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To Enter an Initial Application (Pennsylvania Firms)
1) On the PA UCP homepage, log into the system, entering your provided username and password.

NOTE: To change your password, first log into the system, then select the Change Password
link located in the upper left column, and continue by following the on-screen instructions.
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2) To initiate the application process, select the Apply Now link.

3) In this Overview section, answer the three questions, as shown on the illustration below. Then select the Start
icon found in the lower right corner of the page. (Depending on your answer to the third question, a fourth question
may appear.)

NOTES: If you do not meet the basic requirements addressed in these questions, you will be deemed ineligible
to participate in the program and thereby not able to proceed to the application screen. If you are an out-ofstate applicant, you likewise will be unable to proceed; you MUST be certified in your home state before
applying in PA, at which time you will follow another manual to guide you through the application process.
4) If you are deemed eligible to participate in the program, you will be directed to the next page. In the General
Information section, please enter complete information in all applicable fields. (Yellow flags denote required fields.)

2

5) Upon completing all information in this section, select the Save & Next icon. (Note: Throughout this process,
you can select the Save icon at the bottom of the page at any time to preserve your progress.)

6) You will now be directed to the Ownership and Control tab.

7) Beneath the Owners subheading, select the Add icon to complete all pertinent information regarding each owner.
Then select Save. (NOTE: The Total ownership percentage within this section MUST calculate to 100%, or you
will not be able to proceed to the next tab.)
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8) Under the next subheading Equipment and Vehicles, follow the same process, selecting the Add icon as many
times as necessary in order to add each piece of equipment and/or each vehicle owned or leased by the firm or
owned or leased by the owner.

As you complete all fields for each piece of equipment or vehicle, select the Save icon to
process the information. Repeat this step as many times as necessary in order to enter all of
the firm’s equipment and vehicles.

REMEMBER, you may select the Save icon at the bottom of the page at any time to save
your progress.
Once you have finished adding all Ownership and Control information, select Save & Exit.
You will then be directed to the Work Location tab.
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9) Now, choose the counties in Pennsylvania where your firm is willing to do business.

When you complete your map selection, select the Save & Next icon.
10) You will now be directed to the Review section.
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11) At this point, please review all information you have entered thus far, to ensure completeness and accuracy. Once
you have verified all information, select the Download PDF icon at the bottom of the page.

CAUTION!!!
After you select the Download PDF icon, a warning will appear, asking if you want to
proceed. Select “Yes” only when you are confident that you have completely entered all
information.

Please be sure that all information is correct before you continue!
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12) After you have selected the Yes tab, a PDF document will load into your web browser,
and the following screen will appear.

13) Review your certification application, verifying that all information is correct. Also, complete
the additional fields that will now appear. Then select the small blue Save icon—found at the top
left corner of the PDF section of the screen.
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14) A small screen will appear to ensure that you have downloaded and saved your PDF
file. Please make certain that you have saved your application in a location to which you
have easy access.

15) You will now be directed to the Document Checklist screen.

A list of documents will appear as shown above. While a yellow flag denotes required
material, a blue flag denotes optional material based on your type of firm; accordingly, please
read through the definitions of each listing to determine which apply to your firm.
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Also, notice the Download PNW Form at the top of the page.

Select this Download PNW Form icon. Enter information into all fields, then print the
completed document. Subsequently, this form must be notarized so that you can upload a
scanned copy to the Personal Net Worth field (the second entry of the Document checklist).
16) Meanwhile, as you select each individual document title (Application, Personal Net Worth,
Personal Tax Returns, Balance Sheet, etc.), you will be directed to a Document Management screen.

17) Utilizing the Document Management section, upload all respective documents to each appropriate field.

For example, after you select the Application tab and the Document Management section
appears, you will then select the Browse tab, find and select your application file, and select the
Upload tab. If you upload another document type in error, you may select the Delete tab next to
the corresponding file and start over.
NOTE: The maximum individual document size is 10 megabytes (10 MB). Accordingly, you may
need to divide your documents into smaller partitions if they are too large, and you may upload any
number of documents to each individual section.
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18) Each time you successfully upload a document and subsequently select the Back icon, you will return to
the Document Checklist screen and notice a green checkmark appearing next to the Document type that you
just loaded.

