of owners and officers @ UPLOAD

Professional Licenses and Permits (@ UPLOAD

Proof of Contributions & UPLOAD

Certificate of Assumed/Fictitious Name @ UPLOAD

Proof of EIN & UPLOAD
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4. You will need to upload the appropriate document to ALL of the upload spaces that appear on
that page, the documents of which will vary depending on how you filled out the application.
You will not be able to move forward until you upload all of those documents, and clicking the
Next button without all of those documents uploaded will result in the following dialog box:

Required Documents

Please upload all the required douments.

Figure 47

NOTE: There is no Save button on the Upload screen, since the application auto-saves after each
document you upload.

If there are relevant documents you need to upload that either do not appear on the upload screen, or
for which the upload space has already been used, please see | Need to Upload Documents and There is

No Available Upload Space.
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Application Documents Submit

Submit application

Please verify that the application is complete and all the documents have been uploaded before submitting the
application. The very last step is to sign the affidavit and debarment form to establish that all the information is accurate.
This must be signed by a majority owner of the company.

Affidavit and Debarment Form

Debarment and Acknowledgment Affidavi

Debarment Certification: The undersigned certify that information supplied herein is correct and that neither the applicant nor any principal or officer so far as
known is new debarred ar otherwise declared ineligible by any agency of the Commenwealth of Virginia from making offers for furnishing materials, supplies, or
services to the Commonwealth of Virginia or any agency thereof. The undersign do sclemnly declare and affirm under the penalties of perjury that the contents of
the forgeing statements are true and correct and include all information necessary to identify and explain the operation of the applicant as well as the ownership
thereof. The undersigned also swears or affirms that the above-mentioned firm is a bonafide small, minority-owned or women-owned business enterprise thatis
majority-cwned and controlled by one or more minarities/women er other qualified person who exercises independent day-to day management.

NAME OF FIRM

The undersigned agree to notify the Virginia Department of Small Business and Supplier Diversity within 30 days of any change in the swnership, control,
management, or status as an on-gaing SWalM business concern. By g and submitting this ce! ation application the undersigned agree to expeditiously
submit any additional documentation (e. (State and Federal) tax returns, equipment lease agreements, real estate lease agreements, etc.) deemed necessary to
suppaort the initial and/er continuous certification of the above named firm. The undersign understands that any material misrepresentation or failure to nertify the
Department of changes as stipulated above will be grounds for denial or revocation of certification and initiation of action under Federal or State laws concerning
falsely sworn statements.

SIGNATURE OF AUTHORIZED OWNER

Date

09-22-2017

PRINTED NAME AND TITLE (Owiner)
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Application Documents

Debarment and Acknowledgment Affidavi

Debarment Certification: The undersigned certify that informartion supplied herein is correct and that neither the applicant nor any principal or officer so far as
knowin is now debarred or atherwise declared iheligible by sny agency of the Commonwesith of Virginia from making offers for furnishing materials, supplies, or
services to the Commonwesalth of Virginia or arfy agency thereof. The undersign do solemnly declare and affirm under the penalties of perjury thar the contents of
the forgoing statements are true and correct afd include all information necessary to identify and explain the operation of the applicant as well as the ownership
thereof. The undersigned also swears or affirmgs that the above-mentioned firm is a bonafide small, minority-owned or women-owned business enterprise that
majority-owned and controlled by ane or morg minorities/wormen or other qualified person who exercises independent day-to day management.

ess and Supplier Diversity within 30 days of any change in the ownership, contral,
g and submitting this certification application the undersigned agree to expeditiously
submit any additional documentation (e
support the initial andfor continuous ceftification of the above named firm. The undersign understands that any material misrepresentation or failure to notify t
Department of changes as stipulated apove will be grounds for denial or revocation of certification and initiation of action under Federal or State laws concerping

falsely sworn statements.
/

I declare under penalty of perjury that the information provided in this application and supporting documents is true and correct.
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Application Documents

Debarment and Acknowledgment Af

Debarment Certification: The undersigned certify that information supplied herein is correct and that neither the applicant nor any plincipal or officer se far as
known is now debarred or otherwise declared ineligible by any agency of the Commonwealth of Virginia from making offers for furnijhing materials, supplies, or
services to the Commonwealth of Virginia or any agency thereof, The undersign do solemnly declare and affirm under the penalties of perjury that the contents of
the forgaing statements are true and correct and include all infarmation necessary to identify and explain the operation of the applicaht as well as the ownership
thereof. The undersigned also swears or affirms that the above-mentianed firm is a bonafide small, minority-owned or women-owned|business enterprise that is
majority-owned and controlled by one or more minarities/iwamen or ather qualified person who exercises independent day-to day mahagement.

NAME OF FIRM

management, or status as an on-going SWal business concern. By signing and submitting this certification application the undersigned agree to expeditiously
submit any additional documentation (e.g.: (State and Federal) tax returns, equipment lease agreements, real estate lease agreements, etq.) deemed necessary to
support the initial andfor centinuous certification of the abeve named firm, The undersign understands that any material misrepresentatign or failure to notify the
Department of changes as stipulated abowve will be grounds for denial or revocation of certification and initiation of action under Federal of State laws concerning
falsely sworn statements.

SIGNATURE OF AUTHORIZED OWNER
JANE DOE

Date

09-22.2017

PRINTED NAME AND TITLE

JANE DOE,OWNER
(Owner]

| declare under penalty of perjury that the infarmation provided in this application and supporting documents is true and correc|
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Application Documents Submit

Submit application

Please verify that the application is complete and all the documents have been uploaded before submitting the
application. The very last step is to sign the affidavit and debarment form to establish that all the information is accurate.

This must be signed by a majority owner of the company.

Affidavit and Debarment form

Saved Affidavit an DOWNLOAD

BACK SUBMIT
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9. Click the Submit button on that screen, and your SWaM application will then be submitted, and
you will see the following screen:

& C | & Secure | https://cov-shsd-cert-uatmybluemix.net/boPortal/247 T B @ B Q Qo@D 0 e
55 Apps W Bookmarks Bockmarks Imported From Firefc  [] POACHi#t & Best Day Spa | Richn

Application Submitted

Your application has been submitted.

Figure 52

You are done with the process for now, and will just need to wait for communication from our office
regarding updates to the status of your application. When you click the Back button until you get back to
your Application Queue, you will see the application status as either Submitted or Resubmitted
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Applying for SWaM Recertification

NOTE: If you have not registered in the new Application Portal, please see | Have Not Already Registered
in the New Application Portal and | Need to Start the SWaM/DBE Application or Recertification
Process for an Application that is Not Already in My Application Queue before continuing with this
section. Additionally, if your firm has both SWaM and DBE designations selected, please instead refer to
Applying for DBE/ACDBE Certification, Submitting the Annual Submission Requirement for
Currently-Approved DBEs Documents, or Submitting the Notification of Change Requirement for
Currently Approved DBEs Documents

1. After logging into your profile, you will see the page with your Application Queue, which
contains all of the applications you have created or linked to, as shown below:

Application Processing Portal Q WHITNEY BOO... &

Application Queue Application Queue “ GD LINK APPLICATION -+ ADD APPLICATION

Search Sort By
Oldest-Newest

Tracking # : 702088
Sub Date : 08/03/2012 ABC COMPANY INC
Ex) : NA

e .
Status: Completed cm

-
0

(- ! - )
{: )

Tracking # : 720153
Sub Data:: 0172872010 TEST OF CORRECTIONS TO DBE APP
Exp Date : NA .

St:n-: Completed Joint Ventures

Tracking # : 726146

725952
Sub Date : 04/11/2017 DBE APP AND PNW REPLACEMENT TEST

ExpDate: NA. =
FremraeEI———

-

Tracking #: 5513

DUPLICATE RECORD
Corporation

@
Pending,
@
Pending.
°
Pending.
@
Pending.
@
Closed

o 10 10 |0

Figure 53
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2. Your Application Queue shows the SWaM Expiration Date for the applications that are/were
approved for one or more SWaMdesignations, as shown below:

Tracking # : 200006

s uate WM0NZ. -35D-581 .EXE UPLOAD TEST

Exp Date : 12/30/2017 Sole P jet ip

Status: Compieted

Figure 54

3. Click on the application that you will begin the SWaM recertification process for

4. You will see the screen, as shown below, and you will not be able to edit the application
information until you click the Recertify SWaM button in the bottom right of the footer of the
page:

Application DBE Documents SWaM Documents Submit

Certification # : 800006 ° o W || MM | VET | ESO || DEE | ACDEE &a) | FSDV | EDW
Your Application was submitted on Wednesday, Deq5, 2018, 3:27 PM.

Certification Review Process

The steps below outline what you can expect thro§gh the application process.

Submit Application

Congrats on submitting your application! S§§bmitting your application is the first major step
Pending Review

Applications will be reviewed in the order in whigh they are received.

Assignment

A Certification Officer will be assigned to personally revigw your application.

Review
° The Certification Officer will then review your application and ch for any missing documents.

Request for Additional Documentation

If a decision cannot be made with the provided documents, you may be asked fdgmore supporting documents.

Decision

Figure 55

5. After clicking that button, you will see the following dialog box:
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Notification

Your application for recertification will be subject to approval

from a certification officer.

IMPORTANT NOTE: The OK button that appears in green next to the CANCEL button below may appear
grayed out instead of green, but it is actually still clickable

= C' | & Secure | httpsy/cov-shsd-cert-uat.mybluemix.net/boPortal/178/edit/1 T B @ 89 O ¢ @@ 0DE 0 e

52 Apps Y Bookmarks Bookmarks Imported From Firef= [} POACHit § Best Day Spa|Richm

Notification

A copy of the current application will be made, which will
be shown in the directory.You can make changes on the

current application and apply for recertification. Click Ok

to continue.

Figure 56
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Application Documents Submit

Please verify that the application is complete and all the documents have been uploaded before submitting the
application. The very last step is to sign the affidavit and debarment form to establish that all the information is accurate.
This must be signed by a majority owner of the company.

Designations and Business type

Select the designations you are applying for:*

Small

|:| Micro

O women owned
Minarity Owned
Disabled Veteran Owned
[ eso

DBE

[ acoee

Which of the following describes your business?*

® LLC

O Corporation

[ | =}
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Search faf NAICS Codes that most accurately represent your business and enter
ing with the primary code.

The North American Industry Classification System (NAICS)

classifies bukiness establishments for the purpose of

collecting, anjalyzing, and publishing statistical data related to

the U.S. econlpmy. The NAICS industry codes define

establishmentg based on the activities in which they are

primarily engag

Use the fields bellow to enter non-primary NAICS descriptions and codes.

NAICS Description NAICS Code

test 123123

SEARCH NAICS CODES

+ Add another produkt line/service

FOIA Exemption

The Virginia Public Procurement Act (hitg;//law.lis.virginia.gov/vacode/title2.2/chapter43/) allows for the exemption of
certain infermation from public disclosure™Jnder the Freedom of Information Act (FOIA), an applicant must request the
exemption in writing so that certain informatitg, such as confidential proprietary information or trade secrets (patent
information) can be withheld from public view.*

@ No exemption is requested.

