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1.0 GENERAL INFORMATION
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1 GENERAL INFORMATION
1.1  System Overview

Recent regulatory changes to the Women-Owned Small Business (WOSB) program require
WOSB and Economically Disadvantaged Women-Owned Small Business (EDWOSB)
document current eligibility. The companies submit the documentation to the Federal
Agency Contact. Both the WOSBs and Federal Agency Contacts will self-register and will
self-maintain access and documents.

The SBA will establish a secure central electronic document repository, WOSB Program
Repository, to which all EDWOSBs/WOSBs can submit documents. Businesses can
electronically submit annually-required documents and submit additional documents on an ad
hoc basis such as for protests or program evaluation. When an award involves multiple
contracts, a business can submit documents once rather than to many different contracting
officers. Documents will be read-only and cannot be deleted. Since documents cannot be
deleted, all duplicate documents will be retained.

Before submitting documents electronically, the EDWOSB or WOSB must register in the
Central Contractor Registration (CCR). The Federal Acquisition Regulation (FAR) §
4.1102(a) requires most prospective contractors be registered in the CCR database prior to
being awarded a contract or agreement.

To respond to any government solicitations, a WOSB will use the new WOSB Program
Repository as the sole source for documentation. Federal Agency Contacts will also self-
register with the system; each Federal Agency Contact is responsible for keeping their
agency information. The authorized Federal Agency Contact can view all the documents for
the WOSB. The system will enforce a 120 calendar day limit on each authorization.

After registering in the CCR and submitting the required documentation to the WOSB
Program Repository, the EDWOSB or WOSB will be required to represent its status in the
Online Representations and Certifications Application (ORCA). ORCA is the primary
government repository for contractor-submitted representations and certifications required
for conducting business with the U.S. Government.

Until the repository is completed, or if the system is unavailable, then the EDWOSB or
WOSB will still be required to submit documentation directly to the contracting officer
before any award is made. The Federal Agency Contact will retain these documents in the
contract file so SBA may access them in case of a status protest or eligibility examination.
The WOSB or EDWOSB will also be required to post the documents to the WOSB Program
Repository within 30 days of the repository being available.

WOSBPR has the following four roles:
e Small Business Owner
e Federal Agency
e Administrator
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e View
WOSBPR is run, housed, maintained, and supported by OCIO.

Some other components of the system include the following:
e SBA IT security will handle system access for all roles.
o Every user will be required to have a GLS Login ID and password associated with one of
the four WOSBPR roles.

1.2 Authorized Use Permission

This is a Federal computer system and is the property of the United States Government. It is for
authorized use only. Users (authorized or unauthorized) have no explicit or implicit expectation
of privacy in anything viewed, created, downloaded, or stored on this system, including e-mail,
Internet, and Intranet use. Any or all uses of this system (including all peripheral devices and
output media) and all files on this system may be intercepted, monitored, read, captured,
recorded, disclosed, copied, audited, and/or inspected by authorized Small Business
Administration (SBA) personnel, the Office of Inspector General (O1G), and/or other law
enforcement personnel, as well as by authorized officials of other agencies, both domestic and
foreign. Unauthorized use of, or exceeding authorized access to this system is prohibited and
may constitute a violation of 18 U.S.C. 8 1030 or other Federal laws and regulations and may
result in criminal, civil, and/or administrative action. By using this system, users indicate
awareness of, and consent to, these terms and conditions and acknowledge that there is no
reasonable expectation of privacy in the access or use of this computer system.

1.3 Points of Contact

1.3.1 Information

Contact Name Department/Division Telephone Number | E-mail Address

Office of Government Contracting WOSB@sba.gov

1.4 Terms and Abbreviations

WOSBPR - Women-Owned Small Business Program Repository

Project References

e SBA ColdFusion Standards Document
e OISS Look and Feel
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2 SYSTEM SUMMARY
2.1  System Configuration

The application is developed for use with a minimum browser of Microsoft IE 6.0 or a
compatible browser. You must use high level encryption (128 bit) when configuring your
browser. You must enable support for JavaScript and “cookies”. In general, the font type is 9pt.
Avrial and style sheets are used. The application is best viewed on a 1024 x 768 resolution screen.
To avoid scrolling, use a minimum 15” screen.
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3.0 GETTING STARTED

Women-Owned Small Business Program Repository Page 8



3 GETTING STARTED

The WOSBPR system is accessed through the SBA General Login System (GLS). You must
have an SBA GLS User ID and Password in order to access WOSBPR.

