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TIPS FOR COMPLETING THE ONLINE APPLICATION 

• Please note that the online application is the same for New and Renewal Applicants. Only required 
documents differ. 
 

• Review the Required Document Checklist for [New/Renewal] Applications. Gather all required documents 
(in electronic format) prior to starting the online application. You will need to upload all required 
documents on page 5 of the application. 
 

• Make note of your Application ID. The ID is system generated and contains letters, numbers, and special 
characters.  Make use of the buttons at the top right of the application: 

 

 
 

Print = Applicaion ID will print 
Email = Application ID will be sent to an email address you provide 

Print Application = Application will print 
 

• Ownership Information: please make sure to add all owners. Percentage of ownership should equal to 
100. 
 

• At least one NAICS code is required. Please use 6 digit codes: http://www.census.gov/eos/www/naics/ 
 

• Indicate license holder information, if applicable. This applies to holders of contractor’s licenses and 
professional, State of California issued, licenses such as Architects and Engineers. 
 

• Please note, you will be required to print, sign and scan the Certification Statement/Signature Affidavit on 
page 4 of the online application. You will then upload the Affidavit as the last item on page 5 labeled 
“Signature Affidavit.” 
 

• The application is not complete until you reach page 6/6 and the screen reads, “Thank you for 
submitting your application!” (you will not receive a confirmation email) 
 

http://www.census.gov/eos/www/naics/
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How to Access the Certification Application (New and Renewal Applicants) 
 

Start by clicking the button on our website: 

   
 

Note: Please apply on our website using the button pictured above. If clicking on the button does not work, please cut and 
paste into your browser: http://www.planetbids.com/portal/portal.cfm?companyID=17950. You must have Adobe Flash 

Reader 11.1+ installed in order to view this site. This is a free download. 
 
 
New PlanetBids Vendors   
 
Click on “New Vendor Registration”.  
 

 
Complete the information on each tab.  
(The system will prompt you if you have missed  
mandatory information.) 
 

 
 
 

Existing PlanetBids Vendors 
 

Click on “Log In” at the bottom right. Enter User 
Name and Password and click “Log In”. 
 

 
 
 

Click on “Vendor Profile”. 
 

 

NOTE: The instructions that follow apply to both new and existing PlanetBids vendors.
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SLBE Certification Tab (New and Existing Vendors) 

Question: Would you like to be certified as a Small Local Business Enterprise (SLBE) – If you are selecting 
“YES’ for the first time, follow the instructions below.  
If “YES” has already been selected, skip to page 5 of this document. 
 
Select “YES” and then click “Register” (New Vendors) or “Save & Exit” (Existing Vendors) at the bottom right.  

 

 
 

FOR NEW VENDORS ONLY: Click “OK”. 
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Access the SLBE Application by selecting “clicking here”. 
 

 
 

You will automatically be directed to the application page where you can complete the online application. 
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SLBE Certification Tab (New and Existing Vendors) 
 
Question: Would you like to be certified as a Small Local Business Enterprise (SLBE) – If “YES” has already 
been selected, follow the instructions below.  
If you are selecting “YES’ for the first time, go back to page 3 of this document. 
 
Access the SLBE Application by selecting “clicking here”. 

 

 
 

You will automatically be directed to the application page where you can complete the online application. 
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