O Exemnption is requested.
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8. You will then see the Required Documents upload page, shown below, which will show all of the
documents you are required to upload to the Application Portal, based on how you filled in the
application information:

& C | & Secure | https;//cov-shsd-cert-uat.mybluemix.net/boPortal/247 w k@ 9 Q e DR o B
i Apps sk Bookmarks Bookmarks Imported From Firefc [} POACHit § BestDay Spa| Richn
© o O .
- Whitney Booker|Account| Logout

Application Documents Submit

Upload Documents

The SBSD now requires all documents to be upleaded digitally. This is a secure web site which uses encryption technology
to ensure that your data is kept confidential. Your documents will be uploaded to our secure on-premise database.

Note : File size should be less than 50MB

Required Documents

Current business license @ UPLOAD
Proof of Identity @ UPLOAD
Proof of U.S Citizenship or Permanent Residency @ UPLOAD
Resumes of owners and officers © UPLOAD
Professional Licenses and Permits (© UPLOAD

Proof of Contributions @ UPLOAD

Proof of EIN & UPLOAD

[ = ]

Figure 59

NOTE: There is no Save button on the Upload screen, since the application auto-saves after each
document you upload.

If there are relevant documents you need to upload that either do not appear on the upload screen, or

for which the upload space has already been used, please see | Need to Upload Documents and There is
No Available Upload Space.
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9. You will need to upload the appropriate document to ALL of the upload spaces that appear on
that page, the documents of which will vary depending on how you filled out the application.
You will not be able to move forward until you upload all of those documents, and clicking the
Next button without all of those documents uploaded will result in the following dialog box:

Required Documents

Please upload all the required douments.

Figure 60

NOTE: There is no Save button on the Upload screen, since the application auto-saves after each
document you upload.

10. Upload all of the Required Documents to the appropriate space, using the Upload buttons
beside each required document. The application auto-saves after each document you upload,
but when you have uploaded all of the required documents, click the Next button in the bottom
right of the footer of the page
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Application Documents Submit

Submit application

Please verify that the application is complete and all the documents have been uploaded before submitting the
application. The very last step is to sign the affidavit and debarment form to establish that all the information is accurate.
This must be signed by a majority owner of the company.

Affidavit and Debarment Form

Debarment and Acknowledgment Affidavi

Debarment Certification: The undersigned certify that information supplied herein is correct and that neither the applicant nor any principal or officer so far as
known is new debarred ar otherwise declared ineligible by any agency of the Commenwealth of Virginia from making offers for furnishing materials, supplies, or
services to the Commonwealth of Virginia or any agency thereof. The undersign do sclemnly declare and affirm under the penalties of perjury that the contents of
the forgeing statements are true and correct and include all information necessary to identify and explain the operation of the applicant as well as the ownership
thereof. The undersigned also swears or affirms that the above-mentioned firm is a bonafide small, minority-owned or women-owned business enterprise thatis
majority-cwned and controlled by one or more minarities/women er other qualified person who exercises independent day-to day management.

NAME OF FIRM

The undersigned agree to notify the Virginia Department of Small Business and Supplier Diversity within 30 days of any change in the swnership, control,
management, or status as an on-gaing SWalM business concern. By g and submitting this ce! ation application the undersigned agree to expeditiously
submit any additional documentation (e. (State and Federal) tax returns, equipment lease agreements, real estate lease agreements, etc.) deemed necessary to
suppaort the initial and/er continuous certification of the above named firm. The undersign understands that any material misrepresentation or failure to nertify the
Department of changes as stipulated above will be grounds for denial or revocation of certification and initiation of action under Federal or State laws concerning
falsely sworn statements.

SIGNATURE OF AUTHORIZED OWNER

Date

09-22-2017

PRINTED NAME AND TITLE (Owiner)
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Application Documents

Debarment and Acknowledgment Affidavi

Debarment Certification: The undersigned certify that informartion supplied herein is correct and that neither the applicant nor any principal or officer so far as
knowin is now debarred or atherwise declared iheligible by sny agency of the Commonwesith of Virginia from making offers for furnishing materials, supplies, or
services to the Commonwesalth of Virginia or arfy agency thereof. The undersign do solemnly declare and affirm under the penalties of perjury thar the contents of
the forgoing statements are true and correct afd include all information necessary to identify and explain the operation of the applicant as well as the ownership
thereof. The undersigned also swears or affirmgs that the above-mentioned firm is a bonafide small, minority-owned or women-owned business enterprise that
majority-owned and controlled by ane or morg minorities/wormen or other qualified person who exercises independent day-to day management.

ess and Supplier Diversity within 30 days of any change in the ownership, contral,
g and submitting this certification application the undersigned agree to expeditiously
submit any additional documentation (e
support the initial andfor continuous ceftification of the above named firm. The undersign understands that any material misrepresentation or failure to notify t
Department of changes as stipulated apove will be grounds for denial or revocation of certification and initiation of action under Federal or State laws concerping

falsely sworn statements.
/

I declare under penalty of perjury that the information provided in this application and supporting documents is true and correct.
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Application Documents

Debarment and Acknowledgment Af

Debarment Certification: The undersigned certify that information supplied herein is correct and that neither the applicant nor any plincipal or officer se far as
known is now debarred or otherwise declared ineligible by any agency of the Commonwealth of Virginia from making offers for furnijhing materials, supplies, or
services to the Commonwealth of Virginia or any agency thereof, The undersign do solemnly declare and affirm under the penalties of perjury that the contents of
the forgaing statements are true and correct and include all infarmation necessary to identify and explain the operation of the applicaht as well as the ownership
thereof. The undersigned also swears or affirms that the above-mentianed firm is a bonafide small, minority-owned or women-owned|business enterprise that is
majority-owned and controlled by one or more minarities/iwamen or ather qualified person who exercises independent day-to day mahagement.

NAME OF FIRM

management, or status as an on-going SWal business concern. By signing and submitting this certification application the undersigned agree to expeditiously
submit any additional documentation (e.g.: (State and Federal) tax returns, equipment lease agreements, real estate lease agreements, etq.) deemed necessary to
support the initial andfor centinuous certification of the abeve named firm, The undersign understands that any material misrepresentatign or failure to notify the
Department of changes as stipulated abowve will be grounds for denial or revocation of certification and initiation of action under Federal of State laws concerning
falsely sworn statements.

SIGNATURE OF AUTHORIZED OWNER
JANE DOE

Date

09-22.2017

PRINTED NAME AND TITLE

JANE DOE,OWNER
(Owner]

| declare under penalty of perjury that the infarmation provided in this application and supporting documents is true and correc|
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Submit application

Please verify that the application is complete and all the documents have been uploaded before submitting the
application. The very last step is to sign the affidavit and debarment form to establish that all the information is accurate.

This must be signed by a majority owner of the company.

Affidavit and Debarment form
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15. Click the Submit button on that screen, and your SWaM recertification application will then be
submitted, and you will see the following screen:

& C | & Secure | https://cov-shsd-cert-uatmybluemix.net/boPortal/247 T B @ B Q Qo@D 0 e
55 Apps W Bookmarks Bockmarks Imported From Firefc  [] POACHi#t & Best Day Spa | Richn

Application Submitted

Your application has been submitted.

Figure 65

16. You are done with the process for now, and will just need to wait for communication from our
office regarding updates to the status of your application. When you click the Back button until
you get back to your Application Queue, you will see the application status as Resubmitted
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Making Changes to the Application Information of an Approved SWaM Not Yet Due
for Recertification

NOTE: If you have not registered in the new Application Portal, please see | Have Not Already Registered
in the New Application Portal and | Need to Start the SWaM/DBE Application or Recertification
Process for an Application that is Not Already in My Application Queue before continuing with this
section. Additionally, if your firm has both SWaM and DBE designations selected, please instead refer to
Applying for DBE/ACDBE Certification, Submitting the Annual Submission Requirement for
Currently-Approved DBEs Documents, or Submitting the Notification of Change Requirement for
Currently Approved DBEs Documents

If you applied for certification or recertification prior to July 1, 2017, please complete the SWaM Notice
of Change Form found at

completed form to §b§d@§b§d .virginia.gov.

If you applied for SWaM certification or recertification using our new electronic portal that launched on
July 1, 2017, please log into your account and continue with the directions below:

1. After logging into your profile, you will see the page with your Application Queue, which
contains all of the applications you have created or linked to, as shown below:

Application Processing Portal Q WHITNEY BOO... &

Application Queue Application Queue n G LINK APPLICATION + ADD APPLICATION

Search Sort By
Oldest-Newest

Tracking # : 702088
Sub Date : 08/03/2012 ABC COMPANY INC

Exp Date: NA

Status: Completed =

-
0

9 10
{:)

Tracking # : 720153
SubDate : 01/28/2016 TEST OF CORRECTIONS TO DBE APP
ExpDate: NA =

St:n-: [ O

Tracking # : 726146
Sub Date : 04/25/2017 ABCDEF

Exp Date: NA
Status: Completed eI

Tracking # : 725052
SubDate: 04/11/2017 DBE APP AND PNW REPLACEMENT TEST

ExpDate: NA -
FramraeEI———

-

Tracking #: 5512

SubDate : 10/04/2005 DUPLICATE RECORD
ExpData: NA

Status: Completed Corporation

@
Pending.
@
Pending.
°
Pending.
@
Pending.
@
Closea

o 0 10 10

Figure 66
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2. Click on the application for which you need to update the information

3. You will see the screen, as shown below, and you will not be able to edit the application
information until you click the Edit button in the bottom right of the footer of the page:

WHITNEY BO... o

© © ©

Application Documents Submit

Certification # : 800164 ° @ w MIN | VET ESO | DBE | ACDBE

Your Application was submitted on Friday, Sep 24, 2017

Certification Review Process

The steps below outline what you can expect thijpugh the application process.

Submit Application
Congrats on submitting your application! SUgmitting your application is the first major step.

Pending Review
Applications will be reviewed in the order in which they are received.

Assignment
A Certification Officer will be assigned to personally review your 4

Review
The Certification Officer will then review your application and check for any missing te

Figure 67

4. After clicking that button, you will see the following dialog box and you will need to click the OK
button:

Notification

Your application edits will be subject to approval from a

certification officer.

IMPORTANT NOTE: The OK button that appears in green next to the CANCEL button below may appear
grayed out instead of green, but it is actually still clickable
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5. After clicking the OK button, the screen will show as follows and you will be able to edit/update
the application information:

o ©) .
h— WHITNEY BO... am

Application Documents Submit

Please verify that the application is complete and all the documents have been uploaded before submitting the
application. The very last step is to sign the affidavit and debarment form to establish that all the information is
accurate. This must be signed by a majority owner of the company.

Designations and Business type

Select the designations you are applying for:*

Small

Micro

] women owned

O Minority Owned

[[] pisabled Veteran Owned
] Eso

] pBe

[C] AcpBE

Which of the following describes your business?*

O LLc

O Corporation
=)
Figure 68

If you start making edits, but will not finish filling out the application updates in one sitting, click the
Save button in the bottom footer of the page to save what you have entered thus far.
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6. Once you finish updating and/or editing the application information, click the Next button in the
bottom right of the footer of the page:

& C' | @ Secure | https¥cov-sbsd-cert-uat.mybluemix.net/boPortal v Bk @ 8 O d @ @D RO |2}
3 Apps ¢ Bookmarks Booknprks Imported From Firefc  [] POACHit § BestDay Spa|Richn
-
o ® O ‘
S = Whitney Booker | Account| Logout
Application Documents Submit

Search fof] NAICS Cades that most accurately represent your business and enter
below, stafjting with the primary code.