19) Repeat this process until you have submitted all necessary documents, including all conditionallyrequired documents, as well as any optional documents you wish to provide.

20) Double-check all submitted documents to ensure they have been placed within the correct category. Then
select the Submit icon at the bottom of the page. (The Submit icon will not activate until you have uploaded
all required documents.)
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21) You will now be directed to the Submit Confirmation page. Select the Affidavit of
Certification icon to open a PDF copy of the affidavit.

Once you have completed your Affidavit of Certification, print a copy, ensure it is
notarized, and submit the Affidavit via regular mail to the certification agency of your
choosing.
22) When the certifying agent receives the Affidavit, an acknowledgment will be sent to the email
address you provide on your application.

23) Via this email, you may access the PA UCP website at any time by selecting the link provided.
Please do not reply directly to this email. It will be sent via an unmonitored account.
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To Enter an Initial Application (Out-of-State Firms)
1) On the PA UCP homepage, log into the system, entering your provided username and password.

NOTE: To change your password, first log into the system, then select the Change Password
link located in the upper left column, and continue by following the on-screen instructions.
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2) To initiate the application process, select the Apply Now link.

3) In this Overview section, answer the three questions, as shown on the illustration below. Then
select the Start icon found in the lower right corner of the page. (Depending on your answer to the
third question, a fourth question may appear.)

NOTE: If you do not meet the basic program participation requirements addressed in these
questions, you will be deemed ineligible to participate in the program and thereby not able to
proceed to the application screen.

NOTE: If you are an out-of-state applicant, you likewise will be unable to proceed;
you MUST be certified in your home state before applying in Pennsylvania, at which
time you will follow another manual to guide you through the application process.
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4) If you are deemed eligible to participate in the program, you will be directed to the next
page. Within this General Information section, please enter complete information in all
applicable fields. (Yellow flags denote required fields.)

NOTE: NOTE: To save your progress at any time, select the Save icon.

Once you have entered all required information, select the Save & Next icon at the bottom
of the page.
5) You will now be directed to the Document Checklist tab.

Select the Interstate icon. A Document Management screen will then appear.
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6) On this screen, you will upload the full and complete original application that you filed with
your home state.

In order to upload your original application, select the Browse tab. From your files, select the document
to upload; then select the Upload tab. Repeat this process until all documents have been entered. If you
upload a document in error, you can select the Delete tab next to the corresponding file and start over.

NOTE: The maximum individual document size is 10 megabytes (10 MB). Accordingly,
you may need to divide your documents into smaller partitions if they are too large, and
you may upload any number of documents to each individual section.
7) After you upload all documentation, select the Back icon. You will be directed to the
Documents Checklist screen.

You will notice a green checkmark next to the Interstate link, indicating the completion
of this section.
8) Now select the Submit icon at the bottom of the page. A screen will appear verifying that
you are ready to submit your application.
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Once again, please make sure that via the Document Checklist section, you have submitted
your complete application, the same application that you originally submitted to your home
state. Then select OK to proceed. Or you may select the Cancel icon if you wish to submit
further documentation.
9) The Submit Confirmation screen will appear. Now select the Affidavit of Certification
icon in order to download and print an affidavit form.

This form must be signed, notarized, and physically mailed to the UCP office of your choice.
10) Now that your application has been submitted, the Application Status screen will appear and the word
“Submitted” will likewise appear at the top left corner of the screen.
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NOTE: To check the status of your application at any time, log onto the site and under the heading
Application Status, select the Status link to review your application’s information.

11) Verifying receipt of your application, an email, as shown below, will be sent to the
address you provided.

12) Via this email, you may access the PA UCP website at any time by selecting the link
provided. Please do not reply directly to this email. It will be sent via an unmonitored account.
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To Enter an Annual Affidavit (All Firms)
1) On the PA UCP homepage, log into the system, entering your provided username and password.