3.1 Login to SBA GLS (General Login System)

To work with WOSBPR, click on https://eweb.sbha.gov/gls.

You will then see the login screen displayed below:

ip Navigation
General GAlld GED
SBA( ‘i
[SLEIT

November 08, 2010 V:i3.8

« Forgot User ID?

= Forgot Password?

» Instructions for GLS SBA Account Login

+ Regquest SBA User ID

s Contact SBA Security

Login I Clear

Text Only

Last modified: 10/19/2010 12:00:00 AM > FirstGow > E-Gov > Regulations.gov > White House SBA Processin g: 0.159 seconds|
* Privacy B Security ¥ I Quality * FOIA * No Fear Act * ADA Session timeout in 59 minutes|

If you do not have a User ID and Password, click on the ik

hotlink in the left-hand navigation tree, and fill out the screens to obtain one.

If you do have a User ID and Password, enter them and click on the = Login

pushbutton. Clicking on the - “!®8"  pushbutton will clear out both the User ID
and Password fields.
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After you click on the = Login pushbutton, you will see the Welcome screen
displayed below:

General

Terms and Conditions

Welcome

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

s 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 damage.

+ 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.

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

+ LOG OFF IMMEDIATELY if you do not consent to the conditions stated in this notice, Otherwise click OK to accept the
terms and proceed.

OK Log Off
Last modified: 06/05/2009 12:00:00 AM = FirstGow = E-Gou  » Regulations.gov > White House SBA Processing: 0.111 seconds
* Privacy & Security * Information Quality * FOIA * Mo Fear Act * ADA Session timeout in 57 minutes,

Read the terms and conditions on the Welcome screen and either click on the = &%

Log Off

pushbutton to accept them or click on the pushbutton to exit the system.
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3.2 Access (System Selection)

After clicking on the OK | pushbutton in the Welcome screen depicted above (3.1), the
system will display the General Login System — Choose Function screen shown below:

Weebcoeme larnil Abdeshem. Locston Mol Selected Yol O Pl GRFICE OF THE SSSI%TAMT ADENINISTES 108
Gansral Login System - Choowe Function
Currontly Availabile Apphcatioes

Thai lelevennsg a6 cuvintly onavalatla S 15 o e, 1P SANHE, Boaten oF oMfice, oF Wil A5am h Matenance 31 th tee o lagaad

= Entraprensissl Developmant Managament Informaten Systaem [EDMIS 1) o0ffce s w belancor Procbpd Tracknd System [MPTS) oidfice s

pavi mudbad, | UTLTOM0 139000 AM

LETH [ E: Bagnistewrs wherw Hegne BEA Pracwpemy BT smneede
" Brany & Baigty * [rlwesdins Qualty " FOGA " We Puar Aah " ACA Baryy oo o = 4D s |
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Click on the ssssissd pushbutton at the top of the screen) to reach the System Selection screen
shown below.

Use this screen to request access to the WOSBPR application in the GLS system.

To request access, scroll down to the “Women-Owned Small Business Program Repository”
folder, select the checkbox, then scroll down all the way to the bottom of the screen and select

the Ml pushbutton.

General
SBA oo o s
sttem

Welcome WOSB Business. Location Not Selected Yet.

System Selection

& women-Owned Small Business Program Repository (WOSBPR)
W  Business Owner {Upload Documents) (Show/Hide)
“55—0455370 (DUNS - 666660004) | ‘

Reset Submit

fu

stGov > E-Gov > Regulations, > white Hous SBA Processing: 0.59 seconds|

4
|z st modified: 04/13/2010 12:00:00 AM > Firz g s.gov > whits House
* privacy & Security * Quality * FOIA * No Fear Act * ADA Session timeou it in 53 minutes | 1

Note: If you do not see your business listed in the “Business” drop-down list, click on Sl
at the top of this screen to go to the Profile screen where you will enter the EIN and DUNS
number of your business.

Upon scrolling down to the bottom of the screen, you will see the following pushbuttons:

Click on the ﬂl pushbutton to reset all the fields to their original values.
Click on the _=ubmit pushbutton to submit the information.
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Welcome WOSB Business. Location Not Selected Yet.

