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Overview 
 
 
The Vendor Automation Platform allows new and existing vendors to submit vendorship 
related forms and documents electronically.  The Platform will automatically notify users 
when their electronic submissions are received by the Administrator Certification 
Section (ACS).  The automated notifications will include a description of the form or 
document submitted and will serve as a record of receipt.  While making electronic 
submissions, users will encounter “Tool Tips.”  These tips provide helpful information to 
assist in submitting documents.  Vendor Analysts are available to help users navigate 
this innovative new system. 
 
The forms available on the Platform include: 
 
 LIC 9141 – Vendor Application/Renewal 
 LIC 9140 – Request for Course Approval 
 LIC 9140A – Request to Add or Replace Instructor 
 LIC 9139 – Renewal of Continuing Education Course Approval 
 LIC 9142A – Roster of Participants 
 Vendor Course Notification Form 
 
The ACS looks forward to working with new and existing vendors to successfully 
implement the Vendor Automation Platform. 
 
 
Format 
 
 
The format of the manual is straightforward.  The manual provides instructions followed 
by screen shots to aid vendors in submitting applications, adding instructors, and 
numerous other processes.  Screen shots are different in size, shape and fonts – this is 
unavoidable.  Screens that will require vendors to take an action are emphasized in 
bold as well as, using the color RED. 

 
 
Acknowledgements 
 
 
The ACS appreciates those vendors and end users who supported this project by 
providing helpful input to and testing of this automation platform.  Thank you! 
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Converting a Word Document to a Portable Document File (.PDF) 
 
 
Converting a Word document to a .PDF preserves the document’s layout, formatting, 
fonts, and images.  Most importantly, saving as a .PDF helps to protect your document 
by preventing content from being easily altered.  It is recommended that you convert 
your documents into .PDF format to ensure that the appearance of your submission 
materials is as you intended. 
 
Convert your documents into .PDF format prior to uploading them to the platform. 
 
1.  In Microsoft Word, click “File”. Then, click “Save As”. 
 
2.  In the “Save as type:” dropdown box, click “PDF (*.pdf)”. 
 

 
 
 
3.  Choose your desired location, then click “Save”. 
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Accessing the Platform 
 
 
The Vendor Automation Platform is available on the forms page of the Administrator 
Certification Section’s (ACS) website. 
 

 
  

http://www.cdss.ca.gov/inforesources/Community-Care/Administrator-Certification/Certification-Forms
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Registering and Signing in to the Platform 
 
 
1. If this is your first time creating an account, click “Register”. 
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2. Enter a valid e-mail address, and your first and last name.  The e-mail address you 

provide will be your account’s username.  click “Sign Up”, to register your account. 
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3. You will receive a notification that your registration is being processed.  An e-mail 

with additional instructions will be sent to the e-mail address associated with your 
account. 

 

 
 
 
4. Click the link in the e-mail to complete your account registration. 
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Viewing the Dashboard 
 
 
1. The Dashboard is your starting point for making and tracking automated 

submissions, including vendor applications and related documents. Once you have 
logged in to your account, you will see your Dashboard.  The Dashboard screen 
allows you to easily view the status of your submissions.  
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2. You can view the history for each form you have submitted.  
 
Click the actions icon. 
 

 
Click “View History. If your submission has been approved, an electronic copy of the 
form can be found in the history. To access the electronic copy, click “eSignature 
Documents”. 
 
 

 
 
Click the “Download” icon. 
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3. You can filter the submissions shown on your dashboard screen. 
 
Click the filter icon next to the category you would like to use to filter your 
results.  You can use this feature to filter by type of vendor, type of program, course 
title, status, or date created. A set of results can be filtered by multiple categories. 
 

 
 
Click the “Is equal to” dropdown box and select “Starts with.” Enter the term you 
would like to search for. (e.g., “Vendor Application,” “Complete,” or “Incomplete”).  
 

 
  
Click “Filter.”  Clear your filters to restore the dashboard and view all submissions. 
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Completing the Application Process 
 
 
1. To fill out an application from the Dashboard, Click “Select your workflow.” Click 

“Vendor Application” in the dropdown box, click “Create.” 
 