SEARCH NAICS CODES

The North American Industry Classification System (NAICS)

classifies bukiness establishments for the purpose of

collecting, anjglyzing, and publishing statistical data related to

the U.S. econgmy. The NAICS industry codes define

establishmentg based on the activities in which they are

primarily engaged.

Use the fields below to enter non-primary NAICS descriptions and codes.
NAICS Descriptien NAICS Code

test

23123

+ Add another produkt line/service

FOIA Exemption
The Virginia Public Procurement Act (hitg;//law.lis.virginia.gov/vacode/title2.2/chapter43/) allows for the exemption of
certain infermation from public disclosure™Jnder the Freedom of Information Act (FOIA), an applicant must request the
exemption in writing so that certain informatibg, such as confidential proprietary information or trade secrets (patent
information) can be withheld from public view.*

@ No exemption is requested.

O Exemption is requested.

Figure 69

7. You will then see the following dialog box, for which you will need to enter an update reason
(i.e., Updating address, Updating owners, Adding affiliates, etc.):
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Reason for editing application

8. After entering an update reason and clicking the Save button, you will then see the Required
Documents upload page shown below, which, since you already certified/recertified via the new
Application Portal, will show all of the required documents filled in, unless you made a change
that generates new upload spaces. If your change involves changes to documents which were
previously submitted, a certification officer will request any relevant updated documents as soon
as they review your change:

Q o @ WHITNEY BO... &

Application Documents Submit

Upload Documents

The SBSD now requires all documents to be uploaded digitally. This is a secure website which uses encryption
technology to ensure that your data is kept confidential. Your documents will be uploaded to our secure on-premise
database.

Note : File size should be less than 50MB

Required Documents

Current business license © i-9-paper-version.pdf
Proof of Identity @ i-9.pdf
Proof of U.S Citizenship or Permanent Residency @& i-9-paper-version.pdf
Resumes of owners and officers @ i-9.pdf
Professional Licenses and Permits @ i-9-paper-version.pdf
Proof of Contributions @ i-9.pdf
Proof of EIN @& i-9-paper-version.pdf
BACK
Figure 70
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NOTE: If there are open upload spaces generated based on your change, be aware that there is no Save
button on the Upload screen, since the application auto-saves after each document you upload.

If there are relevant documents you need to upload that either do not appear on the upload screen, or
for which the upload space has already been used, please see | Need to Upload Documents and There is
No Available Upload Space.
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9. If there were open upload spaces generated based on your change, upload all of the Required
Documents to the appropriate space, using the Upload buttons beside each required document.
The application auto-saves after each document you upload, but when you have uploaded all of
the required documents, click the Next button in the bottom right of the footer of the page

10. Click the Resubmit button on the screen shown below:

Q ° ° WHITNEY BO... &

Application Documents

Submit

DBE = ACDBE

Submit application

Please verify that the application is complete and all the documents have been uploaded before submitting the
application. The very last step is to sign the affidavit and debarment form to establish that all the information is

accurate. This must be signed by a majority owner of the company.

Affidavit and Debarment form

Saved Affidavit and Debarment form

Figure 71
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11. After clicking the Resubmit button on that screen, your SWaM application with its
changes/updates to information will then be submitted, and you will see the following screen:

Application Resubmitted

Your application has been resubmitted and has been added to the queue for processing.

Figure 72

12. You are done with the process for now, and will just need to wait for communication from our
office regarding updates to the status of your application changes. When you click the Back
button until you get back to your Application Queue, you will see the application status as
Resubmitted
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Request an Additional SWaM Designation/Type for an Approved SWaM Not Yet Due
for Recertification

NOTE: If you have not registered in the new Application Portal, please see | Have Not Already Registered
in the New Application Portal and | Need to Start the SWaM/DBE Application or Recertification
Process for an Application that is Not Already in My Application Queue before continuing with this
section.

1. After logging into your profile, you will see the page with your Application Queue, which
contains all of the applications you have created or linked to, as shown below:

Application Processing Portal Q WHITNEY BOO... &

Application Queue Application Queue n G LINK APPLICATION + ADD APPLICATION

Search Sort By
Oldest-Newest

Tracking # : 702088
Subs Dare : ABC COMPANY INC
Corporation

-
0

9 10
{:)

Tracking # : 720153
SubDate : 01/28/2016 TEST OF CORRECTIONS TO DBE APP

ExpDate: NA =
Status: Completed N

Tracking # : 726145
Sub Date : 04/25/2017
Exp Date: NA
Status: Completed

Tracking # : 725052
SubDate: 04/11/2017 DBE APP AND PNW REPLACEMENT TEST

ExpDate: NA -
FramraeEI———

-

Tracking #: 5512

DUPLICATE RECORD
Corporation

@
Pending.
@
Pending.
°
Pending.
@
Pending.
@
Closea

o 0 10 10

Figure 73
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2. Click on the application for which you want to request an additional SWaM designation

3. You will see the screen, as shown below, and you will not be able to edit the application
information until you click the Recertify SWaM button or Edit button in the bottom right of the
footer of the page:

0 ° ° WHITNEY BO... o

Application Documents Submit

Certification # : 800164

Your Application was submitted on Friday, Sep 22, 2017

Certification Review Process

The steps below outline what you can expect through the application process.

Submit Application
Congrats on submitting your application! Submitting your application is the first major step.

Pending Review
Applications will be reviewed in the order in which they are received.

Assignment
A Certification Officer will be assigned to personally review your application.

Review
The Certification Officer will then review your application and check for any missing documents.

Figure 74

4. After clicking that button, you will see the following dialog box and you will need to click the OK
button:

Notification

Your application edits will be subject to approval from a

certification officer.

IMPORTANT NOTE: The OK button that appears in green next to the CANCEL button below may appear
grayed out instead of green, but it is actually still clickable
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5. After clicking the OK button, the screen will show as follows and you will be able to edit/update
the application information:

o ©) .
h— WHITNEY BO... am

Application Documents Submit

Please verify that the application is complete and all the documents have been uploaded before submitting the
application. The very last step is to sign the affidavit and debarment form to establish that all the information is
accurate. This must be signed by a majority owner of the company.

Designations and Business type

Select the designations you are applying for:*

Small

Micro

] women owned

O Minority Owned

[[] pisabled Veteran Owned
] Eso

] pBe

[C] AcpBE

Which of the following describes your business?*

O LLc

O Corporation
=)
Figure 75

If you start making edits, but will not finish filling out the application updates in one sitting, click the
Save button in the bottom footer of the page to save what you have entered thus far.
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Documents Subrmit

Please verify that the application is complete and all the documents have been uploaded before submitting the
application. The very last step is to sign the affidavit and debarment form to establish that all the information is
accurate. This must be signed by a majority owner of the company.

Designations and Business type

Jelect the designations you are applying for:*

Small

Micro

[] women owned

O Minority Owned

[[] pisabled Veteran Owned
] Eso

] pBe

[C] AcpBE

Which of the following describes your business?*

O LLc

O Corporation

BACK NEXT
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7. Once you finish adding new SWaM designations in the application information, click the Next
button in the bottom right of the footer of the page:

& C | & Secure | https?Hcov-shsd-cert-uat.mybluemix.net/boPortal “# Bk @ 9 O ¢ @@ DR o e

55 Apps Y Bookmarks Imported From Firefc [ POACHit & BestDay Spa| Richn

) )
o N @ = Whitney Booker | Account | Logout

Application Documents Submit

Search for] NAICS Codes that most accurately represent your business and enter
below, staffting with the primary code.

SEARCH NAICS CODES

The North American Industry Classification System (NAICS)

classifies bukiness establishments for the purpose of

collecting, anglyzing, and publishing statistical data related to

the U.S. econpmy. The NAICS industry cades define

establishments based on the activities in which they are

primarily engaged.

Use the fields below to enter non-primary NAICS descriptions and codes.
NAICS Description NAICS Code
test 12

+ Add another prodU&t line/service

FOIA Exemption
The Virginia Public Procurement Act (hitg;//law.lis.virginia.gov/vacode/title2.2/chapter43/) allows for the exemption of
certain information from public disclosure™nder the Freedom of Information Act (FOIA), an applicant must request the

exemption in writing so that certain informatidyg, such as confidential proprietary information or trade secrets (patent
information) can be withheld from public view.*

® No exemption is requested.

O Exemption is requested.

Figure 77

8. You will then see the following dialog box, for which you will need to enter an update reason
(i.e., Request Micro, Request Veteran, Request new SWaM type, etc.):

Reason for editing application
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9. After entering an update reason and clicking the Save button, you will then see the Required
Documents upload page shown below, which, since you already certified/recertified via the new
Application Portal, will show all of the required documents filled in, unless you made a change
that generates new upload spaces. If you additionally make a change that involves changes to
documents which were previously submitted, a certification officer will request any relevant
updated documents as soon as they review your Additional SWaM Type Request:

° e @ WHITNEY BO... o=

Application Documents Submit

° e w MIN VET ESO DBE | ACDEE

Upload Documents

rﬁ The SBSD now requires all documents to be uploaded digitally. This is a secure website which uses encryption
technology to ensure that your data is kept confidential. Your documents will be uploaded to our secure on-premise
database.

Note : File size should be less than S0MB

Required Documents

Current business license @& i-9-paper-version.pdf
Proof of Identity @ i-9.pdf
Proof of U.S Citizenship or Permanent Residency © i-9-paper-version.pdf
Resumes of owners and officers & i-9.pdf
Professional Licenses and Permits (0 i-9-paper-version.pdf
Proof of Contributions © i-9.pdf
Proof of EIN @ i-9-paper-version.pdf

Figure 78

NOTE: If there are open upload spaces generated based on your change, be aware that there is no Save
button on the Upload screen, since the application auto-saves after each document you upload.

If there are relevant documents you need to upload that either do not appear on the upload screen, or
for which the upload space has already been used, please see | Need to Upload Documents and There is

No Available Upload Space.
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10. If there were open upload spaces generated based on your change, upload all of the Required
Documents to the appropriate space, using the Upload buttons beside each required document.
The application auto-saves after each document you upload, but when you have uploaded all of
the required documents, click the Next button in the bottom right of the footer of the page

11. Click the Resubmit button on the screen shown below:

Q ° ° WHITNEY BO... &

Application Documents

Submit

DBE = ACDBE

Submit application

Please verify that the application is complete and all the documents have been uploaded before submitting the
application. The very last step is to sign the affidavit and debarment form to establish that all the information is

accurate. This must be signed by a majority owner of the company.

Affidavit and Debarment form

Saved Affidavit and Debarment form

Figure 79
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12. After clicking the Resubmit button on that screen, your SWaM application with its request for
new SWaM designations/types will then be submitted, and you will see the following screen:

Application Resubmitted

Your application has been resubmitted and has been added to the queue for processing.

Figure 80

13. You are done with the process for now, and will just need to wait for communication from our
office regarding updates to the status of your request for additional SWaM types. When you click
the Back button until you get back to your Application Queue, you will see the application status
as Resubmitted
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ESO Certification
Applving for ESO Certification

NOTE: If you have not registered in the new Application Portal, please see | Have Not Already Registered
in the New Application Portal before continuing with this section.

e |If you do not see the application of the company for which you are applying, then please also see
I Need to Start the SWaM/DBE Application or Recertification Process for an Application that is
Not Already in My Application Queue before continuing with this section.

