Oh - Procurement Technical
lO Assistance Center

Registering in CCR & the SBA Profile

This is a step-by-step guide to completing your CCR &
SBA Profiles.

m You can scroll through it as slowly or quickly as you like.

m Each slide represents only a few seconds of time filling out the
forms. It will probably only take 45 minutes to an hour to
complete the registrations (the more info you gather in advance, the
faster it will go!).

® You may want to scan through to see what info you need before
you begin the actual registration process.



Click “START NEW REGISTRATION”



If you are NOT a U.S. Government Entity



WD

Before Continuing
You
MUST HAVE

DUNS #
TIN/EIN
Business Address

Banking Acct &
Routing Numbers



Enter your DUNS number



Enter

buSINESS e—)

Information



If this IS your
correct company
Info, select
Accept/Continue

If this IS NOT
your correct
company info,
select Cancel and
contact DNB to
make corrections




Create a new User Profile



PASSWORD
REQUIREMENTS

8-15 characters
Create USER ID

. Atleast 1: upper case, lower and

case, number and special PASSWORD
character




Create your user account

User Profile Information
User D |testuser1

First Name |

Last Mame |

Each person

Address One

who needs
Address Two 3 | |
access to this
City CCR Record will | |
Postal Code have their own | |
“User Account”
Country | hd
State/Province | |
Telephone | ’
Number [ This is an International Phone Number
Telephone | |
Extension

Fax Number | |

Email Address |

* Required

The email address may be changed once you have finished creating your user account and linked your DUNS number to that account. Please proceed to
answer five security questions by clicking “Next™ below.

[Next” Cancel ]




Create your user account
Answer ONLY 5 Security Questions = This page will TIME OUT after 20 Minutes
Answer security questions

You must answer five questions.

CCR recommends single word answers. If you answer one incorrectly, continue to add more questions until
you have at least six answered. A Delete button will be available after you select six questions.

New Security Question | Click drop down arrow to select Security Question —» ¥ | Your Answer
|  Add Security Question |

Select a security question from the drop down menu
Enter the ANSWER to question in blank text box
Click “Add Security Question”

REPEAT

WD

i. (besureto click “Add Security Question” after 5t question)

[Next ” Cancel ]

Once all 5 are entered, Click “Next”

Go to the next slide to see what your completed “Security Answers”
page should look like.



Completed Answers

Select “NEXT” once all 5 questions have been added



Create your user account

select the "Next" button below to save your user account information and continue creating or editing your
Trading Pariner Profile or annual validation.

Mext

Click “NEXT” to save your user account info.



New Registration

Congratulations, your DUNS number has verified. You are now logged into CCR; however, your
registration has not yet been saved. Press the "Confinue” button o create your registration in an
incomplete state. You may then continue on or return at any future point and resume where you

left off.
| Continue |

Click “Continue” to begin your Company Profile.



Select “Continue” to proceed to the next page:

General Information



Required info

MUST enter http:// before your
website or it will not show up

CAGE Code is given upon
activation of CCR Record

Only if you have a DBA

Enter SSN only if Sole
Proprietor w/o TIN



Info to be entered for US

Companies

q

q
q
q




List the person within
your company who
handles the mail and
mailing issues

H

Y



What date was the
Business officially
established?

When is the end of your
Fiscal Year?

(typically 12/31 but not necessarily)

AVERAGE revenue over
the past 3 years at
specific location

AVERAGE number of
employees over the past
1 year at specific location



AVERAGE revenue over the past
3 years including all
facilities/locations/affiliates

AVERAGE number of employees
over the past 1 year including all
locations/facilities/affiliates



Does your company have a
security clearance?

Your company can be
found when searching
the CCR Database

Your company can NOT
be found when searching
the CCR Database

List the highest employee security clearance



Don’t think your interested in grants?
You can always turn them down, so
why not select both.

Select business or organization

(unless of course you are a Government Entity)



LLC or S Corp must
select OTHER and
LLC/S-Corp

Select how the IRS will classify your company



Profit Structure

Do you qualify for
these groups?

Is your company 51%
or more owned by any
of these groups?



Is your company 51%
or more owned by any
of these groups?

Are you a...?

If you qualify as an
educational
institution, do you
gualify as one of
these?



If you qualify as an
educational
institution, do you
gualify as one of
these?