 
  
2. Select the application or form you would like to submit from the options in the 

dropdown box. 
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Credit Card Payments for Fees 
  
The Vendor Automation Platform now accepts online credit card payments for   
Vendor Applications and Request for Course Approval fees.  
 
 

 
 
The payment screen is the last page before you authorize and submit your 
application.  After entering the card information, select “Process”.  This will authorize the 
card for payment.  Once it shows “Approved”, click “Next” to continue to the last page of 
your submission.  An application cannot be submitted unless a payment has been 
approved.    
  
Please be advised, each online submission requires its own payment.  Credit card 
payments can only be accepted for applications submitted through the Vendor 
Automation Platform.  A confirmation e-mail detailing that your application was received 
and payment has been confirmed will be sent to you.   
  
If you have any questions or need assistance with credit card payments on the Vendor 
Automation Platform, please contact the ACS Vendor Review and Support Unit at 
ACSVendorInfo@dss.ca.gov.   
 
  

mailto:ACSVendorInfo@dss.ca.gov
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LIC 9141 – Vendor Application/Renewal 
 
1. Review the instructions for the LIC 9141 – Vendor/Renewal Application. 
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2. Select the type of program you would like to apply for in the dropdown box. 
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3. Select the type of vendorship you would like to apply for. 
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4. If you select “Initial Certification Training Program,” a notification will appear to 

remind you that an LIC 9140 – Request for Course Approval MUST be submitted 
along with your application for vendorship. 
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5. Select your company type.  Unless you are operating as an individual, you MUST 

provide documentation of authority to conduct business in California.  For more 
information on doing business in California, see the Secretary of State website.  

 
Click “Select files...” to upload your documentation. 

 

 
  
  

http://www.sos.ca.gov/
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6. Enter the requested applicant information. 
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7. Select whether you are submitting a new or renewal application. 
 

 
 
 
New Initial Certification Training Program 
 
If you are applying for a new Initial Certification Training Program vendorship, a popup 
notification will appear to remind you that you must submit an LIC 9140 – Request for 
Course Approval along with your application. 
 
New Continuing Education Training Program 
 
If you are applying for a new Continuing Education Training Program vendorship, a 
popup notification will appear to remind you that it is highly encouraged for you to 
submit an LIC 9140 – Request for Course Approval. 
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Renewal Initial Certification Training Program 
 
If you are renewing your Initial Certification Training Program vendorship, a popup 
notification will appear to remind you that you must submit a new LIC 9140 – Request 
for Course Approval . 
 
Renewal Continuing Education Training Program 
 
If you are renewing your Continuing Education Training Program vendorship, and you 
wish to renew an existing course, you must submit an LIC 9139 – Renewal of 
Continuing Education Course Approval form that contains the course information.  
 
If you are renewing your Continuing Education Training Program vendorship, but you 
do not wish to renew any of your current courses, you must submit an LIC 9140 – 
Request for Course Approval for a new course. 
 

 
  
If you select “Renewal” the fields shown below will appear. Enter your vendor 
number and select your expiration date. 
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8. Enter the number of additional authorized representatives (e.g., partner, 

executive director, and/or board members) you would like for your vendorship.  The 
Authorized Contact Certification sections that follow will populate automatically 
according to the number of authorized representatives entered in this section.  
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9. Complete the Authorized Contact Certification section(s).  If you answer “Yes” 

to any of the questions regarding each authorized representative, a box will appear.  
You must enter the information requested in the box.  To attach any additional 
documentation necessary to answer the questions, Click “Select files…” 
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10. In the “Assign an Analyst” section, if you are an existing vendor, click “Yes,” 

then select your Vendor Analyst from the dropdown box.  If you are applying for 
a new vendorship, or if you are unsure of your assigned Vendor Analyst, click 
“No.”  If you click “No,” the dropdown box to select a Vendor Analyst will not 
display.  If you do not have an assigned analyst, your application will still be received 
and you will be assigned an analyst. 
 
Prior to submitting your application, you will be asked to declare that all of the 
information provided in association with the vendorship application is true 
and correct to the best of your knowledge.  You will not be able to advance until you 
click this box. 