IMPORTANT NOTE: If you are/were an ESO now or in the past, but have not registered your ESO
company in our new Application Portal, then you have/had a former certification number that was
formatted like this: ESO-000. In that case, you must see | Need to Start the SWalV/DBE Application
or Recertification Process for an Application that is Not Already in My Application Queue before
continuing with this section because you do not have a certification number, but an ESO number.
Certification numbers are comprised of only numbers, and are six digits or less. If you were certified
as an ESO before the launch of our new Application Portal on July 1, 2017, then you will no longer
use that ESO-000 number, but will be issued a new certification/record tracking number upon

creating an application in the new Application Portal.

1. Click on the application in your Application Queue for the firm that you wish to apply for ESO
certification
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Please verify that the application is complete and all the documents have been uploaded before submitting the
application. The very last step is to sign the affidavit and debarment form to establish that all the information is accurate.
This must be signed by a majerity owner of the company.

Designations and Business type

Select the designations you are applying for:*

O small

|:| Micro

O women owned

O Minority Owned

[ pisabled Veteran Owned
O eso

[ oet

[ acoee

Which of the following describes your business?*

QO Lc

(@] Corporation

)
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Application Documents Submit

Upload Documents
The SBSD now requires all documents to be uploaded digitally. This is a secure web site which uses encryption technology
to ensure that your data is kept confidential. Your documents will be uploaded to our secure on-premise database.

Note : File size should be less than 50MB

Required Documents

Copy of Certification letter or Certificate from Virginia Department for Aging and ® e
Rehabilitative Services (DARS)

Capy of Certification letter or Certificate from CARF O UPLOAD
Capy of IRS Form 990 of most current year (0 UPLOAD

Copy of Organization By-laws @& UPLOAD

BACK NEXT
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4. You will need to upload the appropriate document to ALL of the upload spaces that appear on
that page, the documents of which will vary depending on how you filled out the application.
You will not be able to move forward until you upload all of those documents, and clicking the
Next button without all of those documents uploaded will result in the following dialog box:

Required Documents

Please upload all the required douments.

Figure 83

NOTE: There is no Save button on the Upload screen, since the application auto-saves after each
document you upload.
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5. Upload all of the Required Documents, then click the Next button. You will then be taken to the
Affidavit and Debarment Form, which will pre-fill the full name printed, (title) of applicant, and
organization name near the top:

& C | & Secure | https:;//cov-sbsd-cert-uat.mybluemix.net/boPortal w k@ 9 Q [« = e :
i Apps ¢ Bookmarks Bookmarks Imported From Firefc  [§ POACHit & BestDay Spa| Richn

° o o = Whitney Booker|Account| Logout

Application Documents Submit

Submit application

rE Please verify that the application is complete and all the documents have been uploaded before submitting the
application. The very last step is to sign the affidavit and debarment form to establish that all the information is accurate.
This must be signed by a majority owner of the company.

d Debarment Form

Virginia Employment Service Organization Certification Application Affidavit

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 AND/OR ENTITY
MAKING THE FALSE STATEMENT TO ANY AND ALL CIVIL AND CRIMINAL PENALTIES AVAILABLE PURSUANT TO APPLICABLE FEDERAL AND STATE LAW.

{full name printed), swesr or sffirm under penalty of law that

(sitle) of applicant [organization name)

and that | have read and understoad all of the questions in this application and that all of the foregoing information and ststements submitted in this application
dge, and that all responses to the questions are full and complen
y to fully and accurately identify and explain the operations, capab

and its atachments and supporting documents are true and correct to the best of my kn
rial information. The respons
inent histary of the named organization and sffiliations thereof.

include all material infarmation neces,

hat the information submitted in this application is for the purpase of inducing certfication approval by 2 government agency. | understand th
oplication, and | authorize such agency o
contact any entity named in the application, and the named organization’s bonding companies, banking institutions, credit agendies, contractors, dients, and cther

certifying agencies for the purpose of verifying the infermation supglied and determining the named firm's eligibility.

government agency may, by means it deems appropriate, determine the accuracy and truth of the statements in

| agree to submit to government audit, examination and review of books, records, decume

and files, in whatever farm they exist, of the named organization
and its affiliates, inspection of its places|

of operations and equipment, and to permit interviews of its principals, agents, and employees. | understand that
refusal to permit such inquiries shall be grounds for denial of certification.

Figure 84
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{full name printed), swear or affirm under penalty of law that

cufive Director Zoho 551-E Bug Fix Tes

(ritle) of applicant (organization name)

and that | have read and understoad all of the questions in this application and that all of the foregoing infermation and statements submitted in this application
and its attachments and supporting documents gre true and correct to the best of my knowledge, and that all respenses to the questions are full and complete,
omitting no material information. The responseg include all material information necessary to fully and accurately identify and explain the cperations, capabilities
and pertinent history of the named organizatiof and affiliations thereof.

| recognize that the infermation submitted if this application is for the purpose of inducing certification approval by a government agency. | understand that a
government agency may, by means it deergs appropriate, determine the accuracy and truth of the statements in the application, and | autherize such agency o
contact any entity named in the applicatioft, and the named arganization's banding companies, banking institutions, credit agencies, contractors, clients, and other
certifying agencies for the purpose of verlfying the infermation supplied and determining the named firm's lity.

| agree to submit to government augit, examination and review of books, records, decuments and files, in whatever form they exist, of the named organization
gnd its affiliates, inspectien of its placesis) of operations and equipment, and to permit interviews of its principals, agents, and employees. | understand that

eclare under Pepalty of perjury that the information provided in this application and supporting documents is true and correct.

Execured on:' Signature: {Applicant)




&  C | & Secure | https//cov-shsd-cert-uat.mybluemix.net/boPortal By

Apps W Bookmarks | | Bookmarks | | Imported From Firefc [} POACHit § BestDay Spa|Richm
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Application Documents

{full name printed), swear or affirm under pdnalty of law that

Zoho 551 -E

(ritle) of applicant L (organization name)

and that | have read and understood all of the questions in this application and that all of the foregoing information and statements submitted in this application
and its attachments and supporting documents are true and correct to the best of my knowledge, and that all responses to the quastions are full and complete,
‘omitting no material information. The responses incdude all material information necessary to fully and accurately identify and expldin the operations, capabilities
and pertinent histery of the named organization and affiliations thereof.

| recognize that the information submitted in this application is for the purpose of inducing certification approval by & government agelcy. | understand thata
government agency may, by means it deems appropriate, determine the accuracy and truth of the statements in the application, and | Juthorize such agency ta
contact any entity named in the application, and the named arganization's banding companies, banking institutions, credit agencies, coftractors, dients, and other
certifying agencies for the purpose of verifying the information supplied and determining the named firm's

| agree to submit to government audit, examination and review of books, records, documents and files, in whatever form they exist, of thelpamed organization
&nd its sffiliates, inspection of its places(s) of operations and equipment, and to permit interviews of its principals, agents, and employees, funderstand that
refusal to permit such inquiries shall be grounds for denial of certification.

I declare ALL members of the Board of Directors and Trustees are U.S. Citizens or lawful permanent residents.

| declare under penalty of perjury that the information provided in this application and supporting documents is true and correc|

Execured on:09-22-2017 (date) Signature: . (applicans)
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Documents

Submit application

Please verify that the application is complete and all the documents have been uploaded before submitting the
application. The very last step is to sign the affidavit and debarment form to establish that all the information is accurate.
This must be signed by a majority owner of the company.

Affidavit and Debarment form

Saved Affidavit and form

BACK SuBMIT
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Your Application was submitted on Friday, Sep 22, 2017, 10:54 AM

Certification Review Process

The steps below outline what you can expect through the application process.

Submit Application
Congrats on submitting your application! Submitting your application is the first major step.

Pending Review
Applications will be reviewed in the order in which they are received.

Assignment
A Certification Officer will be assigned to personally review your application.

Review
The Certification Officer will then review your application and check for any missing documents.

Request for Additional Documentation
If a decision cannot be made with the provided documents, you may be asked for more supporting documents.

Decision
A decision will be made.

Your application has already been submitted.
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DBE/ACDBE Certification

Applying for DBE/ACDBE Certification

NOTE: If you have not registered in the new Application Portal, please see | Have Not Already Registered
in the New Application Portal before continuing with this section.

e If you do not see the application of the company for which you are applying, then please also see
I Need to Start the SWaM/DBE Application or Recertification Process for an Application that is

Not Already in My Application Queue before continuing with this section.

1. Click on the application in your Application Queue for the firm that you wish to apply for
DBE/ACDBE certification
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Please verify that the application is complete and all the documents have been uploaded before submitting the
application. The very last step is to sign the affidavit and debarment form to establish that all the information is accurate.
This must be signed by a majority owner of the company.

Designations and Business type

Select the designations you are applying for:*

O small

|:| Micro

[ women Owned

[ Minority Owned

[ bpisabled Veteran Owned
[ eso

[ ose

[ acpBe

Which of the following describes your business?*

O Luc

O Corporation

o | e
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3. After filling out the application information, you will be taken to the Required Documents
Upload Page:

9 e @ WHITNEY BO... o
Application Documents Submit
0000 O -

Upload Documents

rH The SBSD now requires all documents to be uploaded digitally. This is a secure website which uses encryption
technology to ensure that your data is kept confidential. Your documents will be uploaded to our secure on-premise

database.

DBE Checklist

Print the DBE Checklist

If you are not already an approved DBE/ACDBE, use the DBE checklist to compile all the required documents and attach each below
using the upload butten.

If your firm is alreacy DBE/ACDBE approved, please refer to the heading “Annual Submission Requirement for Currently Approved
DBEs” or "Notification of Change Requirement for Currently Approved DBEs" near the bottom of our webpage at
https:/fwww.sbsd.virginia.gov/certification-division/dbe/ for the required documents that you should be uploading.

IMPORTANT NOTE: You can upload as many or as few documents as are applicable to your firm's DBE submission. You do NOT
have to upload something to every upload space on this page in order to submit the application and should ONLY upload
applicable documents. However, please be aware that submitting an incomplete DBE/ACDBE application or DBE/ACDBE annual
submission will result in delays to the process, since missing documents will have to be requested.

Note : File size should be less than 50MB

Required Documents

Uniform Certification Application (UCA) UPLOAD

No Change Affidavit UPLOAD

Figure 90

IMPORTANT NOTE: You can upload as many or as few documents as are applicable to your firm’s DBE
application. You DO NOT have to upload something to every upload space on the Required Documents
page in order to submit the application. However, please be aware that submitting an incomplete
DBE/ACDBE application submittal will result in delays to the process, since the missing documents would
have to be requested.

NOTE: There is no Save button on the Upload screen, since the application auto-saves after each
document you upload.

If there are relevant documents you need to upload that either do not appear on the upload screen, or
for which the upload space has already been used, please see | Need to Upload Documents and There is

No Available Upload Space.
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4. Click the Submit button on that screen, and your DBE/ACDBE application will then be submitted,
and you will see the following screen:

Application Submitted

Your application has been submitted.

Figure 91

You are done with the process for now, and will just need to wait for communication from our office
regarding updates to the status of your application. When you click the Back button until you get back to
your Application Queue, you will see the application status as either Submitted or Resubmitted
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Submitting the Annual Submission Requirement for Currently-Approved DBEs
Documents

NOTE: If you have not registered in the new Application Portal, please see | Have Not Already Registered
in_the New Application Portal and | Need to Start the SWaM/DBE Application or Recertification
Process for an Application that is Not Already in My Application Queue before continuing with this
section.