General G GED
Login Choose Function { Change Password

Ready

= DSBS Privileged Searcher
» TECH-NET

= SBA's Online Phone Directory <Down:>

Last modified: 06/05/2009 12:00:00 AM

General Login System - Choose Function
Currently Available Applications

= Women-Owned Small Business Program Repository (WOSBPR;

Do you wish to Update Profile?

Currently Unavailable Applications

The following are currently unavailable due to your login, IP address, location or office, or was down for maintenance at the time you logged in:

> FirstGav > E-Gov > Regulstions.gov > White House
* Privacy B Security * Information Quality * FOIA * No Fear Act * ADA

SBA Processing: 0.244 seconds|
Session timeout in 53 minutes|
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4 Small Business Owner

4.1 Welcome

When Women-Owned Small Business Program Repository (WOSBPR) is clicked on the General

Login System — Choose Function screen, this is the first screen that displays:

Note:

Total unfinalized document(s) found : 65

— This alert only appears if you
have forgotten to finalize any documents. Click on the hotlink number to go to the Document
Finalization screen where you can finalize the document(s). When you finalize a document, the
Federal Agency Contracting Officer/Specialist will have access to your document.
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ip Navigation ccessibilt pEions

[Search ] Xt ieln ]
SBAl woserr qud Solicitation View § Upload [Authorize.

Women-Owned Small Business Program Repository (WOSBPR)

|»

Welcome to the Women-Owned Small Business (WOSB) Program Repository

Total unfinalized document(s) found : 65

+ Disclaimer :

« The WOSB Program Repository is a document repository maintained by the U.S. Small Business Administration
(SBA) to house the documents submitted by WOSBs and Economically Disadvantaged Women-Owned Small
Businesses (EDWOSBs), which verify the concern's eligibility for a WOSB or EDWOSB contract and any
representation made concerning its status as a WOSB or EDWOSB for purposes of the WOSB Program.

« It is a Federal computer system and is the property of the United States Government. It is for authorized use
only. You are authorized to use this system for the purpose of submitting documents to the contracting officer for
verification of your eligibility for a WOSE or EDWOSB contract in accordance with the WOSB Program, 15 U.S.C. -
637(m) and 13 C.F.R part 127. Unauthorized use of the system or use that exceeds the user's authorized access
privileges is prohibited and may constitute a violation of 18 U.S.C. - 1030 or other Federal laws and regulations and
may result in criminal, civil, and/or administrative action. By continuing use of this system, you indicate your
awareness of, and consent to, these terms and conditions.

* The user understands that he or she is giving permission for SBA to access and review, at any time, all
documents that have been or will be uploaded on the WOSB Program Repository page for purposes of conducting
an eligibility determination or protest under the WOSB Program.

« The user also understands that the documents may be disclosed at the discretion of authorized SBA personnel
to law enforcement personnel and/or authorized officials of other Federal agencies or offices who may need access
for investigative purposes.

+ The user understands that he or she is representing on his/her behalf, and on behalf of the
WOSB/EDWOSB, that the documents provided, including any document or supplemental information
submitted, is true and correct. Any intentional or negligent misrepresentation may result in criminal, civil
or administrative sanctions including, but not limited to: 1) fines of up to $500,000, and imprisonment of
up to 10 years, or both, as set forth in 15 U.5.C. - 645 and 18 U.S.C. - 1001, as well as any other
applicable criminal laws; 2) treble damages and civil penalties under the False Claims Act; 3) double
damages and civil penalties under the Program Fraud Civil Remedies Act; 4) suspension and/or
debarment from all Federal procurement and nonprocurement transactions; and 5) program termination.

« EXIT IMMEDIATELY if you do not consent to the conditions stated in this notice.

» Next Steps :
+ Click on "Help" to access more information about the WOSB program, including Repository instructions.
s Click on "Upload" to upload your solicitation documents to the repository.
+ Click on "Finalize" to finalize previously-uploaded file.

+ Click on "authorize" to authorize the Federal Contracting Officer/Specialist to view your solicitation
documents.

+ Application buttons & their functions :

+ Search : Allows the user to perform a document search.

« Exit : Exits the WOSBPR system.

+ Help : Displays the application help manual.

+ Home : Returns the user to the Welcome screen.

+ Business View : Allows the user to view the File Status Summary.

+ Solicitation View : Allows the user to view the Authorized Document list of each Solicitation Number.
+ Upload : Allows the user to upload any document file types (PDF & ZIP).

+ Finalize : Allows the user to finalize previously-uploaded documents.