 

 
 
 
Click “Submit” to complete your application. 
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11. A notification confirming your submission will appear. 
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12. You will receive an e-mail confirming that your application has been received. 
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13.  Within 30 days, your application will be reviewed by a Vendor Analyst.  If your 
application is approved, you will receive an e-mail requesting that you sign your 
form electronically (Adobe Sign).  In your e-mail, click the link that says, “Click 
here to review and sign the LIC 9141.” 
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14. The link in the e-mail will take you to an Adobe Sign document, where the 

information you previously filled out will populate automatically into a digital form.  
You will then be prompted to sign the form electronically.  Find the yellow “START” 
arrow and click the designated field.  Type your name into the signature field. 

 
Note: Your Approved Vendor Number and Expiration Date will be shown in the field 
below your signature. 
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15. Once you enter your name into the signature field, the “Click to Sign" button will 

appear.  Click the button to sign the form. 
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16. Once you have electronically signed your application, you will receive an e-mail with 

a copy of your application attached. 
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Application Disposition E-mails 
 
Approved Application E-mail 
 
17. If your application is approved, you will receive a final e-mail confirming that your 

application was completed. 
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Incomplete Application E-mail 
 
18. If your application is deemed incomplete, you will receive an e-mail with a Notice of 

Incomplete Application attached detailing the reason(s).  Review the notice.  Any 
changes requested are due within 30 days from the receipt of the Notice of 
Incomplete Application; the date of receipt is the date indicated on the e-mail.  If 
ACS does not receive the requested changes within 30 days, your application will be 
considered withdrawn. 
 
When you receive a Notice of Incomplete Application, click the link in the e-mail.  
You will be directed back to your incomplete application on the Automation Platform.  
Make the requested changes and resubmit your application. 
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Disapproved Application E-mail 
 
19. If your application is disapproved, you will receive an e-mail with a Notice of 

Disapproved Application attached detailing the reason(s) for the denial. 
 
When you receive a Notice of Disapproved Application, review the notice for 
guidance on the next steps to take. 
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LIC 9140 – Request for Course Approval 
 
1. Review the instructions for the LIC 9140 – Request for Course Approval. 
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2. Select the type of program you would like to apply for in the dropdown box. 
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3. Select the type of vendorship that you would like to apply for. 
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4. Enter the requested applicant information. 
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5. Complete the course information section. 
 
 Total Classroom Hours – courses must be in hourly increments to support 

Administrators in obtaining a minimum of 40 hours of continuing education course 
hours. 

 Locations – enter all specific venues where the course will be presented. 
 Links to Core of Knowledge curriculum charts are provided for your easy reference.  

Select an appropriate Core of Knowledge category for your course. 
 If you are requesting approval of a Continuing Education Training Program course 

that is currently approved for another program type and you would like the course to 
be co-located, include the course number. 
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6. LIC 9140 – Request for Course Approval submissions must include all of the 
items listed below.  A link to the Sample Course Outline is provided for reference.  
Failure to provide the required information will result in processing delays.  
 
Note: “Address and/or Locality(ies)” means all specific venues where the 
course will be presented. 
 
Click “Select files…” to upload your course outline and required course 
materials.  
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7. Enter the number of instructors you would like for your course. 
 

 
  
8. Complete the proposed instructor sections.  Additional fields will generate 

automatically according to the number of instructors you entered.  Current resumes 
MUST be provided for all proposed instructors.  To upload an instructor’s resume, 
click “Select files…” in the section corresponding with the instructor’s information.  
 
If you answer “Yes” to any of the questions regarding each proposed instructor, a 
box will appear.  You must enter the information requested in the box.  Click the 
same “Select files…” button used to upload the instructor’s resume to attach any 
additional documentation necessary to answer the questions. 
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If you have more than ten (10) proposed instructors, click the link provided to access 
additional instructor form(s).  Complete the form(s) and click “Select files…” to 
attach the form(s) to your course request. 
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9. In the “Assign an Analyst” section, if you are an existing vendor, click “Yes,” 

then select your Vendor Analyst from the dropdown box.  If you are applying for 
a new vendorship, or if you are unsure of your assigned Vendor Analyst, click 
“No.”  If you click “No,” the dropdown box to select a Vendor Analyst will not 
display.  If you do not have an assigned analyst, your application will still be received 
and you will be assigned an analyst. 
 
