The Women-Owned Small
Business Program

WOSB System Walkthrough

certify.sba.gov




SB‘ Certify.SBA.gov Homepage

certify. SBA.gov

Login to an existing certify.sba.gov account

—0OR -

Select to create a new certify.sba.gov user
account

Click here to explore the “Am | Eligible?” tool
for SBA federal contracting programs

NEW FEATURES AM | ELIGIBLE? COMING SO0N!

Submit questions and feedback via the
website email address

WE NEED YOUR FEEDBACK

certify@sba.gov




SB‘ Existing User Sign In Page

U.S. Small Business Administration

Type in user account’s email address

Type in user account password

Emall Addrass

Select “Sign In” button to access the account

Pazsword

NOTE: After 3 incorrect log-in attempts, your
account will be locked and you will have to wait

15 minutes to try again.

Click the “Forget password?” link above the sign in button to reset
your password

Your feedback is mmportant to S8A,
Fluase amall us weth commants and suggestions.

CERTIFICATIONG COMTHAC TN



SB‘ New User Registration Page

Fill out the left pane with your information

New User Registration

Complete the right pane with your preferred
email address and create a new password for
your user account

Please Create A Certify, Fov Account

Ertir Esnall Aad Padsw

A strong passphrase can be a unigue phrase

"""" 7 teabieier that you can easily remember. Add a special
~~~~~ L e character and/or number for added security
b e i g i el Example: My Dog $pot Digs Holes
e e Check that you have read the Terms and

Conditions and click “Submit”

Wour feedback is impaortant to SBA. m
Please email us with comments and suggestions.

SBA gov fYya i

Ticis CONTRACTING



e F1INA YOUr Business

Enter the DUNS number of the business
The Data Universal Numbering System (DUNS) Number is a
unigue nine-character identification number provided by the
commercial company Dun and Bradstreet

gt following Intormation to amach

yaur profile to 2 business poofie Enter the MPIN number of the business
The Marketing Partner Identification Number (MPIN) is a self-
created password in SAM.gov.

SENJEIN HUMBER

DS NLIMBER®
HuMBER

Enter the Taxpayer Identification Number (TIN)

of the business

A Taxpayer Identification Number (TIN) is an identification
number used by the Internal Revenue Service (IRS) in the
administration of tax laws. It is issued either by the IRS or the
Social Security Administration (SSA). The choices provided
for TIN Type include: Employer Identification Number "EIN",
or Social Security Number "SSN".

Select “Find Business” to connect your profile
to the business

We Meed Your Feedback, Please Emadl Lis

with any comments and ideas

SBA gov fw @ NOTE: Please enter the information exactly as it

ENTIEICATIONS it is entered in SAI\/I.gOV.
All entities must have an active record in SAM.gov to participate in
SBA contracting programs. If you do not have a SAM account, please
register in SAM.gov first and return to certify.SBA.gov to complete
your registration.



%Associate Business Result

If there is a match, the business profile is
shown underneath the search

Select the Business Type from the dropdown
menu

Yo can comnect with & business by wing the loflowing mborrmation to stach
your profile to a business profile.

DS NUMBER® o

LU - 17 0

Click the Connect to Business button

FINP gUSanss

Match Found
Acme Company
st

ADDELLE PHOML:

Wi Meed Your Feedback, Please Email Us

with any cammenis and ideas

SBA . gov fwada

CENTWICATIONS LOMTRAL TG



S-B“Accept Associate Business

":'.’.‘.l;"..li"'..l".'i gl

Before gaining access to your business
information, you must affirm that you are
authorized to enter into legally binding
agreements on behalf of your business (read
the fine print)

Select “Decline” if you do not agree to the
terms and conditions

Warning: By chcking 8o *| Acoapl” Basbann yiu @i i) neseilin g on your swea behal, and of
behall of the business you represent, that B information prostded on this mebsibe, aed any
dacument or suppl emental isforration submted, s tnee and corect o of the date submited
Any erlIlullllﬂllmlq,rrl misrepresentption of the information contaimed in this ceriification
ity resull P T T EFUETE R T P ST fuhi g, bt vk Tt b b of g 5
SE00, 000, and bmy 7 e, a5 sert borih in LS LSO &85 and 18
LLE.C. & 100, as well as any other appicable crimanal laws.

winit o up b 80 year

Select “Accept” if you are authorized to
represent the business and accept the
agreement

Vi an efficer o gwner of B Busivess associabad with the BURS fumbes Laff soterisg, and

authori et represent 1t and sign any lagal Binding agresents o bef7al o this business.

You will then be taken to your dashboard



SB‘ Dashboard

U.S. Small Business Administration

The user dashboard will display different information
depending on the status of your certifications. Check
back for new functionality as it becomes available in

the system.

View information about your business in the
Business Profile section. This information is
obtained from SAM.gov and cannot be edited
in certify.SBA.gov

e - Please make any changes to your core data in SAM.gov, and
the changes will be updated here within 24 hours

Jane Doe

Select this gray section when you are ready to
update your certification records or begin a
new WOSB application.

Click on the My Documents section to see all
the uploaded files for your account, and to
sort, view, make notations, and manage your
SBA .gov fva documents

We Need Your Feedback, Flaass Emall Us mﬂ
with any commants and ideas

NOTE: All documents must be in PDF
format



U.S. Small Business Administration

T T e e, I s T el el S, WIS S5 B

‘v SBA.gov

or Cpthean Third Party

The WOSB/EDWOSB Application

The WOSB/EDWOSB application is divided into five
sections: Prior Certification, Business, Operations,
Review, and Signature.

Use the Navigation bar to track your progress
as you complete the application. Green
checkmarks indicate that a section has been
completed, while gray checkmarks indicate
that a question does not need to be answered
based on your responses.

Answer each question, then click the upload
icon to upload any necessary documents.

At the end of each section, press continue to
save your work and move on to the next
section.

Once you have completed all necessary
sections, review your application and submit
your signature.




SB‘ Document Library

Users can also view all documents at once by going
to their document library from the dashboard. This
allows users to see all files they have uploaded.

Use the arrows to navigate between pages in
the Document Library

Change the number of documents you can
view on one page by clicking on this drop
down box.

Upload additional documents by clicking the
“Add New” button.

NOTE: This capability is not currently
available, but will be added soon

Sort documents by document type, by active
status, or view all documents

Save any changes made to the Document
Library

it FaadBack, Pleats Email Ug 10
with any o 15 and idoas 5



SB‘ Upload Documents

Once users have clicked on the “Add New” button, a
new dialog box comes up for users to attach
documents.

ATTACH DOCUMEMNTS

i Wbaramsthberes Drag and drop files in the gray box in order to
upload them, or click the “Upload” button to
upload the files manually

DRAG AND FRO® TO UFLOAD DOCUMENTS
il

Use the document display to add notes,
change the document name, type, or group, or
remove documents before they are attached.

Click “Attach Files” to attach the uploaded
files. If you do not click “Attach” your
documents will not properly store in the
document library!

Click “Cancel” to cancel attaching documents

11



SB‘ Resources and Q&A

U.S. Small Business Administration

Questions?

e For questions relating to the WOSB/EDWOSB program, please email wosb@sba.gov

e For questions relating to the certify.SBA.gov system, please email certify@sba.gov

12
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