+ Authorize : Allows the user to authorize the Federal Contracting Officer/Specialist to view the

Uploaded documents.

You should only authorize a contracting officer after you have been selected as an
apparent successful

offeror.

+ More Information :
www.sba.gov/wosb : Click on the link to display more information.

+ ContactUs:
In case of any questions or comments please e-mail us : wosb@sba.gov

-

> FirstGov = E-Gov = Regulations.gov > White House
* Privacy & Security ¥ Information Quality ¥ FOIA ¥ No Fear Act * ADA Session timeout in 60 minutes |
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4.2  Business View (File Status Summary)

This screen is used to view the summary of a file status that was uploaded previously.

This screen is accessed by selecting from the top menu selection.

ip Navigation ccessibili pEions

G G
SBAl wossPr Solicitation View ¥ Upload

Sbaemp, WOSB | | Duns : 422847338 | | Company Number 276327 | | Address Line 1 Address Line 2FREDERICK, MD 21701

Business View (File Status Summary)

[Displays the summary of a previously-uploaded file status]

Start |09f01f2011 End |09f161'2011 Search |

Date: = Date: =
. S Valid File Incorrect File Corrupt File Exceeds Size
e (FInee Uploaded Format File Limit scad
Company Number 1 64 0 0 0 Upload

276327
[Duns : 422847338]

Note: Click on the Business Name link te display the uploaded file list

> FirstGov > E-Gov > Regulations.gov > White Hous

* Privacy B Security ¥ Information Quality ¥ FOLA& * No FearAct * ADA Session timeout in 60 minutes |

Definition of Terms on Business View (File Status Summary) Screen

1. Start Date — Enter, or use the calendar icon to select the start date.
2. End Date - Enter, or use the calendar icon to select the end date.

3. =2earch _ ge this pushbutton to send the search parameters to the database.

This screenshot displays the total number of Valid Files, Incorrect Files, Corrupt Files and all
Files that exceed 10 MB file size.

1. Business — This column displays the name of the business as well as the Duns Number.
Click on any hotlink in this column to go to the Search Result screen as shown below
where you can view all the documents related to this business.

2. Finalized — This column displays the number of files that have been finalized. This means

that they can no longer be modified and will remain *“as is”.

w

4. Incorrect File Format — This column displays the number of files with an incorrect file

format.

Corrupt File — This column displays the number of corrupt files.

6. File Exceeds Size Limit — This column displays the number of files whose size exceeds
the limit.

o

Valid File Uploaded — This column displays the number of valid files that were uploaded.
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7. Upload — Click on any hotlink in this column to go to the Upload Documents screen
where you can upload valid PDF and Zip files.
Note: To return to this screen, select at the top of the screen.

Clicking on a Business hotlink in the Business View (File Status Summary) screen will access
the screen depicted below:

AT Mawigatiee  Afrausi BTNy COpNTaAS

D U UL
Aoy & ¥ SR L Teme R HusTens Uiew X Collcitation View Uplosd & Finalize L Authortze

-

Shaemp, WOSH || Duns : 422847338 | | Company Number 276327 || Address Line 1 Addoess Line 2FREDERICK, MD 21701

Soarch Result

Total Valid Files Found : 4 Hide Valid Details
Decument Document Status Document Type Sourced Fip Uploaded Date

DafaultiD. pdf File Uploadad Artscles of organization  WOSE_SomeBad.zip  Sep-15-2011 [11:35:11)

Dynamic pdf File Finakzed By-laws WOS58_SomeBad.zip  Sep-15-2011 [11:35:11]

JAWS Ounck Seart Guide pdf Fale Uploaded Stock ledger WOSE_SomeBad.np  Sep-15-2011 [11:35:11) !

SignHare, pdf File Uploaded Stock ledger WOS8_SomeBad.zip  Sep-15-2011 [11:35:11]

Total Inwalid Files Found : 3 Hide Invalid Details

DoCumeent Document Status Sourced Zip Uploaded Dats

ConvertFromTxt, POF Comupt File WOSE_SomeBad.zp Sep-15-2011 [11:35:11]

Ok Project Stabusg. «ds.ink Incorrect File Type WOSE_SomeBad. np Sep-15-2011 [11:35:11]

SBG Calculatons. doc Incorrect File Typa WO58_SomeBad.zp Sep-15-2011 [11:35:11]

Privacy & Sscurity ™ laformation Gualty * FOLA ® Mo Fsar st ™ A0A Sanpizn imesut in 39 minutay

Definition of Terms on Search Result Screen

1. Show/Hide Valid Details — Click on this hotlink in the upper right-hand corner of the
screen to show or hide valid details. Valid details will be shown by default.