Prior to submitting your application, you will be asked to declare that all of the 
information provided in association with the vendorship application is true 
and correct to the best of your knowledge.  You will not be able to advance until you 
click this box.  

 

 
  
Click “Submit” to complete your application. 
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10. A notification confirming your submission will appear.   
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11. You will receive an e-mail confirming that your application has been received. 
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12. Within 30 days of submission, your application will be reviewed by a Vendor Analyst.  

If your application is approved, you will receive an e-mail requesting that you sign 
your form electronically (Adobe Sign).  In your e-mail, click the link that says, 
“Click here to review and sign the LIC 9140.” 
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13. The link in the e-mail will take you to an Adobe Sign document, where the 

information you previously filled out will populate automatically into a digital form.  
You will be prompted to sign the form electronically.  Find the yellow “START” 
arrow and click the designated field.  Type your name into the signature field. 
 
Note: Your Approved Course Number and Expiration Date will be shown in the field 
below your signature  
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14. Once you enter your name into the signature field, the “Click to Sign” button will 

appear.  Click the button to sign the form.  
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15. Once you have electronically signed your application, you will receive an e-mail with 

a copy of your application attached.  
 

 
  
  



 
Vendor Automation Platform Manual – June 2022  

49 
 

 
Application Disposition E-mails 
 
Approved Application E-mail 
 
16. If your application is approved, you will receive a final e-mail confirming that your 

application was completed. 
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Incomplete Application E-mail 
 
17. If your application is deemed incomplete, you will receive an e-mail with a Notice of 

Incomplete Application attached detailing the reason(s).  Review the notice.  Any 
changes requested are due within 30 days from the receipt of the Notice of 
Incomplete Application; the date of receipt is the date indicated on the e-mail.  If 
ACS does not receive the requested changes within 30 days, your application will be 
considered withdrawn.  
 
When you receive a Notice of Incomplete Application, click the link in the e-mail.  
You will be directed back to your incomplete application on the Automation Platform.  
Make the requested changes and resubmit your application. 

 

  



 
Vendor Automation Platform Manual – June 2022  

51 
 

 
Disapproved Application E-mail 
 
18. If your application is disapproved, you will receive an e-mail with a Notice of 

Disapproved Application attached detailing the reason(s) for denial. 
 
When you receive a Notice of Disapproved Application, review the notice for 
guidance on the next steps to take. 
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LIC 9140A – Request to Add or Replace Instructor 
 
1. Review the instructions for the LIC 9140A – Request to Add or Replace Instructor. 
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2. Select your type of vendorship. 

 
If you select “Initial Certification Training Program (ICTP) Vendor” as your type 
of vendorship, you will be asked to select the components of the training program 
that you would like the proposed instructor to teach.  Select all the components 
that apply.  Indicate whether the proposed instructor is a certified 
administrator.  
 
Note:  A portion of your ICTP course MUST be taught by a certified administrator.  
See program specific regulations listed below. 
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3. If you select “Continuing Education Training Program (CETP) Vendor” as your 

type of vendorship, you will be asked to enter the course title and course number.  
 
Note:  A separate course request application MUST be completed for each CETP 
course.  
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4. Enter the requested applicant information. 
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5. Select the type of application. 

 
If you select, “Replace Instructor,” you will be asked to enter the name of the 
instructor you would like to be replaced. 
 
Click “Select files…” to attach a current course outline.  
 
Note:  You MUST provide a current course outline with your application. 
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6. Enter the proposed instructor’s information.  Click “Select files…” to upload 

the proposed instructor’s current resume.  
 
Note:  You MUST provide the proposed instructor’s current resume with your 
application. 
 
