




















W.5. Small Business Administration

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

VIl. When the application is started, the following forms will be listed for the applicant:
e Form 1010, Business e Form 1623 &
Information & e Form 1790 @
¢ Form 1010, Personal
Information &

VIIl. 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.

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

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

XIll. 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.

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordance with FAR 52.227-14.
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W.5. Small Business Administration

SBA8(a) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

V1. 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.

VIl. 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.

MY SBA FORMS

Form 1010, Busingss
Information B
Form 1010, Individual

® Information (William H, Smith)
e

¥ Form 1622 &

« Form 1790 @

VIII.

(J Form 912: Williarm H. Srnith I1.

« Formn 413: William H. Smith

JFDI’ITI 4505-T: Advanced
Technologies Consultants &
Form 4506-T: Williarm H. Smith

Y&

JFDI’ITI 4506-T: Francine P.
Butler B

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.

MY SBA FORMS

Forr 1010, Busingss
Information
Form 1010, Individual

® Information (Williarmn H. Smith)
&
Form 1010, Individual

® Information (Francine P,
Butler) &

 Form 1623 8

+ Form 1790 B

 Form 912 William H. Smith 5 )
Form 912: Francine P, Butler
Ya

¥ Form 413 Williarn H. Smith
Form 4132 Francine P, Butler
Ya

r,

JFDrm 4506-T: Advanced
Technologies Consultants &

Formn 4506-T: Williarm H. Smith
Y&

vll,,FDrrn 4506-T: Francine P,
Butler B

This documentation is the property of SBA and has been created from materials obtained from
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W.5. Small Business Administration

SBA8(a) Business Development MIS: Applicant Guide 1.0

Fry

YeurEm KBS W& TERify 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,
successfully, the user must resolve all errors in the form. Only then will a green

‘checkmark’ replace the red ‘X’ for this form.

-4(3) BusinessjDevelopment
Program’Certification

.5 Small Business Administration

Your Small Business Rasowrce :

BLogol

= powered by sympli

P )

Form 1010, Business Information
test

/—

A Errors detected - please see below:
= The total ownership of the firm listed in the srd Administration must be
100%. Currently, 50.5% is accounted for,

[ Save Changes || Save & Return To Overview || Verify Completeness || Clear Changes

Return To Overview

i ;
1. Mame of Firm* indicates a required field

|test |

MY SBA FORMS
Form 1010, Business
Information &

Form 1010, Personal
Information 8

« Form 1623 @

x Form 1730 @

% Form 912 bill smith 8

X Form 912 francine bulter

% Form 413 hill smith &

X Form 413 francine bulter &

% Form 4506-T: test @

% Form 4506-T: bill smith &
Form 4506-T: francine bulter
&

To complete a form

e T g

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).

Once all forms are “verified completed” and show the

corresponding green checkmarks, the online application d

is ready to be submitted electronically to the SBA
(example at right).

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.
After all forms have verified complete as described
above, Step 2 on the Overview displays the notation ‘You

MY SBA FORMS

Form 1010, Business

Information &

Form 1010, Persanal

Information &
¥ Form 1623 &
 Form 1790 B

& Form 912: hill smith 8
¥ Form 912 francine hulter B

& Form 413: bill smith &
¥ Form 413 francine bulter S

o Form 4506-T: test B
o Form 4506-T: hill smith

Form 4506-T: francine bulter
va

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.

Complete Required Application Forms
when you click on 'edit’ for each form below,

status of each form.

Flease complete each form by answering the guestions that appear

You have completed 7 of 7 reguired forms. See below for detailed

Preview Application Forms {(PDF File) | | I Have Completed

V.

This Step

d from
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W.5. Small Business Administration

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

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.

Il. 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.

I1l1. To Confirm completion of this step, click on the “Confirm” button.

3

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

Assemble Supporting Documentation

You must include certain Supporting Documents with your
application, & checklist is provided to help you organize this
material, View and print out the checklist by clicking on the
appropriate button below, Once you have collected all the
docurnents listed in the checklist, sign it. Ensure it is included in the
packet with the supporting documentation that you will mail to the
SBA. Confirm this step by clicking on the appropriate button below,

Wiew and Print Supporting Document Checklist:
| Print Checklist |

To continue, please confirm that yvouw have collected all required
supporting docurnentation and signed the checklist:

online application to the SBA.

4

Submit On-Line Input
Submit the data electronically in your completed application forms to
the SBA,

| Submit On-Line Input To SBA

This documentation is the property of SBA and has been created from materials obtained from
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W.5. Small Business Administration

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource
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W.5. Small Business Administration

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

I. In Step 5, the applicant should review the completed application and verify that all
the information is correct.

Il. 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.

I1l. When finished, click the “I have sighed and Dated All Documents Where Appropriate”
button to confirm this step is complete.