2. Document — This column displays the name of the document. Click on any
hotlink in this column to access the “File Download” dialogue box.

3. Document Status — This read-only column displays the status of the document
(e.g. “File Uploaded”, “File Finalized”, “Incorrect File Format”, “Corrupt File”,
or “File Exceeds Size Limit”). If a document has a status of “Finalized” or
“Uploaded”, it will be logged into the Repository. If a document has a status of “Incorrect
File Format”, “Corrupt File”, or “File Exceeds Size Limit” it cannot be logged into the
Repository.

4. Document Type — This read-only column displays the document type.

Sourced Zip — This read-only column displays the sourced zip file name.

6. Uploaded Date — This read-only column displays the date/time that the file was
uploaded.

7. Show/Hide Invalid Details — Click on this hotlink in the lower right-hand corner of the
screen to show or hide invalid details. Invalid details will be hidden by default.

o
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4.3  Solicitation View (Authorized Agency/Document List)

The Solicitation View (Authorized Agency/ Document List) screens allow the Federal Agency
Contract Officer to see which WOSB are replying to which solicitation numbers as well as what
documents are available for review.

This screen is accessed by selecting CEUELEUEINIETY from the top menu selection.

Summary View:

D G D
SBAl woster  QIm GEIEaED G

Shacmp, WOSHE || Duns : 422847238 | | Company Numbaer 276327 | | Address Line 1 Address Line 2FREDERICK, MD 21701

Solicitation View (Authorized Document List)

[Displays a list of solicitation(s) with the authorized agency and documents.]

« Solicitation Number: XY7-334455

Click on a solicitation hotlink to access the Detailed List screen below:

Detailed View:
+« Solicitation Number: XY 72-334455

- MOVING SYSTEMS
Business: [DUNS:560867 i|
SPOKANE, Wa 99216- 1869

Viewing Authorization Expires On: Dec-20-2011

Document List:

| Document Document Type .
Articles of Incorporation.pdf Articles of incorporation
Articles of Incorporation.pdf Articles of incorporation
articles of Incorporation.pdf Articles of incorporation amandments
articles of [Incorporation,pdf Articles of incorporation amendmeants
Articles of Incorporation. pdf All assumed/hctitious name certincates
Articles of Incorporation.pdf All assumed/fictibous name certificates
Articles of Incorporation.pdf All assumed)/fictitious name certificates
Articles of Incorporation.pdf Articles of incorporation
SpGClaimsUserManual pdf Miscellaneous
Fin4n . ndf — — AfaY Cernification
| ® Privasy & ﬁ. .hu;w . -Iqli-q_;'_f'unu_;;‘:u-,[i_-.r.-ﬂ; 1:';2':-1 l.r;a;ur. ;k-:.: " ADS RREFgn Emaous in 14 ming

Clicking on any hotlink in the “Document” column returns the following message:
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File Download x|

Do you want to open or save this file?

= Mame; Articles_of_Incorporation, pdf
o Type: Adobe Acrobat Docurnent

From: dweb,sba,goy

Open Save | Cancel I

I--’ i, while files fram the Intermet can be useful, some files can potentially
@ harm your computer. IF you do nat trust the zource, do not open or
zave thiz file. What's the nsk?

You can choose to open, save, or cancel.

Women-Owned Small Business Program Repository
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44  Upload

Use the Upload Documents screen to upload a document(s). Only PDF and zip files can be
uploaded. The maximum size file that can be uploaded is 10.0 MB.

Note: After uploading your files, you must finalize them in order for a Federal Contracting
Officer or a Federal Contracting Specialist to view them. Click on to go to the
Finalize screen to do this. Once you have finalized documents, you cannot delete them from the
Repository.

This screen is accessed by selecting from the top menu selection.