If you answer “Yes” to any of the questions regarding each proposed instructor, a 
box will appear.  You must enter the information requested in the box.  Click the 
same “Select files…” button used to upload the instructor’s resume to attach any 
additional documentation necessary to answer the questions. 
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7. In the “Assign an Analyst” section, if you are an existing vendor, click “Yes,” 

then select your Vendor Analyst from the dropdown box.  If you are unsure of 
your assigned Vendor Analyst, click “No.”  If you click “No,” the dropdown box 
to select a Vendor Analyst will not display.  If you do not have an assigned analyst, 
your application will still be received and you will be assigned an analyst. 
 
Prior to submitting your application, you will be asked to declare that all of the 
information provided in association with the vendorship application is true 
and correct to the best of your knowledge.  You will not be able to advance until you 
click this box.  

 

 
  
Click “Submit” to complete your application.  
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8. A notification confirming your submission will appear.  The message states, “Thank 

you for your submission.  Your request will be reviewed within 30 days from the 
receipt of a complete submission.” 
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9. You will receive an e-mail confirming that your application has been received. 
 

 
 
  



 
Vendor Automation Platform Manual – June 2022  

61 
 

 
10. Within 30 days of your submission, your application will be reviewed by a Vendor 

Analyst.  If your application is approved, you will receive an e-mail requesting that 
you sign your form electronically (Adobe Sign).  In your e-mail, click the link that 
says, “Click here to review and sign the LIC 9140A.” 
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11. The link in the e-mail will take you to an Adobe Sign document, where the 

information you previously filled out will populate automatically into a digital form. 
You will be prompted to sign your form electronically.  Find the yellow “START” 
arrow and click in the designated field.  Type your name into the signature 
field. 
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12. Once you enter your name into the signature field, the “Click to Sign" button will 

appear.  Click the button to sign the form. 
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13. You will receive an e-mail with a copy of your application attached.  
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Application Disposition E-mails 
 
Approved Application E-mail 
 
14. If your application is approved, you will receive a final e-mail confirming that your 

application was completed. 
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Incomplete Application E-mail 
 
15. If your application is deemed incomplete, you will receive an e-mail with a Notice of 

Incomplete Application attached detailing the reason(s).  Review the notice. Any 
changes requested are due within 30 days from the receipt of the Notice of 
Incomplete Application; the date of receipt is the date indicated on the e-mail.  If 
ACS does not receive the requested changes within 30 days, your application will be 
considered withdrawn. 
 
When you receive a Notice of Incomplete Application, click the link in the e-mail. 
You will be directed back to your incomplete application on the Automation Platform.  
Make the requested changes and resubmit your application. 
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Disapproved Application E-mail 
 
16. If your application is disapproved, you will receive an e-mail with a Notice of 

Disapproved Application attached detailing the reason(s) for the denial. 
 
When you receive a Notice of Disapproved Application, review the notice for 
guidance on the next steps to take. 
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LIC 9139 – Renewal of Continuing Education Course Approval 
 
1. Review the instructions for the LIC 9139 – Renewal of Continuing Education 

Course Approval application.  
 
Note:  This form is mandatory if you are renewing your vendorship using an LIC 
9141 – Vendor Application/Renewal form.  The information you provide on the LIC 
9141 should match exactly with the information on the LIC 9139 – Renewal of 
Continuing Course Approval application. 
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2. Select the type of program for the course(s) you would like to renew. 
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3. Enter the requested applicant information. 
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4. A table is provided in the course information section.  Enter the course(s) that you 

would like to renew in the table.  Double-click inside a cell to edit its contents. 
 
Note:  Only currently approved courses can be renewed. 
 
Do not input information in the first three columns titled “FOR ACS USE 
ONLY.” 
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5. Column F asks if the course you are renewing is co-located (also approved for 

another program type).  Use the dropdown box in column F to answer “Yes” or 
“No.”  If you answer “Yes,” use the dropdown box in column G to select the co-
located program type. 
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6. In the “Assign an Analyst” section, if you are an existing vendor, select “Yes,” 
then select your Vendor Analyst from the dropdown box.  If you are unsure of 
your assigned Vendor Analyst, click “No.”  If you click “No,” the dropdown box 
to select a Vendor Analyst will not display.  If you do not have an assigned analyst, 
your application will still be received and you will be assigned an analyst. 
 
