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WOSB.Certify – Certification Applications

• WOSB.Certify Applications are structured by 
sections called “Cards” which represent 
organizing factors for businesses: Ownership, 
Control, Individual Contributors, etc.

• Most firms will see an Application Overview 
similar to the one shown at right.

• Firms with Existing Qualified Certifications like 
8(a), TPC or CVE will see fewer Cards

• The Supporting Documents Card is ***NEW** 
and centralizes uploading of documents.

• Questions are answered in the specific Cards; 
corresponding documents are uploaded under 
the Supporting Documents Card once all other 
applicable Card sections are completed.
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***NEW*** - Supporting Documents Card



Supporting Documents Card - Overview
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Page view of Supporting Documents with Instructions 
and relevant sections for the application in progress

Return to Application Overview takes the user back to 
page in previous slide

Save Progress allows firms to save their work and return 
later to add more documents

Return to Complete Application remains grayed out until 
all required documents are uploaded and all sections 
also have a green check-mark indicating completion. 

Once all documents are uploaded and all sections 
completed, Return to Complete Application is un-grayed, 
shows as green. When clicked it takes the user to the 
page where they confirm all Idv Contributors have 
completed their portion(s), then Attest and Submit.



Supporting Documents Card – SBA Basic Eligibility
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SBA Basic Eligibility questions are answered 
at the start of a new application following 
Claim the Business:
1. Is your firm 51% owned by women? 

(Yes)
2. Is your firm organized For Profit? (Yes)
3. Is there an active exclusion decision 

against your firm? (No)
4. Is the firm 51% owned by U.S. Citizens? 

(Yes)

Once SBA Basic Eligibility is established, 
first time applicants must upload one of 
the acceptable documents for Proof of 
Citizenship

Click the blue bar/button to start the 
upload process



Supporting Documents Card - Uploading
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When a blue bar/button for a document type is clicked, the upload instructions and Add file prompt are 
displayed. This is the same for each type of document and each section of the Supporting Documents Card – 
SBA Basic Eligibility, Ownership, etc.



Supporting Documents Card - Uploading
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When the Add file button is clicked, the prompt for selecting file(s) for upload displays. As per the instructions, more than 
one file can be uploaded at once if they are the same type of file. Different files types should *not* be uploaded together. 
For example, multiple Meeting Minutes files can be uploaded together, but Articles of Organization and Operating 
Agreement files must be uploaded separately by clicking their corresponding buttons.



Supporting Documents Card – Application Overview
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Existing Qualified Certifications (EQC) – Not Started

Existing Qualified Certifications include 
8(a), Third Party Certifiers and CVE from 
the Veterans Administration

EQC Applicants complete SBA Basic 
Eligibility, EQC and Supporting 
Documents

These firms will only see three (3) cards 
on the Application Overview when the 
application is complete



Supporting Documents Card – Application Overview
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Existing Qualified Certifications (EQC) – In Progress

Once questions for the EQC Card are 
complete, a Summary is displayed.

A message box is also displayed with a link 
to Supporting Documents Card where the 
corresponding EQC certification will be 
uploaded

The link goes directly to the upload area of 
the Supporting Documents Card



Supporting Documents Card – Application Overview
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Existing Qualified Certifications (EQC) – In Progress

After Summary displays, if the user returns to 
the Application Overview, the EQC Card will 
show as in Progress on the Application Overview

The Supporting Documents Card will show as 
Not Started



Supporting Documents Card – Application Overview
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EQC – TPC/EDWOSB  - Not Started

Upon clicking the link in the EQC 
Summary or the Supporting 
Document Card itself from the 
Application Overview, the EQC 
upload section is presented. It 
appears as Not Started. A red “x” 
also indicates Not Started or 
Incomplete in the title bar

Clicking the blue button/bar 
initiates the upload process



Supporting Documents Card - Uploading
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When a blue bar/button for a document type is clicked, the upload instructions and Add file prompt are 
displayed. This is the same for each type of document and each section of the Supporting Documents Card – 
SBA Basic Eligibility, Ownership, etc.



Supporting Documents Card - Uploading
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When the Add file button is clicked, the prompt for selecting file(s) for upload displays. As per the instructions, more than 
one file can be uploaded at once if they are the same type of file. Different files types should *not* be uploaded together. 
For example, multiple Meeting Minutes files can be uploaded together, but Articles of Organization and Operating 
Agreement files must be uploaded separately by clicking their corresponding buttons.