CEIED G D
SBAl wossrr  GEm CIEIEaED CETIENGET W GRS QLT

Shaemp, WOSH || Duns : 422847238 | | Company Numbar 276327 || Address Line 1 Address Line 2FREDERICK, MD 21701

Uplead Documents

Highe Tiges
& Click on "Add File{<)" to select file(s) to be uploaded.
® POF and FIP Filas will ba sccapbad. in tha case of o 210 file. only the POF fila withén the 215 fils will ba sconpbed.
« Click on "Document Type™ to select the type of document for each file.
" Decumant Type sslection i aptional for o ZE0 file =
= Ef salectad. the samae desumant Bypa vl ba vied for ol BOF files within tha FEP file.
= If not peleched, once uploaded, the “Finalize® screen can be ueed for & "Dotumant Type™ pelection.
+ Click on "Upload file(s)" to upload.
" Plesse ansura thet you have all the requeed es and that they ara dearly named,
+ Documents still need to be finalized before they can be viewed. Click on Finalize above to finalize.

" Plesse double chad that 8l of your dodurmants are Comedt and labalad cormently balore fnalizang. Rotkeng can be deleted
from the Reposiory onie made faal, there Bre no exiaplions Do this rule 88 it s for Bedit purposes.

Sedect fileds) for wpload (indiddual Tiles Brmited to 10.0 BE)
1
Filé Mame | Filix Sm. Dt urmint Typd I Progress
Add filedsh
| 1
® Dby I- S-Hulll:‘, . I*Hil.'llba;;iu.ii'!y ‘: Foila, *® I.v.e Fagr ;-'..L * AL s ahaR LUl in 59 meay

Definition of Terms on Upload Documents Screen
1. Tips for Uploading Documents _ Gjck on this hotlink to view useful tips about
uploading documents or click on this hotlink Hide Tips {4 hide the tips.
2. File Name — This read-only column displays the name of the file.
3. File Size — This read-only column displays the size of the file.
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4. Document Type — This column displays the document type. Click at the top of the

column to getthe * or ™ arrow to sort the data in the column in either ascending
or descending order. Click on any line in this column to get this drop-down list

" | where you can specify the file type. Note: “None Selected” is
not a valid choice for PDF files.
5. Progress — This read-only field indicates the progress of the upload. If itis a

success, you will see: __Uploading: 100% _ |f the upload is not a complete success,
ou will see: Partial Success (some files failed)

6. M — Click on this pushbutton to call a dialog box to help you search for
files to add.

Femaove selected file(s) ‘

7. — Click on this pushbutton to remove selected files(s).
g. | Clearalfieds) |— Click on this pushbutton to clear all files displayed.

Lipload filegs) ‘ . . . . .
9. — Click on this pushbutton to upload the files listed. If the file

type is invalid, the system will return the following message:
Some of the files inthe ZIP had errors

Followwing irvalid unzipped file(s) were not uploaded:

Fresentationt.ppt.. [Inhcarrect File Type)].

——

Note:

e If you are uploading a PDF file, then you must specify the “Document
Type” for each PDF file before you upload. However, if you upload a zip
file which contains any type of file (i.e. “.pdf”, “.txt”, “.jpg”, etc.), you do
not need to specify the “Document Type”.

e If you specify the document type to any zip file, then the system will
automatically assign the same document type to all the documents in the zip
file.

e If azip file contains files with more than one document type, you can leave

it blank, and then later you can click and select each one.
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45 Document Finalization

Use the Document Finalization screen to give permission to an authorized Agency Contract
Officer to finalize the selected document(s). Note: Use this screen carefully since once a
document has been finalized, you will not be able to update it nor delete it.

This screen is accessed by selecting SERELELY from the top menu selection.

Note: there are currently nine documents shown in the screen below, before any action has been
taken.

LD G G
SBAl wostrr QD CEEas) Sz WLk G Gk

-

Shaemp, WOSH || Duns : 422847238 | | Company Numbar 276327 || Address Line 1 Address Line 2FREDERICK, MD 21701

Document Finalization

[Displays a list of previously-uploaded unfinalized documents.]

The authorized Federal Agency Contracting Officer/Specialist will not have access to the below uploaded document(s),
unless a document is finalized. Once finalized, a document cannot be updated/deleted.

