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Greetings from DCAMM Contractor Certification!
This tip sheet will show you how you can print a copy your application.

How to Print Your Application?

1. Log in to your DCMS Account
2. At your Dashboard click on Certification Applications to view your apps

Dashboard Displaying records assigned ta = your company ¥
- - S Pending Pending Pending
Certification Applications Submisgign Receipt Processing
Status 2 0 0
Contractor Certifications Active Pending Renewing
Status 1 0 0

3. In the Applications box you will see applications that are submitted to
DCAMM but not yet approved (Received; in Process), approved applications
(Processing Complete) and applications not you’ve started but not yet
submitted (Complete, Pending signature).

Application .
Status Number App Type Organization Dates Contact Actions

Startad: 5/31/2019
Received & In Process 7514872 Filed Sub-bidder Certification Division of Capital Asset and 8/16/2019 Test Test View
Received: 8/16/2019
Started: 8/12/2013
Processing Complete 7724107 Prime or Small Prime Contracter Certification Division of Capital Asset and 8/14/2018 Test Test View
Received: 8/14/201%
Complete, Pending Signature 7291700 Amendment Request Division of Capital Asset Management and Maintenance Started: 7/29/201% Contact Person Process

4. Under Actions click View on the application you wish to print

Applications

Contact
Test Test

Test Test

Contact Person Process




5. This will open the Main Summary of your application

6. Click View and Print App for Your Records

Prime or Small Prime Contractor Certification

Division of Capital Asset Management and Maintenance
Red & Black Dobie Concrete

Processing Complete

2503166

Peggy Sue Construction ¥ (Add user not on list)

This is the assigned user for this Prime or Small Prime Contractor Certification. To ensure security of the record, only YOU have access unless you
another user for completion or explicitly grant access by clicking the Utilities tab and adding a user to the Access List.

| View and Print App For Your Records ‘

7. On the screen you will have the application you submitted to DCAMM. You will

have the option to Print to Printer or Print to PDF File

8. Select one

Type

Certifying Agency
Business Name
Current Status
Application Number
Contact Person

Prime or Small Prime Contractor Certification Information

Print to Printer | ‘ Print to PDF File

Prime or Small Prime Contractor Certification

Division of Capital Asset Management and Maintenance
Red & Black Dobie Concrete

Processing Complete

2503166

Peggy Sue Construction
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9. You will see you have a header and footer on showing on your document (Black
Arrows)

10. To remove them uncheck the Headers and footers under the Options section
(green arrow)
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Stay tuned for the next installment...

If you have any questions do not hesitate to contact Certification at 857-204-1305 or
certification.DCAMM@mass.gov.

If you would like to be added to our Email List click here

Reminder: Applications are due 90 days prior to expiration for the current certificate



