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Procedure 

 
 

 

 

Step Action 

1. Business Classification is  

 
 

Step Action 

2. Please select which classification is applicable to your company. 
 

 

3. Click in the Certificate Number field. 

 

4. Depending on which classification you are claiming, if there is a Certificate 

Number associated with it, please enter it here. 

 

(Example:  Enter "123456") 

5. Click in the Certifying Agency field. 
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Step Action 

6. If there is a Certifiying Agency, please enter it here. 

 

(Example: Enter "Clw") 

7. To enter the expiration date on your certificates, please click the Calendar Icon. 

 

8. If you are changing the month and year, you will need to do the following: 

 

Click on the down arrow and open up either the Month or Year drop downs.   

 

9. Choose the Year. 

 

10. Select the date 

 

11.  

End of Procedure. 

 

 