5 Download, Print and Sign Completed Application
Review your completed application and verify that all the information
is correct, Print it out and sign and date all forms in the appropriate
signature blocks, including the attachment pages. Put the printed,
signed and dated application forms in the packet with the
Supporting Documentation and corresponding signed Checklist,

| Download, Yiew And Print Completed Application Forms |

| Download &nd Print Supporting Document Checklist |

| I Have Signed And Dated All Documents Where Appropriate |

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordance with FAR 52.227-14.
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W.5. Small Business Administration

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

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

I1. Click on the “I have Mailed the Completed Packet to the SBA” button to confirm this
step is complete.

6 iMail Application, Supporting Documentation 8 Checklist to
the SBA
Mail the completed full Application, Checklist, and Supporting
Documents to the SBA at the address shown below:

Small Business Administration

Division of Program Certification and Eligibility l.
Fobert M.C. Mix Federal Building

200 Market Street, Sth Floor

Fhiladelphia, P& 19107

I Have Mailed The Completed Packet To The SBA 1.

Tndivicdnal Farm Statne

I1l. 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.

6 Mail Application, Supporting Documentation &
Checklist to the SBA
Mail the cornpleted full Application, Checklist, and Supporting
Docurnents to the SBA at the address shown below:

Srnall Business Administration

Civision of Program Certification and Eligibility
FRobert M. C, Nix Federal Building

200 Market Street, Sth Floar

Philadelphia, P& 19107

Thank you for subritting your application and supporting
docurnentation to the SBA! Once the SBA receives the packet
from you with the signed forms, checklist and supporting
docurnentation, yvou will receive a confirmation that it is being
processed, Subsequent cormmunications from the SBA will be
forthcorming as warranted.

This documentation is the property of SBA and has been created from materials obtained from
Symplicity Corporation. Use, duplication, and disclosure SHALL be in accordance with FAR 52.227-14.
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W.5. Small Business Administration

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

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’

Once the SBA receives the packet from you with the signed forms, checklist and
supporting documentation, you will receive a confirmation that it iz being processed.
Subsequent communications from the SBA will be forthcoming as swarranted.

7 Request Reconsideration by SBA
You may request a reconsideration by ZBA within 45 days of the denial decision. You
have urtil Get 09, 2008 to request refonsideration.

| Request Reconsideration

Individual Form Status
Yol will find detailed status of each form within your application below. You may review an individual ft

e e L Iy T T o L Ll 1 Ot At e e o MY 1 oy O 1 o Qe
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W.5. Small Business Administration

SBA8(a) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

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

Il. The main navigation options for this page run along the left side of the page.

I11. 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.

U.S. Smoll Business Administration

SBA
Your Small Business Resourca
General Login System November 03, 2008

* Forgot User ID? I I "

* Forgot Password?

® Insiructions for GLS SB& Account Login

* Request SBA UserID

* 't SBA Security

Contact SBA Security User ID l:l
passwora: [\
| [ Laogin ] [ Clear l
V.

/ Text Only

This documentation is the property of SBA and has been created from materials obtained from
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W.5. Small Business Administration

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

I. Once a user has logged onto the system, a ‘Terms of Use’ screen is presented.
Il. To accept the terms of use, click the ‘OK’ button.
I1l. If you do not agree to the terms of use, click the ‘Log Off’ button.

U.5. Smoll Business Administrarion

Your Small Business Resourca

General Login System Terms and Conditions

Welcome

® This is a Federal computer system and is the property of the United States Gowvernment. It is for authorized use
only.

® This web site employs software programs to monitor and audit network traffic and thereby identify unauthorized
attempts to upload information, unauthorized attempts to change information, or attempts to otherwise cause
darnage.

® Captured data may be disclosed at the discretion of authorized SBA personnel to law enforcement personnel
and/or authorized officials of other agencies who may need access to investigate a potential security incident.

# Unauthorized use of this system or use that exceeds the users authorized access privileges is prohibited and
may constitute a violation of 18 U.5.C. - 1030 or other Federal laws and regulations and may result in criminal,
civil, andfor administrative action. By continuing to use this system, you indicate your awareness of, and
consent to, these terms and conditions.

® LOG OFF IMMEDIATELY if vou do not consent to the conditions stated in this notice. Otherwise click QK to
accept the terms and proceed. ’\

I \\OK ] [ Logoff

2

This documentation is the property of SBA and has been created from materials obtained from
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W.5. Small Business Administration

SBA8(a) Business Development MIS: Applicant Guide 1.0

ur Small Business Resource

€ user 1s 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.

Your Small Business Resowrea

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.

-
= powered by symplicity

P

1

8(a) Program Annual Review
Your firm is due for annual review on Jun 25, 2008,

BARHEMA NC

Overview Instructions /

Complete Required Annual Review Forms

Please complete or updste each form by answering the guestions that appear when you
click on '"CompleteMdpdate Form' for each form below.

You have completed 8 of 8 reguired forms. See below for detailed status of each form.