1. After logging into your profile, you will see the page with your Application Queue, which
contains all of the applications you have created or linked to, as shown below:

Application Processing Portal Q, WHITNEY BOO... &

Application Queue Application Queue “ D LINK APPLICATION + ADD APPLICATION

Search Sort By
Oldest-Newest

Tracking # : 702088
Sub Date : 08/03/2012 ABC COMPANY INC

ExpDate: NA.

Status: Completed Eor=rE

-
0

9 10
{:)

Tracking # : 720153
Sub Date : 01/28/2016 TEST OF CORRECTIONS TO DBE APP

Exp Date: NA int Vent
Status: Completed [==

Tracking # : 726146
Sub Date : 04/25/2017
ExpDate: NA
Status: Completed

Tracking # : 725052
Sub Date : 04/11/2017 DBE APP AND PNW REPLACEMENT TEST

ExpDate: NA o
Seatus: Awaiting resubmiss..| JOIE

Tracking #: 5513

Sub Date : 10/04/2005 DUPLICATE RECORD
ExpDate: NA

Status: Completed o=

@
Pending.
@
Pending.
°
Pending.
@
Pending.
@
Closes

o 0 10 0

Figure 92
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2. Click on the application in your Application Queue of the application that you wish to submit
your DBE annual submission documents:

Tracking # : 800126
Sub Date : 11/02/2017 TESTING INREVIEW EDITED AGAIN 213213123
VA

Exp Date : 10/05/2022 LLC
Status: Completed

3. You will see the screen, as shown below, and you will not be able to properly upload your DBE
ANnual Submission documents until you click the Submit DBE Annual Documents OR the Submit
DBE Annual Documents/Recertify SWaM button in the bottom right of the footer of the page:

Application DBE Documents SWaM Documents Submit

Certification # : 800002 oo =) () (= (= e (o) () &

Your Application was submitted on Wednesday, Apr 18, 2018, 10:05 AM.

Certification Review Process

The steps below outline what you can expect through the application process.

Submit Application

Congrats on submitting your application! Submitting your application is the first major step.
Pending Review

Applications will be reviewed in the order in which they are received.

Assignment

A Certification Officer will be assigned to personally review your application.

Review
o The certification Officer will then review your application and check for any missing documents.

Request for Additional Documentation
If a decision cannot be made with the provided documents, you may be asked for more supporting documents.

Decision
A decision will be made.
SUBMIT DBE ANNUAL

Figure 93

IMPORTANT NOTE:
If your firm has an open DBE annual submission from a past year that we have not closed out
due to you making edits that you did not finish and not clicking the Resubmit button, or due to
you not having responded to a previous document request then you may not see the Submit
DBE Annual Documents or the Submit DBE Annual Documents/Recertify SWaM button on the
initial screen. See below for the resolution to either scenario:

1. If you made edits without clicking the Resubmit button since your firm’s last submission,
instead you will likely see the Application Information screen (Figure 95 from step 5
below) after clicking on your firm's application in your Application Queue. Update any
information that needs updating, click the Save button, and then click the Next button.
Do not upload your DBE annual documents on the upload screens that follow. Instead,
keep clicking the Next button until you reach the screen with the Resubmit button and
click Resubmit. You will then see the Submit DBE Annual Documents or the Submit DBE
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Annual Documents/Recertify SWaM button. Once you click that button, proceed through
the rest of these steps as normal.

2. If you have an outstanding document request that you have not responded to, then you
will need to first upload the requested documents that you see on your screen and then
click the Resubmit button. You will then see the Submit DBE Annual Documents or the
Submit DBE Annual Documents/Recertify SWaM button. Once you click that button,
proceed through the rest of these steps as normal.
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4. After clicking the Submit DBE Annual Documents or the Submit DBE Annual
Documents/Recertify SWaM button, you will see the following dialog box:

@ sevicanon @ ose recuired cocuments @ opticnsi DSE Decuments @ svisntpocunens @ s &
o ©

Certification Review Process

‘The steps below outline what you can expect through the application process.
Submit Application
‘Congrats on submitting your application! Submilting your application is the first major step.

Info o Pending Review
Your Appli was May 11, 2022 9:28 AM. You resubmitted your viewed in the
Application after that on Friday, April 6, 2018 9:53 AM but your Application will be processed in order

based on its Wednesday, May 11, 2022 9:28 AM submission date.

° Assignment

A Certification Oficer will be assigned to persanally review your application.
Notification eview

| he Certification Officer will then review your application and chedk for any missing documents.
Your application for recertification will be subject to

approval from a certification officer equest for Additional Documentation
& decision cannot i

be asked for more supporting documents.
cision

= ion will be made.

SUBMIT DBE ANNUAL DOCUMENT SIRECERTIFY SWat

VIEWPRINT APPLICATION

Figure 94

IMPORTANT NOTE: The OK button that appears in green next to the CANCEL button below may appear
grayed out instead of green, but it is actually still clickable

Page 104 of 147
Updated 10/8/2020



@ Secure | https://cov-shsd-cert-uat.mybluemixnet/boPortal B ®@ ® O = ¢ 000D O
Apps ¢ Bookmarks | | Bookmarks | | Imported From Firefc [% POACH# & Best Day Spa | Richn

& Whitney Booker | Account| Logout
Application Documents Submit

application. The very last step is to sign the affidavit and debarment form to establish that all the information is accurate.

r Please verify that the application is complete and all the documents have been uploaded before submitting the
This must be signed by a majority owner of the company.

Designations and Business type

Select the designations you are applying for*

Small

|:| Micro

[ women Owned
Minority Owned
Disabled Veteran Owned
[ eso

DBE

[ acoBe

Which of the following describes your business?*

® LLC

O Corporation

[ | [}
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Application Documents Submit

Search for NAICS Codes that most accurately represent your business and enter
below, starting with the primary code.

The North American Industry Classification System (NAICS)

classifies business establishments for the purpose of

collecting, analyzing, and publishing statistical data related to

the U.S. economy. The NAICS industry cades define

establishments based on the activities in which they are

primarily engaged.

Use the figlds below to enter non-primary NAICS descriptions and codes.

NAICS Description

SEARCH NAICS CODES

+ Add another product line/service

FOIA Exemption

The Virginia Public Procurement Act (http://law.lis.virginia.gov/vacode/title2.2/chapter43/) allows for the exemption of
certain information from public disclosure. Under the Freedom of Information Act (FOIA), an applicant must request the
exemption in writing so that certain information, such as confidential proprietary information or trade secrets (patent
information) can be withheld from public view.*

® No exemption is requested.

O Exemption is requested.

SAVE [ NEXT ]l
J i d
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7. You will then see the DBE Required Documents upload page:

@ semicsion @) o5t Recuies Documents € ovtionsi 0Bt Documents © s Documenss © s

Certification 12 : 800145

Upload Documents
The SB5D now requires all documents to be uplaaded digitally, This is a secure website which uses encryption technclogy to ensure that your data is kept confidential. Your documents will be uploaded to
‘our secure on-premise database.

If your firm is already DBE/ACDBE approved, please use the DBE Roadmap on the DBE page of our website at hitps:/www .sbsd virginia gov/certification-division/dbe/ to be directed to the appropriate page with the
specific directions and forms you'll need for uploading

You should be uploading the DBE Notice of Change, the DBE No Change Affidavit, OR the DBE/ACDBE Certification Review form for an annual submission, but NOT more than one of those forms

Additionally, the Personal Net Worth Statement, Personal federal tax returns 1st year, and Personal federal tax returns 2nd year are ONLY applicable to the disadvantaged owner(s) needed to meet eligibility
requirements and are NOT due with the DBE annual submission every year, but only every five years on the certification review year. If those additional documents are displayed below, it is the five year anniversary
certification review year and you should submit those documents ONLY for the applicable disadvantaged owner(s).

IMPORTANT NOTE: You can upload as many or as few documents as are applicable to your firm's DBE submission. With the exception of the “DBE No Change Affidavit/DBE Notice of Change” or “DBE/ACDBE Certification
Review” upload space that is required, you do NOT have to upload something to every upload space on this page in arder to submit the application and should ONLY upload applicable documents. However, please be
aware that submitting an incomplete DBE/ACDBE annual submission will result in delays to the pracess, since missing documents will have to be requested.

Note : File size should be less than SOME

Submission (02-12-2018) s

SKDC MKLD M - Personal Net Worth Statement -5 3
DBE No Change Affidavit/DBE Notice D[Ehﬂng!‘ *
Your firm's federal tax returns and all related schedules most recent year b 4
Affiliate’s federal tax returns and all related schedules most recent year 3

BACK
Figure 97

IMPORTANT NOTE: Please refer to the heading “Annual Submission Requirement for Currently Approved
DBEs” on our webpage at https://www.sbsd.virginia.gov/certification-division/dbe/, for the documents
that you should be uploading. You DO NOT have to upload something to every upload space on the
Required Documents page in order to submit the application. However, please be aware that submitting
an incomplete DBE/ACDBE annual submission will result in delays to the process, since the missing
documents would have to be requested.

NOTE: There is no Save button on the Upload screen, since the application auto-saves after each
document you upload.
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8. You must upload the required documents from the DBE Required Documents page in order to
click the Next button. After clicking the Next button, you will be on the Optional DBE Documents
screen. Generally you should NOT be uploading anything to this screen UNLESS you have had a
material change such as a change in ownership, control, or are requesting new NAICS codes. In
that case, upload ONLY supporting documents of that/those changes on the Optional DBE
Documents page:

@ v @ oscrequreancamens . © svav vocumens © s z

Upload Documents

/‘\ The SBSD now requires all documents to be uplaaded digitally. This is a secure website which uses encryption technology to ensure that your data is kept confidential. Your documents will be uploaded to

) our secure on-premise database
s

IMPORTANT NOTE: You can uplead as many er as few documents as are applicable to yeur firm's DBE submission, but you de NOT HAVE TO UPLOAD ANYTHING to this page In order te proceed and submit the application
and should ONLY upload applicable documents on this page in special cases such as having made significant changes to your firm for which it is appropriate and necessary to submit supporting documentation to our

office on those changes, or uploading decumentation to support your firm's request for new NAICS codes
If there is no default space below that matches your document(s), you can create one or more Miscellaneous space(s) for which ta upload your supporting documentation.

Note : File size should be less than S0MB

Submission (09-28-2020) X
Submission for Recertification (09-28-2020) v

Submission for Recertification (08-05-2021) o

Mo documents required for this submission. i\
Recertification (05-11-2022) ~
*

Uniform Certification Application (UCA)

Mo Change Affidavit k4

Notice of Change %

DBE and SBA §(a) or SOB certifications, denials, and/or de-certifications, if applicable; and any U.S. DOT appeal decisions on these actions : 4

IMPORTANT NOTE: You SHOULD NOT upload something to every upload space on the Optional DBE
Documents screen and should ONLY upload documents to support a material change, IF there is a
material change (ownership, control, NAICS code(s)).

NOTE: There is no Save button on the Upload screen, since the application auto-saves after each
document you upload.