NOTE: To change your password, first log into the system, then select the Change Password
link located in the upper left column, and continue by following the on-screen instructions.
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2)

When you log in, the following notification will appear:

NOTE: As a Disadvantaged Business Enterprise (DBE), you are required to update and
maintain your application/certification in a timely manner. Any changes to your contact
information, firm name, address, telephone numbers, etc. must be updated within thirty (30)
days of the specific change. Failure to update this information may be grounds for
decertification.
You are also required to submit an Annual Affidavit, whereby it is determined whether or not
your firm remains qualified to participate in the program.
To begin the Annual Affidavit process, select Start Annual Affidavit.

3) Answer the three questions, as shown on the illustration below. Then select the Start & Next icon found
in the lower right corner of the page. (Depending on your answers, an additional question[s] may appear.)

(Cont’d)
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NOTE: If you do not meet the basic program participation requirements addressed in these
questions, you may no longer be eligible to participate in the program. If you are an outof-state firm, refer to the appropriate section in this manual to guide you through the
process.

Additional Affidavit Instructions (Pennsylvania Firms)
1) If you have indicated that your principal place of business is in Pennsylvania, a General
Information screen will now appear. Please complete and update any information that has changed.
(Required fields are indicated by a yellow flag.)

NOTE: Throughout this process, you can select the Save icon at the bottom of the page at
any time to preserve your progress.
When you have finished entering all information, select the Save & Next icon.
NOTE: If you have a change to an office or warehouse/storage location, vehicles, equipment,
etc., please submit documentation (such as a real estate deed, mortgage loan, lease agreement ,
vehicle title, registration, etc.) verifying the change.
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2) You will now be directed to the Ownership and Control tab.

If applicable, please update your firm’s list of owners, directors, members and note any
additional equipment and vehicles purchased or leased by your firm or owner. After you type
each individual entry, select the Add icon. Likewise, select the Edit or Delete icon to modify
any entries that have changed or which have been removed.
When you have finished making modifications, click Save & Next icon.
3) You will now be directed to the Work Location tab.

(Cont’d)
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Indicate those counties you want added or removed from your work locations. You may
select or de-select the geographical areas directly on the map or check/uncheck the boxes
located next to each Pennsylvania county name.

When you have finished modifying your firm’s work locations, select the Save & Next icon.
4) You will now be directed to the Document Checklist tab.

(Cont’d
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Required documentation is denoted by a yellow flag.
Also read through the “Required if:” conditions for each listing and submit the appropriate
documentation if the requirements pertain to your firm.
5) As you select each individual document title (such as “Personal Tax Returns,” “Resume,” etc.), you will be
directed to the Document Management screen.

6) Utilizing this Document Management section, please upload each respective document to the appropriate
individual section.

For example, after selecting Personal Tax Returns, then select the Browse tab. Choose your
personal tax return statement/file. Then select the Upload icon. When you have finished
uploading the relevant document, select the Back icon.
If you upload another document type in error, you may select the Delete tab next to the
corresponding file and start over.

NOTE: The maximum individual document size is 10 megabytes (10 MB). Accordingly, you
may need to divide your documents into smaller partitions if they are too large, and you may
upload any number of documents to each individual section.
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7) After each time that you select the Back icon, the Document Checklist screen will appear, and you will notice
that a green checkmark likewise appears next to the “Document Type” category to which you just uploaded a
document.

8) Repeat this process until you have submitted all necessary documentation (including any
conditionally required documents as well as any optional documents).
9) Double-check your submissions to ensure that all documents have been entered in the correct
subsection. When you are finished, select the Submit icon at the bottom of the page. (This icon
will not activate until you have uploaded all “required” documents.)

10) After you select the Submit icon, an “Application Submission” screen will appear.
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Once again, please make sure that via the Document Checklist section, you have submitted all
required documentation and any additional documents you wish to provide. Then select OK to
proceed. Or you may select the Cancel icon if you wish to submit further documentation.
11) You will now return to the home screen, and the following Application Status screen will
appear at the top of the page.