Are you a Certified DBE?

What is the nature of
your business?

Are you a Federally
Recognized Native
American Entity?



Enter your code then hit

enter. You DO NOT WWW.census.gov/naics
have to separate them List your NAICS Codes
by a comma.

NAICS identifies what type of
activity your business performs
as well as the type of product or
service you offer.



Enter your code then hit
enter. You DO NOT
have to separate them
by a comma.

http://www.naics.com/search.htm

SIC Codes identify what type of
activity your business performs

as well as the type of product or
service you offer.



Enter your code then hit
enter. You DO NOT
have to separate them
by a comma.

PSC Codes are used to identify
the services your company
supplies to the government and
are similar to SIC codes.

www.outreachsystems.com/resources/tables/pscs



FSC Codes are used to identify
the Products your company
supplies to the government and
are similar to SIC codes.

www.outreachsystems.com/resources/tables/pscs



This will auto generate from your routing #

Enter your

1. ABA Routing Number

2. Account Number

3. Select

Checking/Savings

(Enter Lockbox # if you have one)




List at least 1 of the 3
required pieces of
contact information for
your bank location.




Enter the information of
where you would want
the government to mail
payment to you via
check.

Checks will be used for
payment if the governments
electronic payment process
IS out of service for whatever
reason.




This POC should be the
person within your
company that can best
answer questions regarding
Accounts Receivable.




Does your company accept credit cards?



This POC should be the
Primary Person within your
company that can best
answer questions regarding
general business operations.




This POC should be the
Secondary Person within
your company that can best
answer questions regarding
general business operations.




This POC should be the
Primary Person within your
company that can best
answer questions regarding
government business within
the company.




This POC should be the
Primary Person within your
company that can best
answer questions regarding
government business within
the company.




This POC should be the
Secondary Person within
your company that can best
answer questions regarding
government business within
the company.




This POC should be the
Secondary Person within
your company that can best
answer questions regarding
government business within
the company.




This POC should be the
Primary Person within your
company that can best
answer questions regarding
projects your company has
worked on in the past.




This POC should be the
Primary Person within your
company that can best
answer questions regarding
projects your company has
worked on in the past.




This POC should be the
Secondary Person within
your company that can best
answer questions regarding
projects your company has
worked on in the past.




This POC should be the
Secondary Person within
your company that can best
answer questions regarding
projects your company has
worked on in the past.




This POC should be the
Primary Person within your
company that can best
answer questions regarding
any electronic business
actions.




This POC should be the
Primary Person within your
company that can best
answer questions regarding
any electronic business
actions.




This POC should be the
Secondary Person within
your company that can best
answer questions regarding
any electronic business
actions




This POC should be the
Secondary Person within
your company that can best
answer questions regarding
any electronic business
actions.




If you have ever operated
under another business
name, you MUST fill this
out!

Otherwise, please skip this
section.



If you have ever a
Government Parent
company, you MUST fill this
out!

Otherwise, please skip this
section.






Marketing Partner ID (MPIN): This is a SELF-DEFINED access code that will be
shared with authorized partners applications. The MPIN acts as your password
to many government systems. It must be 9 characters and contain at least 1
letter AND 1 number and NO SPACES or Special Characters.




If the Taxpayer Name is incorrect, contact Dunn & Bradstreet and update your
information in their records

If the TIN is incorrect, go back to the General Information tab and correct the mistake

Verify that the Taxpayer Name
and TIN are correct




If this info is incorrect,
contact Dunn &
Bradstreet and update
your information in their
records

Enter your most recent
Tax Filing year.

Enter the name of person
who is authorizing this
registration




Enter the Title of the Individual authorizing this
registration.