If there are relevant documents you need to upload that either do not appear on the upload screen, or
for which the upload space has already been used, please see | Need to Upload Documents and There is
No Availabl I

9. Click the Resubmit button on that screen, and your DBE/ACDBE annual submission will then be
submitted, and you will see the following screen:
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© wepiain © oot resures Documents @ osvonsi sk voruments © s peumens 0 sare

Submit application
Please verify that the application is complete and all the documents have been uploaded before submitting the application. A .pdf of the affidavit and debarment form that you digitally-signed on the previous
page is available for download for your records below. You must click the Submit button below to complete your submissian and for the processing time to begin

Affidavit and Debarment Form

Saved Affidavit and Debarment Form (Additional Designation(s)) (09-28-2020} E &

Saved Affidavit and Debarment Form (Additional Designation(s)) (06-05-2021) E *a

=

Figure 98

10. You are done with the process for now, and will just need to wait for communication from our
office regarding updates to the status of your annual submission. When you click the Back

button until you get back to your Application Queue, you will see the application status as
Resubmitted
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Submitting the Notification of Change Requirement for Currently Approved DBEs
Documents

NOTE: If you have not registered in the new Application Portal, please see | Have Not Already Registered

in_the New Application Portal and | Need to Start the SWaM/DBE Application or Recertification
Process for an Application that is Not Already in My Application Queue before continuing with this
section.

1. After logging into your profile, you will see the page with your Application Queue, which
contains all of the applications you have created or linked to, as shown below:

Application Processing Portal Q, WHITNEY BOO... &

Application Queue Application Queue “ D LINK APPLICATION + ADD APPLICATION

Search Sort By
Oldest-Newest

Tracking # : 702088
Sub Date : 08/03/2012 ABC COMPANY INC

ExpDate: NA.

Status: Completed Eor=rE

-
0

9 10
{:)

Tracking # : 720153
Sub Date : 01/28/2016 TEST OF CORRECTIONS TO DBE APP

Exp Date: NA int Vent
Status: Completed [==

Tracking # : 726146
Sub Date : 04/25/2017
ExpDate: NA
Status: Completed

Tracking # : 725052
Sub Date : 04/11/2017 DBE APP AND PNW REPLACEMENT TEST

ExpDate: NA o
Seatus: Awaiting resubmiss..| JOIE

Tracking #: 5513

Sub Date : 10/04/2005 DUPLICATE RECORD
ExpDate: NA

Status: Completed o=

@
Pending.
@
Pending.
°
Pending.
@
Pending.
@
Closes

o 0 10 0

Figure 99
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2. Click on the application in your Application Queue of the application that you wish to submit
your DBE Notice of Change documents:

Tracking # : 800126

Sub Date : 11/02/2017 TESTING INREVIEW EDITED AGAIN 213213123

Exp Date : 10/05/2022 LLC
Status: Completed R

3. You will see the screen, as shown below (the button you see in the bottom right may be the
Submit DBE Annual Documents button, or the Submit DBE Annual Documents/Recertify SWaM
button, or the Edit button), and you will not be able to edit the application information and/or
upload documents until you click the Submit DBE Annual Documents button, Submit DBE Annual
Documents/Recertify SWaM button or EDIT button in the bottom right of the footer of the page:

e e ° WHITNEY BOOKER &

Application Dacuments Submit

Certification # : 800126

Your Application was submitted on Thursday, Nov 2, 2017

Certification Review Process

The steps below outline what you can expect through the application process.

Submit Application
Congrats on submitting your application! Submitting your application is the first major step.

Pending Review
Applications will be reviewed in the order in which they are received.

Assignment
A Certification Officer will be assigned to personally review your application.

Review
The Certification Officer will then review your application and check for any missing documents.

Figure 100
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4. After clicking that button, you will see the following dialog box:

Notification

Your application edits will be subject to approval from a

certification officer.

Figure 101

IMPORTANT NOTE: The OK button that appears in green next to the CANCEL button below may appear
grayed out instead of green, but it is actually still clickable
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application. The very last step is to sign the affidavit and debarment form to establish that all the information is accurate.

r Please verify that the application is complete and all the documents have been uploaded before submitting the
This must be signed by a majority owner of the company.

Designations and Business type

Select the designations you are applying for*

Small

|:| Micro

[ women Owned
Minority Owned
Disabled Veteran Owned
[ eso

DBE

[ acoBe

Which of the following describes your business?*

® LLC

O Corporation

[ | [}
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Search for NAICS Codes that most accurately represent your business and enter
below, starting with the primary code.

The North American Industry Classification System (NAICS)

classifies business establishments for the purpose of

collecting, analyzing, and publishing statistical data related to

the U.S. economy. The NAICS industry cades define

establishments based on the activities in which they are

primarily engaged.

Use the figlds below to enter non-primary NAICS descriptions and codes.

NAICS Description

SEARCH NAICS CODES

+ Add another product line/service

FOIA Exemption

The Virginia Public Procurement Act (http://law.lis.virginia.gov/vacode/title2.2/chapter43/) allows for the exemption of
certain information from public disclosure. Under the Freedom of Information Act (FOIA), an applicant must request the
exemption in writing so that certain information, such as confidential proprietary information or trade secrets (patent
information) can be withheld from public view.*

® No exemption is requested.

O Exemption is requested.
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7. You will then see the Required Documents upload page:

° 0 @ WHITNEY BO... o
Application Documents Submit
0000 O -

Upload Documents

The SBSD now requires all documents to be uploaded digitally. This is a secure website which uses encryption
technology to ensure that your data is kept confidential. Your documents will be uploaded to our secure on-premise
database.

DBE Checklist

Print the DBE Checklist

If you are not already an approved DBE/ACDBE, use the DBE checklist to compile all the required documents and attach each below
using the upload button.

If your firm is already DBE/ACDBE approved, please refer to the heading “Annual Submission Requirement for Currently Approved
DBEs" or "Notification of Change Requirement for Currently Approved DBEs" near the bottom of our webpage at
https://www.sbsd.virginia.gov/certification-division/dbe/ for the required documents that you should be uploading.

IMPORTANT NOTE: You can upload as many or as few documents as are applicable to your firm's DBE submission. You do NOT
have to upload something to every upload space on this page in order to submit the application and should ONLY upload
applicable documents. However, please be aware that submitting an incomplete DBE/ACDBE application or DBE/ACDBE annual
submission will result in delays to the process, since missing documents will have to be requested.

Note : File size should be less than 50MB

Required Documents

Uniform Certification Application (UCA)

No Change Affidavit

HDIAAR

Figure 104

IMPORTANT NOTE: You can upload as many or as few documents as are applicable to your firm’s DBE
Notice of Change submission. Please refer to the heading “Notification of Change Requirement for
Currently Approved DBEs” near the bottom of our webpage at
www.sbsd.virginia.gov/certification-division/dbe/, for the documents that you should be
uploading. You DO NOT have to upload something to every upload space on the Required Documents
page in order to submit the application. However, please be aware that submitting an incomplete
DBE/ACDBE Notice of Change submission will result in delays to the process, since the missing
documents would have to be requested.

NOTE: There is no Save button on the Upload screen, since the application auto-saves after each
document you upload.

If there are relevant documents you need to upload that either do not appear on the upload screen, or
for which the upload space has already been used, please see | Need to Upload Documents and There is

No Available Upload Space.
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8. Click the Resubmit button on that screen, and your DBE/ACDBE Notice of Change submission will
then be submitted, and you will see the following screen:

Q ° ° = Whitney Booker | Account | Logout

Application Documents Submit

Certification # : 800126

Your Application was submitted on Thursday, Oct 5, 2017, 4:24 PM  and assigned to Whitney

Booker
Additional Documents Requested
Keep assigned person after resubmit ##470#3# x-men-dark-phoenix-comi...

Certification Review Process

The steps below outline what you can expect through the application process.

Submit Application
Congrats on submitting your application! Submitting your application is the first major step.

Pending Review
Applications will be reviewed in the order in which they are received.

Assignment
A Certification Officer will be assigned to personally review your application.

Review
The Certification Officer will then review your application and check for any missing documents.

Request for Additional Documentation
If a decision cannot be made with the provided documents, you may be asked for more supporting documents.

Figure 105

You are done with the process for now, and will just need to wait for communication from our office
regarding updates to the status of your annual submission. When you click the Back button until you get
back to your Application Queue, you will see the application status as Resubmitted
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Making Changes to the Application Information of an Approved DBE Not Yet Due for
the Annual Submission Requirement

NOTE: If you have not registered in the new Application Portal, please see | Have Not Already
Registered in the New Application Portal and | Need to Start the SWaM/DBE Application or
Recertification Process for an Application that is Not Already in My Application Queue before
continuing with this section.

1. After logging into your profile, you will see the page with your Application Queue, which
contains all of the applications you have created or linked to, as shown below:

Application Processing Portal Q, WHITNEY BOO... &

Application Queue Application Queue “ D LINK APPLICATION + ADD APPLICATION

Search Sort By
Oldest-Newest

Tracking # : 702088
Sub Date : 08/03/2012 ABC COMPANY INC

ExpDate: NA.

Status: Completed Eor=rE

-
0

9 10
{:)

Tracking # : 720153
Sub Date : 01/28/2016 TEST OF CORRECTIONS TO DBE APP

Exp Date: NA o
Status: Completed N

Tracking # : 726146
Sub Date : 04/25/2017
ExpDate: NA
Status: Completed

Tracking # : 725052
Sub Date : 04/11/2017 DBE APP AND PNW REPLACEMENT TEST

ExpDate: NA o
Seatus: Awaiting resubmiss..| JOIE

Tracking #: 5513

Sub Date : 10/04/2005 DUPLICATE RECORD
ExpDate: NA

Status: Completed o=

@
Pending.
@
Pending.
°
Pending.
@
Pending.
@
Closes

o 0 10 0

Figure 66
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2. Click on the application for which you need to update the information

3. You will see the screen, as shown below (the button you see in the bottom right may be the
Recertify SWaM button, or the Edit button), and you will not be able to edit the application
information and/or upload documents until you click the Recertify SWaM button or EDIT button
in the bottom right of the footer of the page:

Q ° ° WHITNEY BOOKER &

Application Documents Submit

Certification # : 800126

Your Application was submitted on Thursday, Nov 2, 2017

Certification Review Process

The steps below outline what you can expect through the application process.

Submit Application

Congrats on submitting your application! Submitting your application is the first major step.
Pending Review

Applications will be reviewed in the order in which they are received.

Assignment

A Certification Officer will be assigned to personally review your application.

Review
° The Certification Officer will then review your application and check for any missing documents.

Figure 100

4. After clicking that button, you will see the following dialog box and you will need to click the OK
button:

Notification

Your application edits will be subject to approval from a

certification officer.

IMPORTANT NOTE: The OK button that appears in green next to the CANCEL button below may appear
grayed out instead of green, but it is actually still clickable
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& Secure | https://cov-sbsd-cert-uat.mybluemix.net/boPortal B @ 9 @ ¥ ¢ 002 0 HEHOGA
Apps d Bookmarks | | Bookmarks | | Imported From firet  [J POACH i & BestDay Spa | Richr

& Whitney Booker | Account| Logout
Application Documents Submit

Please verify that the application is complete and all the documents have been uploaded before submitting the
application. The very last step is to sign the affidavit and debarment form to establish that all the information is accurate.
This must be signed by a majority owner of the company.

Designations and Business type

Select the designations you are applying for:*

Small

|:| Micro

O women owned
Minarity Owned
Disabled Veteran Owned
[ eso

DBE

[ acoee

Which of the following describes your business?*

® LLC

O Corporation

[ | =}




€&  C | @& Secure | https;//cov-sbsd-cert-uat.mybluemix.net/boPortal
Apps Jr Bookmarks || Bookmarks | Imported From Firefe [ POACH

Application Documents Submit

Search for NAICS Cades that most accurately represent your business and enter
below, starting with the primary code.