Date

Delete ? Document Source Zip File uploaded Document Type Finalize ?
[ Admin7.pdf WOSB_Admin_Bad.zip 02/14/2011 |Select = -
[ Admin7.pdf WOSB_Admin_Bad.zip 02/02/2011 |Select =l r
[ Admini.pdf WOSB_Admin_Good.zip 02/04/2011 |Select = r
© Admin2.pdf WOSB_Admin_Good.zip 02/04/2011 | Select =l r
[ Admin3.pdf WOSB_Admin_Good.zip 02/04/2011 | Select =l r
[ DefaultlD.pdf WOSB_Good.zip 02/14/2011 |Select =l r
[ signHere.pdf WOSB_SomeBad.zip  02/04/2011 |Select =l r
[ SsignHere.pdf WOSB_SomeBad.zip  02/04/2011 |Select = r
[T SignHere.pdf WOSB_SomeBad.zip  02/02/2011 |Select | r
Clearl Reset | ,gl
> FirstGov = E-Gov > Regulations.gov > White House
* Privacy B Security ¥ Information Quality * FOIA ¥ No Fear Act * ADA Session timeout in 53 minu

Definition of Terms on Document Categorization Screen

1. Delete — Select this pushbutton if you want to delete the document on this line.

2. Document — The name of the document. Click on any hotlink in this column to access the
“File Download” dialogue box.

3. Source Zip File — The name of the source zip file

4. Date Uploaded — The date on which the document was uploaded.

5. Document Type — Use the drop-down list to specify what type of file this is.

6. Finalize — Select this pushbutton if you want to finalize the document on this line.

7. ﬂl — Select this pushbutton to clear all values.
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8. @ — Select this pushbutton to restore all values to what was there when you first
entered the screen.

9. Sa® _ gplect this pushbutton to save the information to the database. The system will
then return the message shown in the screenshot below:

Note: There are no longer any documents shown in the screen below after the Save (before, there
were nine documents, as depicted in the screenshot above.)

[Search L e ier )
(o ¥ R L TTome Y Busimess View ¥ solcitation view § Upioad § Finalize L Authorize |

Shaemp, WOSH || Duns : 422847238 | | Company Number 276327 | | Address Line 1 Address Line 2FREDERICK, MD 21701

Document Finalization

[Displays a list of previously-uploaded unfinalized documents.]

Information has been successfully saved.
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4.6 Authorize

Use this screen to give permission to a Federal Agency Contracting Officer to view all valid files
uploaded for this business as well as all previous authorizations to all agencies.

This screen is accessed by clicking on GULLLIELY at the top of the screen.

Ship Wavigative AT TRITINy Thp Wi e

D G WD
by & ¥ IR LT X Bumens Uew § Solicitation View I Upioad § Finaltze § Authorize s

Shaemp, WOSH || Duns : 422847238 | | Company Number 276327 | | Address Line 1 Address Line 2FREDERICK, MD 21701

Authorize Federal Contracting Officerf Specialist
[Allows the user to authonze a Federal Agency Contracting Officer/Specialist to review upleaded documants.]

Federal Agency : ||Sv|e-:.1 j|
Contracting Officer f Specialist: ISelm:! O "I

Solicitation &: | |
Expiration Date: |01/132012

Noba: In case of 8 Contracting Cifscer Specaliat rot liabed for & selected Agency.
pleaze contact that Agency.

[This step has sothing to S0 with completing youwr WOSE oetidfication - you e sall
cartifind cnce you have uploaded all of your required decumentation. You should
anly avthorize & contracting offcer after you have submitted @ bid on & solatation
whd bean sslected ad &h Bpparent suctaaaful cffercs. Autharnzing B contrecting afficar
o spacialist at any podint prior only grants sccess o your privabte dotuments fo mone
irdividuals than receasary.]

For sny cther questions, plesse conkact iwosbBsbe gov

Clear | Resel | Authorize

Total Active Authorizations Found : 1 Hide Active Authorizations

Solicitation Agency Contracting Authorized Last Last
* officer/Specialist By SIS yogateq Updated Expiration | ypdate
AGENCY FOR ContQfficer, FedEmp Business, Sep-15-  Sep-15- Businass, ||]g,|-|g.2m-| C
ABC-2011 INTERMATIONAL wose 2011 2011 Wose
DEVELOPMENT
Total Inactive Authorization Found : 11 Show Inactive Authorization

® privacy b Setunty * Infsrmatisn Ousbey ® FOLA * No Fasr dee ® &D& S A NmEaut in 60 M

Definition of Terms on Authorize Federal Contract Officer Screen

1. Federal Agency — Use this drop-down list of available agencies to select the one to
which you wish to provide authorization to view files.

2. Contracting Officer/Specialist — Use this drop-down list of available contracting
officers in the Federal Agency you specified above to select the one to which you wish to
provide authorization to view files. Note: If you do not see any names in this field,
contact your contract officer and have him/her get a GLS ID.

