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1. Login to the application and click ‘Start’ for the Consulting Services Application. 
 

 
 

2. Start with the ‘Application for Consulting Services’ task. 
 

 
 

  



3. Begin filling out the application with relevant data for testing. If the field does not apply, enter 
‘N/A’, otherwise a blank text box will get an error message and you will not be able to continue 
onto the next page. 
 

 
 
 

4. Fill out second page experience matrix. Every row must be answered, but if you do not have a 
certification or certification expiration date then you can leave the text ‘N/A’. Otherwise, you 
can delete the ‘N/A’ text and type in the appropriate information for that row. 
 

 



5. After you’ve completed the Application for Consulting Services, click on the “W9 Form” link to 
download and fill out the W-9 form. Then you can click ‘Attach File’ to upload your file and 
‘Mark as Complete’ to save it to your application. Do the same for the ‘Non-Disclosure Form’, 
‘Vaccination Safety and Travel Policy for Independent Contractors’, ‘Upload COVID-19 
Vaccination’, and the ‘Wire Transfer Form’ (this is the only optional form). 
 

       
 

6. Once you’ve uploaded all of the required forms and see all green checkmarks, click submit if 
you’re ready or review to look over the application one more time. 
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