The North American Industry Classification System (NAICS)

classifies business establishments for the purpose of

collecting, analyzing, and publishing statistical data related to

the U.S. economy. The NAICS industry codes define

establishments based on the activities in which they are

primarily engaged.

Use the fields below to enter non-primary NAICS descriptions and codes.
NAICS Description NAICS Code
test 123123

SEARCH NAICS CODES

+ Add another product line/service

FOIA Exemption

The Virginia Public Procurement Act (http://law.lis.virginia.gov/vacode/title2.2/chapter43/) allows for the exemption of
certain infermation from public disclosure. Under the Freedom of Information Act (FOIA), an applicant must request the
exemption in writing so that certain information, such as confidential proprietary information or trade secrets (patent
information) can be withheld from public view.*

@ No exemption is requested.

O Exemnption is requested.
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7. You will then see the Required Documents upload page:

° 0 @ WHITNEY BO... o
Application Documents Submit
0000 O -

Upload Documents

The SBSD now requires all documents to be uploaded digitally. This is a secure website which uses encryption
technology to ensure that your data is kept confidential. Your documents will be uploaded to our secure on-premise
database.

DBE Checklist

Print the DBE Checklist

If you are not already an approved DBE/ACDBE, use the DBE checklist to compile all the required documents and attach each below
using the upload button.

If your firm is already DBE/ACDBE approved, please refer to the heading “Annual Submission Requirement for Currently Approved
DBEs" or "Notification of Change Requirement for Currently Approved DBEs" near the bottom of our webpage at
https://www.sbsd.virginia.gov/certification-division/dbe/ for the required documents that you should be uploading.

IMPORTANT NOTE: You can upload as many or as few documents as are applicable to your firm's DBE submission. You do NOT
have to upload something to every upload space on this page in order to submit the application and should ONLY upload
applicable documents. However, please be aware that submitting an incomplete DBE/ACDBE application or DBE/ACDBE annual
submission will result in delays to the process, since missing documents will have to be requested.

Note : File size should be less than 50MB

Required Documents

Uniform Certification Application (UCA) UPLOAD

No Change Affidavit UPLOAD

HDIAAR

Figure 104

IMPORTANT NOTE: You can upload as many or as few documents as are applicable to your firm’s
Changes submission. You DO NOT have to upload something to every upload space on the Required
Documents page in order to submit the application. In fact, if there are no documents applicable to your
change, then you do not need to upload anything.

NOTE: There is no Save button on the Upload screen, since the application auto-saves after each
document you upload.

If there are relevant documents you need to upload that either do not appear on the upload screen, or
for which the upload space has already been used, please see | Need to Upload Documents and There is

No Available Upload Space.
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8. Click the Resubmit button on that screen, and your DBE/ACDBE submission will then be
submitted, and you will see the following screen:

Q ° ° = Whitney Booker | Account | Logout

Application Documents Submit

Certification # : 800126

Your Application was submitted on Thursday, Oct 5, 2017, 4:24 PM  and assigned to Whitney

Booker
Additional Documents Requested
Keep assigned person after resubmit ##470#3# x-men-dark-phoenix-comi...

Certification Review Process

The steps below outline what you can expect through the application process.

Submit Application
Congrats on submitting your application! Submitting your application is the first major step.

Pending Review
Applications will be reviewed in the order in which they are received.

Assignment
A Certification Officer will be assigned to personally review your application.

Review
The Certification Officer will then review your application and check for any missing documents.

Request for Additional Documentation
If a decision cannot be made with the provided documents, you may be asked for more supporting documents.

Figure 105

You are done with the process for now, and will just need to wait for communication from our office
regarding updates to the status of your application changes. When you click the Back button until you
get back to your Application Queue, you will see the application status as Resubmitted
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I Need a SWaM /ESO Certificate

NOTE: If you have not registered in the new Application Portal, please see | Have Not Already Registered
in the New Application Portal before continuing with this section. If you do not see the application for
the company that you are requesting the SWaM certificate for, then please also see | Need to Link to My

Existing SWalV1/DBE application before continuing with this section.
Method 1

1. After logging in, click the icon that is to the left of the bell icon on the screen that has the
Application Queue:

Application Processing Portal Q search a a 2

Application Queue  Application Queue

Business Owners

ZOHO 551 - ESO APP CHANGE 122122122
Corporation VA

Search

2. If your firm is SWaM Approved, then you will be able to download the SWaM logo by clicking the
download icon next to SWaM Logo:

Application Processing Portal Q search = a2 8

Logo & Certificates
Application Queue tion Queue 8 APPLICATION

#:800163 SWaM Logo

Business Owners
ZOHO 551 - ESO APP CHANGE 122122122

Corporation VA 800163

Search

NOTE: If the only SWaM designation(s) you are approved for are 8(a), FSDV, EDW, or WOSB, then
the SWaM logo is not available to you. This is because SBSD shows the aforementioned federal
designations on your firm's Certification Directory profile, but SBSD does not certify for those
federal designations, and only shows them as federal designations your firm holds that were
approved by other entities.

3. The SWaM Logo will download to your computer
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Method 2

1. After logging in, find an application that is SWaM or ESO approved and that has an application
status of Completed in your Application Queue
Tracking # : 800126

Sub Date : 12/05/2017 TESTING INREVIEW EDITED AGAIN
Exp Date : 10/05/2022 LLC

Status: Completed

2. Click on the application in your Application Queue to be brought to the Certification Review Process
Screen.
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° ° ° WHITNEY BOOKER

Application

Certification #: 800075 °

Your Application was submitted on Thursday, Sep 21,2017

Certification Review Process

The steps below outline what you can expect through the application process.

Submit Application
Congrats on submitting your application! Submitting your application is the first major step.

Pending Review
Applications will be reviewed in the order in which they are received.

Assignment
ACertification Officer will be assigned to personally review your application.

Review
The Certification Officer will then review your application and check for any missing documents.

Request for Additional Documentation
If a decision cannot be made with the provided documents, you may be asked for more supporting documents.

Decision
A decision will be made.




e——6 —©

Application Documents Submit

Certification # : 800066

Your Application was submitted on Tuesday, Jul 18, 2017
Additional Documents Requested

Test firm still appears on Directory after Doc req & BO portal test status after doc req

Get this out of In-Review 215186031.pdf
CO/Admin uploads 1611521376.PDF

BO uploads 1611521376.PDF

Certification Review Process

The steps below outline what you can expect through the application process.

Submit Application
Congrats on submitting your application! Submitting your application is the first major step.

Pending Review
Applications will be reviewed in the order in which they are received.

Assignment
A Certification Officer will be assigned to personally review your application.




Application Portal Instructions

5. You will see the popup window below:

Account

Full name ™

‘Whitney Booker

Username ™

whitney booker@dmbe virginia gov

Application number

800066

Certification number

800066

Certification expiration

Figure 107
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6. On that popup window, scroll down until you see SWaM Certificate and click the download icon
next to SWaM Certificate:

IIHHHH!HHHIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

'.-‘sp plication number

80066

Certificatiorhpumber

800066

- ™,
Certification expiration ™,

Sunday, Jul 24, 2022,

Application Submitted

Tuesday, Jul 18, 2017

7. The SWaM certificate for that application will download to your computer
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I Want to Use the SWaM-Certified Logo

NOTE: If you have not registered in the new Application Portal, please see | Have Not Already Registered
in the New Application Portal before continuing with this section. If you do not see the application for
the company that you are requesting the SWaM logo in connection with, then please also see | Need to
Link to My Existing SWalM/DBE application before continuing with this section.

Method 1

1. After logging in, click the icon that is to the left of the bell icon on the screen that has the
Application Queue:

Application Processing Portal Q search a a 2

Application Queue  Application Queue

Business Owners
ZOHO 551 - ESO APP CHANGE 122122122

i VA
Search EIEEEED

2. If your firm is SWaM Approved (or Pending Recertification with a SWaM Expiration Date that has
not yet passed) , then you will be able to download the SWaM certificate by clicking the
download icon next to any eligible applications:

Application Processing Portal Q search =2 a &

Logo & Certificates
Application Queue N Application Queue = APPLICATION

Business Owners SWaM Logo
ZOHO 551 - ESO APP CHANGE 122122122

Corporation VA 800163

Search

NOTE: If the only SWaM designation(s) you are approved for are 8(a), FSDV, EDW, or WOSB, then
the SWaM certificate is not available to you. Additionally, if you have other approved SWaM
designations, then the SWaM certificate will be available but the 8(a), FSDV, EDW, and WOSB
designations will not appear on the SWaM Certificate. This is because SBSD shows the
aforementioned federal designations on your firm's Certification Directory profile, but SBSD does
not certify for those federal designations, and only shows them as federal designations your firm
holds that were approved by other entities.

3. The SWaM Certificate will download to your computer
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Method 2

1. After logging in, find an application that is SWaM approved and that has an application status of
either Completed in your Application Queue

Tracking # : 800126
Sub Date: 12/05/2017 TESTING INREVIEW EDITED AGAIN

Exp Date : 10/05/2022 LLC
Status: Completed

2. Click on the application in your Application Queue to be brought to the Certification Review
Process Screen
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° ° ° WHITNEY BOOKER

Application

Certification #: 800075 °

Your Application was submitted on Thursday, Sep 21,2017

Certification Review Process

The steps below outline what you can expect through the application process.

Submit Application
Congrats on submitting your application! Submitting your application is the first major step.

Pending Review
Applications will be reviewed in the order in which they are received.

Assignment
ACertification Officer will be assigned to personally review your application.

Review
The Certification Officer will then review your application and check for any missing documents.

Request for Additional Documentation
If a decision cannot be made with the provided documents, you may be asked for more supporting documents.

Decision
A decision will be made.




e——6 —©

Application Documents Submit

Certification # : 800066

Your Application was submitted on Tuesday, Jul 18, 2017
Additional Documents Requested

Test firm still appears on Directory after Doc req & BO portal test status after doc req

Get this out of In-Review 215186031.pdf
CO/Admin uploads 1611521376.PDF

BO uploads 1611521376.PDF

Certification Review Process

The steps below outline what you can expect through the application process.

Submit Application
Congrats on submitting your application! Submitting your application is the first major step.

Pending Review
Applications will be reviewed in the order in which they are received.

Assignment
A Certification Officer will be assigned to personally review your application.
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5. You will see the popup window below:

Account

Full name ™

‘Whitney Booker

Username ™

whitney booker@dmbe virginia gov

Application number

800066

Certification number

800066

Certification expiration

Figure 109
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6. On that popup window, scroll down until you see SWaM Logo and click the download icon next
to SWaM Logo:

",
",
%,

LY
LY
\\ Account
\'\\.

*, Application number

800066

Certificatioh,number

800066

Certification expiration ™,

Sunday, Jul 24, 2022,

Application Submitted

Tuesday, Jul 18, 2017

7. The SWaM Logo will download to your computer
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Frequent Issues People Have in the Application Portal

The Portal Won't Allow Me to Move Forward on My Application

You are attempting to create a duplicate application. You already have an existing application in the
system and need to use your Tax ID and record tracking number/certification number to link to your

application. Use the Instructions for | Need to Link to My Existing SWaM/DBE application. If you cannot

remember your previous certification/record tracking number, please contact our office at 804-786-6585

or sbsd@sbsd.virginia.gov to find out that number.
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When Using Link/New Application, the Portal Says the Application is Already Linked
with the Business Owner

Application Processing Portal Q, Search ‘EI .

