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VII. When the application is started, the following forms will be listed for the applicant:

• Form 1010, Business 
Information   

• Form 1010, Personal 
Information   

• Form 1623   
• Form 1790  

 
VIII. From the “My SBA Forms” navigation, click on the form link to begin entering data 

into the online form. 
IX. When a form is open for edits, a red asterisk indicates that the field is a required 

field.  You will not be able to complete the form until all required fields have been 
entered. 

X. Use the “Save Changes” button to save data in the online form.  After use, remain on 
the form for further edits. 

XI. Use the “Save & Return to Overview” button to save the data to the form, and to 
return to the application overview page. 

XII. Use the “Verify Completeness” button to ensure all required fields have been 
answered. 

XIII. Use the “Clear Changes” to revert the form to the last version that was saved. 
XIV. Use the “Return to Overview” button to return to the overview without saving. 

 

III. 

V. 

IV. 

VI. VII. VIII. 
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VI. As the applicant enters data into the online forms, especially the ‘Form 1010, 

Business Information,’ the system creates additional forms as warranted by the 
existing regulations.   For example, any owner claiming social disadvantage in the 
Form 1010 or showing 10% or more ownership of the firm triggers the creation of 
Forms 413 and 912 for these individuals. 

 
VII. Image of Required forms that 

result if in the Form 1010 Business 
Information Form 1010 only 
William Smith is listed as having 
greater than 10 % ownership and 
claiming social disadvantage. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

VIII. Image of Required forms that 
result if in the Form 1010 Business 
Information Form 1010 has both 
Francine P. Butler and William 
Smith with greater than 10 % 
ownership and claiming social 
disadvantage. 

 

 
 
 

 

III. 

II. 
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I. When the ‘Verify Completeness’ button is clicked, any missing data is highlighted at 
the top of the page in an “errors detected” box outlined in red.  The form shows a 
red ‘X’ at this point, which indicates the form is still incomplete,   To complete a form 
successfully, the user must resolve all errors in the form.  Only then will a green 
‘checkmark’ replace the red ‘X’ for this form. 

 

 
 

II. Go through each form, and complete the required 
elements.  Use the ‘Verify Completeness’ function on 
each form to ensure it is ready for submission.  A form is 
ready for submission when it shows a green ‘checkmark’ 
on the Overview page, or the ‘My SBA Forms’ section on 
any page (example at right). 

III. Once all forms are “verified completed” and show the 
corresponding green checkmarks, the online application 
is ready to be submitted electronically to the SBA 
(example at right). 

IV. Applicants can make edits to forms until the application is 
submitted.  If changes are made in any form, be sure to 
validate them with the ‘Verify Completeness’ function. 

V. After all forms have verified complete as described 
above, Step 2 on the Overview displays the notation ‘You  
have completed 7 of 7 forms’ as well as two active buttons, ‘Preview Application (PDF 
File)’ and ‘I Have Completed This Step’. Click on both buttons to confirm completion 
of this step. 

 

             II. 

             V. 
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3.9.6. Step 3) Assemble Supporting Documentation  
I. Federal statutes and regulations require the applicant to include certain Supporting 

Documents with their application. A checklist is provided to help organize these 
materials. View and print out the checklist by clicking on the “Print Checklist” button.  

II. Once the documents listed in the checklist have been collected, applicants should 
sign the checklist and put it aside for inclusion the package they mail-in to the SBA. 

III. To Confirm completion of this step, click on the “Confirm” button.  
 

 
 

3.9.7. Step 4) Submit On-Line Input  
IV. After Step 3 is completed, Step 4 will become ‘active’.  Now the user may click on 

the button marked ‘Submit On-line Input to SBA’ button to submit the data from the 
online application to the SBA.  

 

 
 

  
 

           III. 

             
IV. 
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3.9.8. Step 5) Download, Print and Sign Completed Application  
I. In Step 5, the applicant should review the completed application and verify that all 

the information is correct.  
II. The applicant should print out the application, sign and date all forms in the 

appropriate signature blocks, including the attachment pages. Application forms and 
other supporting materials (and corresponding signed checklist) should be included 
in the packet for mailing to the SBA. 

III. When finished, click the “I have signed and Dated All Documents Where Appropriate” 
button to confirm this step is complete. 

 
 

 
 

           III. 

           II. 
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3.9.9. Step 6) Mail Materials to the SBA 
I. Once Step 5 is completed, Step 6 will become ‘active’ and show the address to which 

the applicant should mail the completed full Application, Checklist, and Supporting 
Documents   

II. Click on the “I have Mailed the Completed Packet to the SBA” button to confirm this 
step is complete. 

 
 

 
 

  
III. After completion of Step 6,  the applicant will see a confirmation message that their 

materials have been submitted.  All steps will be shaded in green when completed. 
IV. Once the SBA receives the application packet, the applicant will receive a 

confirmation that the application is being processed. Subsequent communications 
about approval, denials, or other requests from the SBA will be forthcoming as 
warranted. 