3. Solicitation # — Enter the solicitation number. This number will be associated with the
Federal Agency and Federal Contract Officer that you selected above.

4. Expiration Date — This read-only field displays the expiration date of the solicitation
number (this date is exactly 120 calendar days after the date of entry).
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5. M — Select this pushbutton to clear all values.

6. %8| _ select this pushbutton to restore all values to what was there when you first

entered the screen.

7. Authorize _ ge|ect this pushbutton to give permission to the Federal Agency Contracting
Officer you specified to view all valid files uploaded for this business as well as all
previous authorizations to all agencies.

Table Window — The table window displays the details of a file. Note: All fields in this table
window are read-only with the exception of “Expiration Date” and the 'UPdate checkhox.

Solicitation# — The solicitation number

Agency — The agency concerned

Contracting Officer/Specialist — The name of the Contracting Officer/Specialist

Authorized By — The name of the person who authorized the solicitation.

Authorize Date — The date on which the solicitation was authorized.

Last Updated Date — The last date on which the solicitation was updated.

Last Updated By — The name of the person who last updated the solicitation.

Expiration Date — The date on which the solicitation expires. Note: You can edit this date to
make it shorter than 120 days, but you cannot make it longer than 120 days.

Update _ cick on this pushbutton after you have selected the checkbox of the corresponding
file’s date that you wish to update.
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47 Search

Use this screen to search for documents that have been previously uploaded.

This screen is accessed by clicking on at the top of the screen.

(Uplood X Finaltze § Ruthorize

Solicits 3
—

Shaemp, WOSH || Duns : 422847238 | | Company Number 276327 | | Address Line 1 Address Line 2FREDERICK, MD 21701

Search DdBuments 1
[Search préviously-uploadid documents. ]

Droscunrmeiinit Typed: IE-:I&:: ﬂ
Uploaded Start Date: [ =
Uploaded End Date: I ™=

Cloar | Reset | Search

Definition of Terms on Search Documents Screen

1.

2.

Document Type —Use the drop-down list to specify the document type that
you are searching for.

Upload Start Date — Enter, or use the calendar icon to select the upload start
date.

Upload End Date — Enter, or use the calendar icon to select the upload end
date.

ﬂl — Select this pushbutton to clear all values.

@ — Select this pushbutton to restore all values to what was there when
you first entered the screen.

Search _gelect this pushbutton to search the database based on the
parameters that you have specified.
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4.7.1 Search (Results)

The screen depicted below shows the result of a search.

J =7

Shaemp, WOSH || Duns : 422847238 | | Company Numbar 276327 || Address Line 1 Address Line 2FREDERICK, MD 21701

Search Result
Total valid Files Found : 16
Document Document Status  Document Type Sourced Zip Uploaded Date

& | h Crten f File Finakzed Bla) Certufcation Feb-23-2011 [12:44:58])
fdmina, padf File Finakzed B(a) Certification Feb-23-2011 [12:58:24])
antiha. pef File Finalized B(a) Certafication Feb-23-2011 [12:57:05)
BlackBerry 7130 - User Guide pdf File Finakzed B(a) Certification Fab-04-2011 [13:16:30]
DafaultlD. pdf File Finadrad Bla) Ceruhcation lan-19-2011 [9:55:18]
Dynamic,pdf File Finakred B(a) Certification Feb-23-2011 [12:57:33)
Einal Rule pdf File Finalized B(a) Certsficabion lan-20-2011 [16:55:32]
HCTS reguiremant-modules. pdf Fila Finalized Bla) Certification Fab-17-2011 [13:25:571

Note:

Clicking on any hotlink in the “Document” column returns the following message:

File Download x|

Do you want to open or save this file?

PE Mame: Additional_Search_Criteria, pdf
Type: Adaobe Acrobat Document

From: enile.sba.gow

Open Save

harm pour computer. IF you do not trust the source, do not open or

I@J YWhile files from the [ntermet can be uzeful, zome files can patentially
gave thiz file. What's the righ?

You can choose to open, save, or cancel.

The “Uploaded Status” column indicates whether or not the file was uploaded.
e “File Uploaded” — denotes a successful upload
e “Incorrect File” — denotes a file other than a .pdf
e “Corrupt File” — denotes a file that was a file other than a .pdf, and its name was
changed to “.pdf”
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