Note:  You MUST submit an LIC 9141 – Vendor Application/Renewal along with this 
form. 
 
Prior to submitting your application, you will be asked to declare that all of the 
information provided in association with your vendorship application is true 
and correct to the best of your knowledge.  You will not be able to advance until you 
click this box.  
 
If your course renewal application is approved, please review the effective, 
expiration, and course disapproval dates on the LIC 9139 – Renewal of 
Continuing Education courses.  
 
Note:  Even if your Renewal of Continuing Education Courses is approved, some of 
the courses you requested may have been disapproved. 

 
 

 
 
 
Click “Submit” to complete your application. 
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7. A notification confirming your submission will appear.  The message states, “Thank 

you for your submission.  Your request will be reviewed within 30 days from the 
receipt of a completed submission.” 
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8. You will receive an e-mail confirming that your application has been received. 
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9. Within 30 days of submission, your application will be reviewed by a Vendor Analyst.  

If your application is approved, you will receive an e-mail requesting that you sign 
your form electronically (Adobe Sign).  In your e-mail, click the link that says, 
“Click here to review and sign the LIC 9139.” 
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10. The link in the e-mail will take you to an Adobe Sign document, where the 

information you previously filled out will populate automatically into a digital form.  
You will be prompted to sign your form electronically.  Find the yellow “START” 
arrow and click in the designated field.  Type your name into the signature 
field. 
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11. Once you enter your name into the signature field, the “Click to Sign" button will 

appear.  Click the button to sign the form. 
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12. Once you have electronically signed your application, you will receive an e-mail with 
a copy of your application attached. 
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Application Disposition E-mails 
 
Approved Application E-mail 
 
13. If your application is approved, you will receive a final e-mail confirming that your 

application was completed. 
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Notice of Incomplete Application 
 

14. If your application is deemed incomplete, you will receive an e-mail with a Notice 
of Incomplete Application attached detailing the reason(s).  Review the notice.  
Any changes requested are due within 30 days from the receipt of the Notice of 
Incomplete Application; the date of receipt is the date indicated on the e-mail.  If 
ACS does not receive the requested changes within 30 days, your application will 
be considered withdrawn. 
 
When you receive a Notice of Incomplete Application, click the link in the e-
mail. You will be directed back to your incomplete application on the Automation 
Platform.  Make the requested changes and resubmit your application. 
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Notice of Disapproved Application 
 

15. If your application is disapproved, you will receive an e-mail with a Notice of 
Disapproved Application attached detailing the reason(s) for the denial.  
 
When you receive a Notice of Disapproved Application, review the notice for 
guidance on the next steps to take. 

 

  
 



 
Vendor Automation Platform Manual – June 2022  

83 
 

 
Completing Other Vendorship Related Forms 
 
 
LIC 9142A – Roster of Participants 
 
1. Review the instructions for the LIC 9142A – Roster of Participants. 
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2. Select the type of program for your vendorship. 
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3. Select the type of vendorship and enter your vendor number. 
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4. Enter the requested roster information.  Click “Select files…” to upload a copy 

of your Roster of Participants. 
 
Note:  There should only be one program type and one approved course per 
roster.  A separate roster MUST be submitted for each program type if the course is 
co-located. 
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5. In the “Assign an Analyst” section, if you are an existing vendor, click “Yes,” 

then select your Vendor Analyst from the dropdown box.  If you are unsure of 
your assigned Vendor Analyst, click “No.”  If you click “No,” the dropdown box 
to select a Vendor Analyst will not display.  If you do not have an assigned analyst, 
your application will still be received and you will be assigned an analyst. 
 