Assemble Supporting Documentation

You must include certain Supporting Documents to accompany your Annusl Review
forms. & Checklist iz provided to help you organize this material. Viewe and print out the
Checklist by clicking on the appropriste button below . Once you have collected all the
documents listed in the Checklist, sign it. Ensure it is included in the packet with the
supporting documentation that you will mail-in to the SBA. Confirm this step by clicking on
the appropriste button below:

View and Print Supporting Document Checklist:

Print Checklist

To continue, please confirm that you have collected all required supporting
doecumentation and signed the checklist:

W

Submit On-Line Input

nload, Pri Annual Review Forms

ity

Mail Annual Review Forms, Supporting Documentation & Checklist

to the SBA

MY SEA FORMS

J Form 14580, 2(a) Annual Update ﬁ
Annual © tion: John Chu
Y en B
Annual Compensation: WILLLAM
Y waro @
Annual © tion: Hubert A,
Pemv Jr. ]
o Form 1010, Busi Information T
( Form 1010, Personal Information 5
o Form 1622 F
o Form 1720 F
o Form 212: John Chu Chu )
o Form 942 wiLLLam nearD T8

o Form 212: Hubert A, Permy, Jr. T
o Form &43: John Chu Chu T

& Form &H3: wiLLlan wearD T

o Form 413: Hubert &, Permy, Jr. 8]
o Form 4506-T: BARHENA INC T8

« Form 4506-T: John Chu Chu T

o Form 4506-T: wiLLLAM wiarD 5
o Form 4506-T: Hubert & Perry, Jr. T

This documentation is the property of SBA and has been created from materials obtained from
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W.5. Small Business Administration

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

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.

Il. Forms that are not completed, will display with a “red X”.
I1l. Completed forms will appear with a “green checkmark”.

Individual Form Status
vou will find detailed status of eac\fForrn within vour application belaw, ¥ou rmay review an individual
form's completenessz, edit the form, and view a draft copy of the filled-in PDF that will included in
wour full application packet,

ﬂ Form 1450, &(a) Annual Update
2(a) Annual Update

¥ Mot Complete  Wiew Draft Complete/Update Form

EI Form 1010, Business Information

Application for 8(a) Business Developrnent (S8(a) BD) and Small
Disadvantaged Business [SDB) Certification

¥ verified Complete  View Draft  CormpletedUpdate Farm

This documentation is the property of SBA and has been created from materials obtained from
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W.5. Small Business Administration

" Your Small Business Resource

V.

SBA8(@) Business Development MIS: Applicant Guide 1.0

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.

View and print out the Checklist by clicking on the “Print Checklist” button.

Once all materials have been collected, applicants sign the checklist and include it
with their submitted materials.

Confirm this step by clicking on the “Confirm” appropriate button.

2 Assemble Supporting Documentation

ou must include certain Supporting Docurments to accompany
vour Annual Review forms. A Checklist iz provided to help vou
organize thiz material, View and print out the Checklizt by
clicking on the appropriate button below, Once you have
collected all the docurnents listed in the Checklist, sign it
Ensure it iz included in the packet with the supporting
docurmentation that vou will mail-in ta the SBA. Confirmn this
step by clicking on the appropriate button below,

Yiew and Print Suppord cklist:

Print Checklist

To continue, please confin\} that you have collected all
required supporting documentaton and signed the checklist:

-

This documentation is the property of SBA and has been created from materials obtained from
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W.5. Small Business Administration

SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

I. Submit the annual review on-line application by click the Submit On-Line Input to
SBA.

3 Submit On-Line Input

| Submit On-Line Input To SBA |

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

3 Submit On-Line Input
The data in vour cormpleted Annual Review forms has been
successfully submitted to the SBA. Please continue to the next
step below, Your Annual Review will not be proceszsad until the
SBA receives the packet containing all zigned Annual Raview
formiz, the supporting docurmentation yvou collected above and
the corresponding signed checklist,

I1l. 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.

4 Download, Print and Sign Completed Annual Review
Forms

Feview vour cormpleted Annual Review farms and verify that all
the infarrnation is correct. Print it out and sign and date all
formsz in the appropriate signature blocks, including the
attachrient pages. Put the printed, signed and dated Annual
Feview forms in the packet with the Supporting Docurnentation
and corresponding signed Checklist,

LD_uﬂu]Pad, View And Print Completed Annual Review
Forms

| Download And Print Supporting Document Ehecklis}//l—

V.
Ll_H_a_v'_e_Sj_u_n_e'd And Dated All Documents Where
Appropriate.

This documentation is the property of SBA and has been created from materials obtained from
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SBA8(@) Business Development MIS: Applicant Guide 1.0

" Your Small Business Resource

I. Mail the completed Annual Review to the SBA at the address shown in Step 5.
Il. Select the “lI have Mailed the Completed Packet to the SBA” button to confirm this
step is complete.

5 Mail Annual Review Forms, Supporting
Documentation & Checklist to the SBEA

2 Gateway Center
15th Floor
Mewark, Mew Jersey 07102

Finally, subrnit your electronic application.

I Have Mailed The Completed Packet To The SBA.

I1l. After the step 5 button has been clicked, applicants will see a confirmation message
that their materials have been submitted.

| Applicant View |

BARHEMA IMNC

Owerview

8(a) Program Annual Reyview

Your firm is due for annual review on Aug 23, 2008,

{7l Your application is complete and is being processed.
Show Application Steps

Individual Form Status

“ou will find detailed status of each form within your application below, You may review an individual

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.
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