Enter your MPIN in this field



You have completed CCR, now click
below to begin creating your SBA Profile



.5, Smaoll Business Administration

SBA

Your Small Business Resource

Update SBA Profile

| Search | Print |  Exit || Help

Welcoms KCMT ENTERPRISES, LLC

Switch to Text Only Crientation/Help ~
Switch to No Frames
== This is the homepage of the SBA Profile
[ orientation/Help
Since your profile was last updated on 04/29/2008, vour profile has been viewed by searchers times. Since 03/14/2001 (the date
B Mandatory Data access counts began), your profile has been viewed by searchers a total of times. (This information can be used to gauge your
= Identification Data profile’s effectiveness at attracting searchers to learn mare about your firm.)
[ Fromccr
9 e The SBA supports Small Businesses
—— = = hi
SESSmIESHOns SRR = Your firm is eligible to register with the U.S. Small Business Administration’'s central an-line registry of small businesses, if:
[i From cCR and sBA
[ updatable by Firm 1 Itis a small business, as defined below: and
I S S — 2. It has not been deharred or suspended from furnishing materials, supplies or services to the Federal Government.
n General . . . . . . . . "
MOTICE: The Small Business Act provides severe penalties on parties who knowingly misrepresent their status as a "small
L Export Profile business concemn” in order to obtain for oneself or another certtain Federal contracts or subcontracts. Such penalties include fines of
References not more than 3500000 or imprisonment for not more than 10 years, or both: administrative remedies prescribed by the Program
Fraud Civil Remedies Act of 1986 (31 U.5.C. 3801-3812); and suspension and debarment as specified in subpant 9.4 of title 45,
£ WewReference Code of Federal Regulations {or any successor regulation) {see 15 U.S.C. 645 16{d)). Before submitting this registration. you will be
asked to certify that your business is a small business and that you are aware of the penalties for misrepresenting small business
Scroll Down & Click on NEXT 2
“Frnvscy & Secunty - Information ushty ~ FOIA : hlo F;t—r.z::t: - ADA
€D Internet F100%

[ From CCRand SBA
n Updatable by Firm
# Products & Services

n General

[i Export Profile

References

n New Reference

||

(m (m = W UaLa a = ) LN [SA W R N ) '»JEHE IEL.lLIGClLEU l.l'_lll' LS rronmm. i
JauaSenpt is d|eabled the hetlmke e|mph_,.rteke yeu te the page requested by the notlink. The hotlinks are in the same order as the
pages you would encounter by hitting "Save/Mext” or "MNext”.

Avoiding Unnecessary Saves: If JavaScript is enabled, the visible contents of the form are compared to w3t they were when the
page was loaded. If there were no changes, these pages avoid unnecessarily saving the data. Therefore, you coo quarantes that
data in a form will be unchanged by hitting the Reset button before following a hotlink, for example.

[Mext

Last modified: 08222007 12:00:00 AM 5BA Processing: 0.135 seconds Version: Small Business Source System 7.0.1 v




Your NAICS Codes will auto-generate
from CCR, select your “Primary” code

Enter your keywords into
this field

Scroll Down

!




This is the name of whoever is
filling out this form



This info is auto-generated from
CCR. If there is a mistake, return
to CCR and make appropriate

corrections. (You may have to return to

Dun & Bradstreet to correct some of the
information)

Scroll Down

!




This info is auto-generated from
CCR. If there is a mistake, return
to CCR and make appropriate

corrections. (You may have to return to

Dun & Bradstreet to correct some of the
information)




If you do not have an E-MALL
already, skip this page. Thereis a
multi-year long wait-list to enroll.

This is E-MALL, not E-MAIL



This info is auto-generated from
CCR. If there is a mistake, return
to CCR and make appropriate

corrections. (You may have to return to

Dun & Bradstreet to correct some of the
information)

Scroll Down

!




This info is auto-generated from
CCR. If there is a mistake, return
to CCR and make appropriate

corrections. (You may have to return to

Dun & Bradstreet to correct some of the
information)



List Owners Name and Title

List Owners Non-Federal Certifications



Enter in Narrative form a description of
your companies products or services

If you have any special equipment or
materials, enter then here

Scroll Down

!



What is the breakdown of your company?



If you DO NOT want to be

an exporter...select “NO”

and skip to the bottom of
the page to continue

If you DO want to be an
exporter...continue filling out
the “Exporter Profile”

Scroll Down

!




If you DO want to be an
exporter...continue filling out
the “Exporter Profile”

If you DO NOT want to
be an exporter...select
“NO” and skip to the
bottom of the page to
continue



NAME:
Your client’'s name (i.e. WPAFB)
CONTRACT:

Brief description of job
CONTACT NAME/NUMBER:
Contact within your company
who can speak knowledgably

about the project




YOU'RE DONE! Click next to
exit out of the SBA Profile