An email will be sent to you, confirming receipt of your Affidavit. Please note you may be
asked to provide additional information in a timely manner.
NOTE: You are also required to complete, sign, and physically submit a notarized Affidavit
form via mail. This form can be found and printed by going to the Important Links column
on the left side of the page…and selecting the Download Certification Forms link.
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Additional Affidavit Instructions (Out-of-State Firms)
1) If you represent an out-of-state firm and answered the preceding questions correctly, a General Information
screen will now appear. Please complete and update any information that has changed. (Required fields are indicated
by a yellow flag.)

NOTE: Throughout this process, you can select the Save icon at the bottom of the page at any
time to preserve your progress.
When you have finished entering all information, select the Save & Next icon.
2) You will now be directed to the Document Checklist tab.

NOTE: All required documentation is marked by a yellow flag. You will need to select each
Document Type link in order to be directed to the Document Management screen.
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3) Utilizing this Document Management section, please upload each respective document by selecting
the Browse tab. Then choose the specific document/file. Next, select the Upload icon. If you upload a
document type in error, you may select the Delete tab next to the corresponding file and start over.

NOTE: The maximum individual document size is 10 megabytes (10 MB). Accordingly,
you may need to divide your documents into smaller partitions if they are too large.
4) Repeat this process until you have submitted all necessary documentation (including any
conditionally required documents, as well as an optional documents).

You will notice after submitting your documentation, a green checkmark will appear next to each
specified link, indicating the completion of the section. When you are finished, select the Submit
icon at the bottom of the page, which has been enabled, allowing you to proceed.

Double-check your submissions to ensure that all documents have been placed in the correct
subsection. When you are finished, select Submit to proceed.
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5) You will now be directed to the search page. At the same time, an email confirming receipt of
your Affidavit will be sent to the address you provided.

NOTE: In addition to submitting your supporting documentation, you are also required to
complete, sign, and physically submit a notarized Affidavit form via a mail service. This form
can be found and printed by going to the Important Links column on the left side of the
page…and selecting the Download Certification Forms link.
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Contact Information for Certifying Agencies
If you have questions or concerns, please contact your certifying agency via email or phone
number listed below:
Certifying Agency

Phone

Email

Allegheny County Department of
Minority, Women, and Disadvantaged
Business Enterprise

(412)-350-4309

mwdbecertification@alleghenycounty.us

(215)-937-5475

OBD@PHL.org

Pennsylvania Department of
Transportation (PennDOT)
Bureau of Equal Opportunity

(717)-787-5891

penndotucpinfo@pa.gov

Port Authority of Allegheny County
Diverse and Disadvantaged Business
Enterprises

(412)-566-5257

sbroadus@portauthority.org

Southeastern Pennsylvania
Transportation Authority (SEPTA)

(215)-580-7278

DBEProgram@septa.org

Philadelphia International Airport
Office of Business Diversity
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Application Status

Status Code
Approved
Decertified
Denied
Draft

Locked

Request for
Information
Submitted
Suspended
Under Inspection
Under Review
Verified
Withdrawn

Description
Application or annual affidavit has been approved
Firm is decertified as a DBE
Firm was denied DBE certification
Applicant has begun entering an application or an annual affidavit,
but has not submitted the application or annual affidavit.
Applicant is in process of submitting something or have not
submitted the required documentation required—initial or
interstate application, supporting documentation. They have not
selected the submit button.
Firm has submitted an application or an annual affidavit and we
are requesting that the firm submit additional information that is
required for us to make our determination.
Application or annual affidavit has been submitted by firm
Firm has been suspended from the PA UCP program
Application or annual affidavit is under review—this is the second
stage of our process.
Application or annual affidavit is under review by the certifying
agency.
After the application or annual affidavit has been submitted and
deemed administratively complete by the BEO certification unit
and before being under inspection.
Application or annual affidavit has been withdrawn by firm.
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