Application Queue 1 Application Queue

. . . LINK / NEW APPLICATION
Link Application

Business Owners
eate a new application
Search

application
@ Federal EIN

Federal EIN *
51-5321435

Certification number *

When using the Link/New Application button, you may see a message where the Portal says
“Application you are trying to find is already linked with another user/the business owner. Please try
again with different application details, or if these details are correct, contact the firm's
owner/administrator of this account to request access. If you are the main owner of this firm, please
contact sbsd@sbsd.virginia.gov to request that you become the main administrator of this application.”

In this case, someone from the firm has already linked to the firm’s application, likely another owner or
another employee of the company. The user with administrator-level access will have to grant you access
to the application. Please have the user with Administrator-level access see Granting Another User

Access to an Existing SWaM/DBE Application for how to grant permission to access the application to

another user.

If the incorrect user has administrator-level access to an application, and since an application can only
one administrator-level user at a time, please contact our office at sbsd@sbsd.virginia.gov to have the
administrator-level user an application is associated with changed.

Be aware that in order to have an application that is already linked to an administrator-level user
changed to a different user, the change must be authorized by an owner of the firm whose contact email
is on file. (Please also note that it is best if the administrator-level user is the/an owner of the firm. Even
if the owner will not actually be the one updating the application now and in future, they can always
grant and remove access to other users by referring to the instructions for Granting Another User Access
to an Existing SWaM/DBE Application. If the owner’s email address is not already on file due to
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certification having been handled by other employees in the past, the owner will likely be requested to
attach proof of their identity in order for their request to be processed.

I Need to Upload Documents and There is No Available Upload Space

If there are relevant documents you need to upload that either do not appear on the upload screen, or
for which the upload space has already been used, you can create one or more upload spaces for those
document(s):

1. On either the DBE Documents upload screen or the SWaM Documents upload screen, click the +
icon in the Miscellaneous Documents section:

< © ©, ®

Application DBE Documents SWaM Documents Submit

List of product lines carried and list of distribution equipment owned and/or leased

=

Operating Agreement with any amendments

CDISLCDJNLSD : Affidavit of Certification 3
CDISLCDJNLSD : Government-issued photo ID (i.e., Driver's license, Passport, Permanent Resident Card, '
Certificate of Naturalization, etc.) -
CDISLCDJNLSD : Documented proof of contributions used to acquire ownership hd
CDISLCDJNLSD : Personal Financial Statement *
CDISLCDJNLSD : Personal federal tax returns 1st year ¥
CDISLCDJNLSD : Personal federal tax returns 2nd year ¥
CDISLCDJNLSD : Personal federal tax returns 3rd year e

Miscellaneous Documents
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2. Enter a concise, descriptive name for the document you

button icon to the right of that newly-created space:

are

() 4

SWaM Documents

Application DBE Documents Submit

uploading, then click the Save

Operating Agreement with any amendments

CDISLCDJNLSD : Affidavit of Certification

CDISLCDJNLSD : Government-issued photo ID (i.e., Driver's license, Passport, Permanent Resident Card,
Certificate of Naturalization, etc.)

CDISLCDJNLSD : Documented proof of contributions used to acquire ownership
CDISLCDJNLSD : Personal Financial Statement
CDISLCDJNLSD : Personal federal tax returns 1st year
CDISLCDJNLSD : Personal federal tax returns 2nd year

CDISLCDJNLSD

: Personal federal tax returns 3rd year

Miscellaneous Documents

|4

|4

|4

|4

|4

|4

Documents re: change in ownership|

3. You may now upload a document to that space using the upload icon, or you can delete that
upload space by clicking the trash can icon to the right of
correctly or do not need to use that spac

(G) 4

Submit

SWaM Documents

Operating Agreement with any amendments.

CDISLCDJNLSD : Affidavit of Certification

CDISLCDJNLSD : Government-issued photo ID (i.e., Driver's license, Passport, Permanent Resident Cal
Certificate of Naturalization, etc.)

CDISLCDJNLSD : Documented proof of contributions used to acquire ownership

CDISLCDJNLSD : Personal Financial Statement

CDISLCDJNLSD : Personal federal tax returns 1st year

CDISLCDJNLSD : Personal federal tax returns 2nd year

CDISLCDJNLSD : Personal federal tax returns 3rd year

Miscellaneous Documents

Documents re: change in ownership

e space if you did not name it

|4

Page 138 of 147
Updated 10/8/2020



Application Portal Instructions

4. You may create another Miscellaneous upload space, if appropriate, by repeating these steps
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Confirm your email address  mbex x

ia Department of Small Business and Supplier Diversity <noreply@sbsd virginia. gov= 11:35 AM (0 minutes aga)

COMMONWEALTH of VIRGINIA
Department of Small Business and Supplier Diversity

Dear Whitney Booker,
Thanks for registering with SBSD. Please click on the link below to activate your account.

Confirm your account

Thanks.
Team SBSD




Virginia Department of Small Business and Supplier Diversity <noreply@sbsd virginia gov> 11-36 AM {2 minutes ago) -~
to me |+

COMMONWEALTH of VIRGINIA

Department of Small Business and Supplier Diversity

Dear whit,
You can change your password by clicking the below link which is only valid for & hours:

Click to change password

Thanks,
Team SBSD




Reminder: Certification # 800040 of your business will expire in 90 days mbox x|

Virginia Department of Small Business and Supplier Diversity <noreply@sbsd.virginia.gov=
to me ||

COMMONWEALTH of VIRGINIA
Department of Small Business and Supplier Diversity

Dear Person Last,
Your certification for Small, Micro, Women Owned with certification # 800040 for Doc Req CO/Admin Screen UAT vs Beta Test will expire on 2( 9. The recertification process takes
approximately 80 business days, so please renew as soon as possible by following the instructions at hitps: z 5 [certification-division/swam/ and then renew the

certification at the below link:
https://cov-shsd-cert-uat mybluemix net

Sincerely,

Virginia Department of Small Business and Supplier Diversity
Certification Team




Reminder: Certification # 800040 of your business will expire in 60 days inbex =

Virginia Department of Small Business and Supplier Diversity <noreply@sbsd.virginia.gov> Dec 1 (11 days ago) ~ | - - |
to me [+

COMMONWEALTH of VIRGINIA
Department of Small Business and Supplier Diversity

Dear Person Last,

Your certification for Small, Micro, Wormen Owned with certification # 800040 for Doc Req CO/Admin Screen UAT vs Beta Test will expire on 20 /29 The recertification process takes
approximately 60 business days, so please renew as soon as possible by following the instructions at https:/fwww.shsd.virginia. gov/certification-division/swam/ and then renew the
certification at the below link:

https:/lcov-sbsd-cert-uat mybluemix.net

Sincerely,

Virginia Department of Small Business and Supplier Diversity
Certification Team




Reminder: Certification # 800075 of your business will expire in 30 days mbox x|

Department of Small Business and Supplier Diversity <noreply@sbsd.virginia.govs>

COMMONWEALTH of VIRGINIA
Department of Small Business and Supplier Diversity

Dear Addl Contact,

Your certification for Small with certification # 800075 for Unique SSN/Tax 1D will expire on 2017/11/30. The recertification process takes approximately 60 business days, so please renew
as soon as possible by following the instructions at https://www sbsd virginia gov/certification-division/swam/ and then renew the certification at the below link:

hitps:ficov-sbsd-cert-uat mybluemix.net

Sincerely,

Virginia Department of Small Business and Supplier Diversity
Certification Team




Certification # 800075 of your business expired. inbox x

Virginia Department of Small Business and Supplier Diversity <noreply@sbsd virginia.gov= Dec 1 (11 days ago) -~ ‘ LR ‘
to me [~

COMMONWEALTH of VIRGINIA
Department of Small Business and Supplier Diversity

Dear Addl Contact,

Your certification for Small with certification # 800075 for Unique SSN/Tax ID has expired today. The recertification process takes approximately 60 business days, so please renew as soon
as possible by following the instructions at https:/ivww.sbsd.virginia.gov/certification-division/swam/ and then renew the certification at the below link:

http v-shsd-cert-uat mybluemix net

Sincerely,

Virginia Department of Small Business and Supplier Diversity
Certification Team




Application Document Request Letter - Application #: 800075 SWaM Certification 'inbex = _

=
Virginia Department of Small Business and Supplier Diversity noreply@sbsd virginia.gov via sendgrid me 11-44 AM {0 minutes ago) | L ‘
to whitney.booker, me, whitney. booker (=

COMMONWEALTH of VIRGINIA
Department of Small Business and Supplier Diversity

Company Name: Unique SSN/Tax ID
SWalM Application Number: 800075
Dear Vendor,

It was determined that the supporting documentation you submitted with your SWaM application is incomplete or requires additional documentation. Please log back into your application portal
and submit the following documents within 15 days of this notice or your application will be closed:

Example request item
Example request item 2

Please note that the evaluation duration will be reset to 60 days once the additional documentation has been resubmitted.

To view your application. click on the link below, or copy and paste it into your browser. You will be asked for your username and password to gain access to your application portal
https:/icertification-app. shsd.virginia.gov

Thank you,

Virginia Department of Small Business and Supplier Diversity
Certification Team




Application Decision Letter-Certification #: 800167 SWaM Certification 'nbox x

Vi a Department of Small Business and Supplier Diversity <noreply@sbsd virgi
to me, whitney booker [~|

COMMONWEALTH of VIRGINIA
Department of Small Business and Supplier Diversity

Company Name: Zoho 464 S\WaM Logo and SWaM Certificate Test

SWaM Certification Number: 800167

Small Certification Start Date Sep 25, 2017

Micro Certification Start Date: Sep 25, 2017

Women Owned Certification Start Date: Sep 25, 2017

Minority Owned Certification Start Date: Sep 25, 2017

Disabled Veteran Owned Certification Start Date: Sep 25, 2017
2022

Dear Applicant,

We are pleased to inform you that your request for certification has been approved. Your company has been approved for the following designations:

Small, Micro, Women Owned, Minority Owned, Disabled Veteran Owned

Your certification is valid for a term of five years from the date of your approval; re-certification is required at the end of that tarm.

You may log into your account to download a copy of your company's SWaM cerfificate as well as the SWaM-certified logo to use on marketing materials.

‘You will see your company listed as a certified vendor in our directory at https:(fwww sbsd virginia.gov/diractory/

It is very important that you keep your contact information up to date. Submit your changes electronically by logging into your account and updating the necessary information.

To do business with the Commonwealth of Virginia, you need to register your company with the eVA system, the state's enline procurement system at hitps /leva virginia.gov/pages/eva-
overview htm _ All state solicitations are conducted on this site.

To check Procurement and Business Opportunities with state agencies, local governments, and others, please visit: https://evafutureprocurements.dgs virginia.gov/defaultpublic aspx

If you need assistance to operate your business, please visit this site: hitp{www bos. virginia gov/running shtml
Sincerely,

Virginia Department of Small Business and Supplier Diversity
Certification Team

101 N. 14th Street, 11th Floor . Richmond, WA 23210 . Phone: 804-786-6585 . Fax: 804-T85-0735