 

             II. 

             I. 
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3.10. Submit for Reconsideration of Denied Application 
 

I. If the application for certification for a given firm is declined,  the applicant has forty-
five days to submit the application for reconsideration by clicking on Step 7 ‘Request 
Reconsideration by the SBA’  

 
 

 
 

 
 
 
 
 
 
 
 

 

 I. 
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4. 8(a) Program Annual Review 
 

4.1. Returning Users - Logon 
 
One year after an approval has been granted, firms are prompted to complete the steps 
required to complete their 8(a) Program Annual Review.  A firm is required to undergo this 
review on an annual  basis to maintain eligibility for the program.  The maximum program 
tenure for any firm is nine years. When completing and submitting forms for the Annual 
Review, a returning firm is presented with the same interface they used when applying for 
8(a) program certification.  The firm also uses the same GLS userid and password they used 
when applying for 8(a) certification. 
 

I. Point your browser to   https://eweb.sba.gov/gls/dsp_login.cfm 
II. The main navigation options for this page run along the left side of the page. 

III. In the center of the page, you can enter your user id and password for your SBA 
Account. 

IV. Select “login” button to logon to the online system.   
V. If you do not have a user name and password, use the left navigation bar option 

“request SBA User ID, and follow the directions on pp. 12 – 25.  Then return to 
this section for further instructions. 

VI. There is also a “forgot password” option that can be used to assist users needing 
password assistance. 

 

 

                
III. 

                II. 

                IV. 
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I. Once a user has logged onto the system, a ‘Terms of Use’ screen is presented.  
II. To accept the terms of use, click the ‘OK’ button. 

III. If you do not agree to the terms of use, click the ‘Log Off’ button. 
 

 
 
 

                II. 
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The user is now presented with the ‘Overview’ page.  This page contains all the instructions, 
steps and forms for completing the Annual Review.  Note that it closely resembles the 
interface used by the firm for their original 8(a) certification.  By thus ensuring that the firm 
returns to a familiar user environment for the Annual Review, we hope to boost user 
productivity and satisfaction. 
 

I. The ‘Overview’ also indicates the date the Annual Review submission is due from 
the firm.   This date is the current 8(a) program year anniversary date plus thirty 
days. 

 
 

 

             I. 
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4.1.1. Step 1) Complete Required Annual Review Forms 
I. The required Annual Review forms are shown in the center section of the Overview 

page, below the explanation of the various Steps in the process.  The user should 
complete or update each form by answering the questions that appear when they 
click on 'Complete/Update Form' for each form.   

II. Forms that are not completed, will display with a “red X”. 
III. Completed forms will appear with a “green checkmark”. 

 

I. 

II. 

III. 
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4.1.2. Step 2) Assemble Supporting Documentation 
I. As was the case with the original application, applicants must include certain 

Supporting Documents to accompany their Annual Review forms. A Checklist is 
provided to help organize this material.   The Checklist also indicates which required 
forms should be printed, signed and included in the packet the applicant mails to the 
SBA. 

II. View and print out the Checklist by clicking on the “Print Checklist” button.  
III. Once all materials have been collected, applicants sign the checklist and include it 

with their submitted materials.  
IV. Confirm this step by clicking on the “Confirm” appropriate button. 

 

             II. 

            IV. 
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4.1.3. Step 3) Submit On-Line Input 
I. Submit the annual review on-line application by click the Submit On-Line Input to 

SBA. 

 
 

II. Once an applicant has submitted the required on-line data, Step 3 will present a 
confirmation message . 

 

 

4.1.4. Step 4) Download, Print and Sign Completed Application  
III. Applicants should print, verify, sign and date all forms in the appropriate signature 

blocks, including the attachment pages.  
IV. Applicants should include in the packet they mail to the SBA all materials delineated 

in the checklist, including specific  signed and dated Annual Review forms and 
Supporting Documentation. 

V. Once Steps 1 through 3 are completed, the applicant should click the ‘I have Signed 
and Dated All Documents Where Appropriate’ button in Step 4. 

 

 

            I. 

            V. 
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4.1.5. Step 5) Mail Annual Review Materials to the SBA 
I. Mail the completed Annual Review to the SBA at the address shown in Step 5. 

II. Select the “I have Mailed the Completed Packet to the SBA” button to confirm this 
step is complete. 

 

 
 

  
III. After the step 5 button has been clicked, applicants will see a confirmation message 

that their materials have been submitted.   
 

 
 

IV. Once the SBA receives an application packet, applicants will receive a confirmation 
that the annual review packet has been received and that it is being processed.  

V. Subsequent communications about approval, denials, or other requests from the SBA 
will be forthcoming as warranted. 

 

             II. 