Supporting Documents Card – Application Overview
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EQC – TPC/EDWOSB - Completed

Following completion of uploading the 
appropriate EQC document, the EQC 
section will show as Completed in green 
and a green check-mark will replace the 
rex “x” in the title bar



Supporting Documents Card – Application Overview
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EQC Summary – Following Document Upload

Following upload of EQC 
certification document, the 
user is returned to the 
Summary to continue with 
submitting the application



Supporting Documents Card – EQC Applications
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Third Party Certifiers (TPC) – WOSB - Yes
Seeking EDWOSB – Yes/No



Supporting Documents Card – EQC Applications
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Center for Verification and Evaluation (CVE) – Veterans
(VetCert Predecessor)

CVE firms will have an 
upload section for EQC 
where they must upload 
their CVE Letter

CVE firms will also have 
the other Card sections 
for upload because they 
complete a full 
application along with 
having a CVE EQC
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SAMPLE APPLICATION:

Initial Application in Draft Status – Full/Regular/CVE 
with all Cards completed except Individual Contributors 
and *new* Supporting Documents.

All required and optional documents related to 
questions/responses provided in various Cards are now 
uploaded via Supporting Documents.

Individual Contributor documents are uploaded via the 
specific Card immediately following the 
question/response which requires a document.

Non-EQC Application Overview – Supporting Documents Card



Supporting Documents Card – Other Sections

• EXAMPLE: Ownership
• Ownership section includes four (4) 

*required*documents and three (3) optional 
documents.

• Guidance for types of documents to upload 
appear in the Instructions

• Blue button/bar indicates type of document to be 
uploaded

• Required column with Yes/No indicator
• Status to reflect Not Started (red) or Completed 

(green) for each document upload
• Red “x” in title bar changes to green check-mark 

when completed 
• Repeat process for each Card title section until 

all show as Completed
18



Supporting Documents Card - Uploading
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When blue bar for a document type is clicked, the upload instructions and Add file prompt are displayed. This is 
the same for each type of document and each section of the Supporting Documents Card – SBA Basic Eligibility, 
Ownership, etc.



Supporting Documents Card - Uploading
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When the Add file button is clicked, the prompt for selecting file(s) for upload displays. As per the instructions, more than 
one file can be uploaded at once if they are the same type of file. Different files types should *not* be uploaded together. 
For example, multiple Meeting Minutes files can be uploaded together, but Articles of Organization and Operating 
Agreement files must be uploaded separately by clicking their corresponding buttons.



Supporting Document Card – In Progress
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Ownership

Example: Ownership section with 
*Required* documents partially uploaded

Uploaded documents show in green text as 
Completed, but the indicator in the title bar 
will continue to show the red “x” 
(Incomplete) until all *Required* documents 
are uploaded



Supporting Document Card – In Progress
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Example: Ownership section with *Required* file 
uploads completed; optional uploads are Not 
Started, but because they are not required, the 
section is considered complete, indicated by the 
green check-mark beside Ownership in the title bar.



Supporting Documents Card - Completed
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Uploads of Required Documents Complete for All Sections



Supporting Documents Card – In Progress
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Completing and Submitting the Application

For all Applications (both EQC and non-EQC) the Return to Complete Submission at the 
bottom of the page will be “un-grayed” when all required documents are uploaded

After clicking Return to Complete Submission, the user is returned to the appropriate page for proceeding:
• EQC applications return to the EQC Summary where they can click Next
• Non-EQC applications return to the Individual Contributor page

• If any Individual Contributor responses are pending, the Next button is unavailable until all are 
Completed

• If all Individual Contributors are Completed, users can click Next



Supporting Documents Card - Completed
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Applications Overview with All Cards Completed



Supporting Documents Card – In Progress
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Non-EQC Application with Individual Contributor(s) Completed

For regular applications without 
Existing Qualified Certifications, all 
Firm Owners and other persons 
associated with the firm, depending 
Business Structure and whether the 
firm is applying for EDWOSB, must 
complete an Individual Contributor(IC) 
questionnaire. IC types include Firm 
Owner, Other Owner(s), Spouse, Board 
Members.

The Next button on this page is present 
once all invited ICs completed their 
questionnaires.



Supporting Documents Card 
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Submitting a Completed Application

Privacy Statement (1) displays followed by 
Attestation page

Read and mark all sections of the Attestation (2)

Click Attest and Submit to finish (3)



Supporting Documents Card - Completed
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Application Submitted Successfully
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