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IMPORTANT GENERAL and SYSTEM INFORMATION 
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What you will need 
In order to apply for WBENC certification using this online tool, you need a PC and access to the 
internet.  (The online tool does not support Mac users.)  For best performance, it is recommended 
that you use Internet Explorer 5.0 or higher.     
 
You will also need the detailed information about your company that is requested in the 
application.   
 
NOTE:  It is important that you have the information that you will need during the application 
process available before you start the online application process.  The system “times out” if you 
are inactive for more than 40 minutes after you have either started the online application or 
logged in to complete an application.  Only fully-completed pages (pages on which you have 
completed all required fields and clicked “save & next”) will be saved in the system.  You will need 
to login to the system using the Username and Password you create during the application 
process to complete your application.  
 
How to get started 
You can access the application at www.wbenclink.org. Type in this address in the Address 
window of your browser, and press enter. This will take you to the login page below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click here if you have forgotten 
the password you created during 
the application process.  You will 
need to know your system 
username, (usually your email 
address) 

If you are returning to 
complete an application, 
enter your username and 
password here 

Click here to begin a new 
application 
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Click here to move to the 
next page  

You must read and scroll 
all the way to the bottom 
of the Terms of Use 
Agreement before the 
“Submit” button will be 
active 

Click here to accept the 
Terms of Use.  This box 
must be checked before you 
will be able to click the 
“Submit” button 

Fields marked with a red 
asterisk are mandatory 
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Enter your email address 
as the username in the 
system.  Please write 
down your username as 
you will need it to log into 
the system in the future 

Enter a password.  Retype the password 
for verification.  Please write down your 
password as you will need it to log into 
the system in the future 

Click here to move to the 
next page  

Fields marked with a red 
asterisk are mandatory 
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Fields marked with a red 
asterisk are mandatory 

Once you have completed all of the 
required fields and any additional 
information that you like, click here to 
move to the next page of the 
application  
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Enter your company’s 
product/service here to 
search for your NAICS 
code 

Click here to go to a website 
where you can search for 
your company’s NAICS 
code(s) 

After you have selected the NAICS 
code, use this arrow to move the 
NAICS code to the “Selected” 
NAICS Codes box 

The NAICS Codes that appear in 
this box are the ONLY ones for 
which your company will be certified 
if your application is approved 

After you have selected the NAICS 
codes, use these arrows to move the 
NAICS codes in the “Selected NAICS 
Codes” box up or down so that your 
primary NAICS Code is at the top of 
the list 

Enter keywords that 
describe your company’s 
product/service  

Please select the scope of your 
company’s geographic service area 

If you have selected “Regional” 
or “Local” as your service area, 
select the states or cities that 
you serve  

Us the “>” arrow to move the 
selected state(s) or city(s) to 
the box on the right 

Your company will appear 
when searches covering these 
geographic areas are 
conducted 

Click here to save this page 
and move to the next tab 
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Click here to save this page 
and move to the next tab 

Click here to add a Bank or 
Credit reference 

Add up to 3 Business 
references here (optional) 
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Click here to save this page 
and move to the next tab 

Click here to add information on 
company facilities  

After you have entered all 
required information and any 
optional information that you 
choose to add, click “Save” to 
return to the References tab 
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Equipment & Vehicles Tab 
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Select the ‘Facility Type’ from the 
drop-down list.  You MUST at 
minimum provide information for 
the ‘Principal Place of Business’ 
facility type. 

After you have entered all 
required information and any 
optional information that you 
choose to add, click “Save” to 
return to the Real Estate tab 

Click here to save this page 
and move to the next tab 

Click here to add information on 
company equipment  

Click here to add information on 
company vehicles  
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After you have entered all 
required information, click 
“Save” to return to the 
Equipment & Vehicles tab 

After you have entered all 
required information, click 
“Save” to return to the 
Equipment & Vehicles tab 
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Click here to add information on 
Managers/Owners/Officers (See a 
sample of the pop-up that will 
appear below.) 

Click here to add information on 
Managers/Owners/Officers (See a 
sample of the pop-up that will 
appear below.) 

 

Click here to add information on 
Managers/Owners/Officers (See a 
sample of the pop-up that will 
appear below.) 

 

Click here to add information on 
Managers/Owners/Officers (See a 
sample of the pop-up that will 
appear below.) 

 

Click here to save information and 
move to the next tab 
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Additional Info Tab 
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Click here to add information on 
Business Relationships (See a 
sample of the pop-up that will 
appear below.) 

 

Click here to save information and 
move to the next tab 
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Once you have printed the Summary View of your application and the Sworn Affidavit, 
please click the “Submit” button on the lower right corner of the screen.  Once you click 
this button, your WBOP will be notified that you have completed the online application.  
You will have 90 days from the day you hit “Submit” to provide your WBOP will all 
required documentation and fees.

Click here to save information  



 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Click here to print application and 
Sworn Affidavit 

Click here to submit your 
application for processing 

Details for the WBOP that will 
process your application 

Click here to return to the 
applications to make changes 