Prior to submitting your roster, you will be asked to declare that all of the 
information provided in association with the Roster of Participants is true and 
correct to the best of your knowledge.  You will not be able to advance until you 
click this box.  
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6. A notification confirming your submission will appear. 
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7. You will receive an e-mail confirming that your document has been received. 
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Vendor Course Notification Form 
 
1. Review the instructions for the Vendor Course Notification Form. 
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2. Enter the requested applicant information.  Select the correct quarter and year 

in the dropdown box. 
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3. Indicate whether you will be providing courses for the upcoming quarter.  If 

you select “I will be providing courses/instruction during the quarters checked 
above,” a “Select files…” button will appear.  Click “Select files..” to upload 
your course schedule.  You MUST upload a course schedule in order to proceed. 
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4. In the “Assign an Analyst” section, if you are an existing vendor, click “Yes,” 
then select your Vendor Analyst from the dropdown box.  If you are unsure of 
your assigned Vendor Analyst, click “No.”  If you click “No,” the dropdown box to 
select a Vendor Analyst will not display.  If you do not have an assigned analyst, 
your form will still be received and you will be assigned an analyst. 
 
Prior to submitting your form, you will be asked to declare that all of the 
information provided in association with the Vendor Course Notification Form 
is true and correct to the best of your knowledge.  You will not be able to advance 
until you click this box.  
 
Note:  If there are any changes to the schedule you are submitting, you MUST alert 
your Vendor Analyst to the changes.  This includes any last minute additions, 
cancellations, or on-demand courses.  
 

 
  
Click “Submit” to complete your form. 
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5. A notification confirming your submission will appear. 
 

 
  



 
Vendor Automation Platform Manual – June 2022  

95 
 

6. You will receive an e-mail confirming that your form has been received. 
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7. If your Vendor Course Notification Form is approved, you will receive an e-mail 
requesting that you sign your form electronically (Adobe Sign).  In your e-mail, click 
the link that says, “Click here to review and sign Vendor Course Notification 
Form.” 
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8. The link in the e-mail will take you to an Adobe Sign document, where the 
information you previously filled out will populate automatically into a digital form.  
You will then be prompted to sign the form electronically.  Find the yellow “START” 
arrow and click the designated field.  Type your name into the signature field. 
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9. Once you enter your name into the signature field, the “Click to Sign" button will 

appear.  Click the button to sign the form. 
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10. Once you have electronically signed your form, you will receive an e-mail with a 

copy of your form attached. 
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Application Disposition E-mails 
 
Approved Application E-mail 
 
11. If your form is approved, you will receive a final e-mail confirming that your 

submission was completed. 
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Incomplete Application E-mail 
 
12. If your course schedule is deemed incomplete, you will receive an e-mail with a 

Notice of Incomplete Application attached detailing the reason(s).  Review the 
notice.  Any changes requested are due within 30 days from the receipt of the 
Notice of Incomplete Application; the date of receipt is the date indicated on the e-
mail.  If ACS does not receive the requested changes within 30 days, your 
application will be considered withdrawn. 
 
When you receive a Notice of Incomplete Application, click the link in the e-mail.  
You will be directed back to your incomplete application on the Automation Platform.  
Make the requested changes and resubmit your application. 
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Disapproved Application E-mail 
 
13. If your course schedule is disapproved, you will receive an e-mail with a Notice of 

Disapproved Application attached detailing the reason(s) for the denial. 
 
When you receive a Notice of Disapproved Application, review the notice for 
guidance on the next steps to take. 
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Frequently Asked Questions and Answers 
 
 
 Can you have multiple users for the automated system who can access the vendor 

profile and submit applications? 
 
Each vendorship can have one account.  The account access information should 
only be shared with the vendor’s approved authorized representatives.  You may 
delegate submission responsibilities to your authorized representatives at your 
discretion; your vendorship will be responsible for any submissions made from your 
account. 
 

 How many authorized representatives can a vendor have who would be able to use 
the automated system? 
 
Only one account can be accessed through your registered e-mail and password.  
Again, it is at your discretion which authorized representatives you would like to 
share the account details with.  You can designate as many authorized 
representatives as you like. 
 

 Can I still submit paperwork by mail? 
 
Paperwork will still be accepted by mail, however, we are working on transitioning 
the standard application procedure to the Automation Platform. 
 

 Can I submit an application via postal mail but pay for it with a credit card? 
 
Only applications submitted online through the Vendor Automation Platform can 
be paid with a credit card.  For any Vendor Applications or Request for Course 
Approvals submitted via postal mail, please send a check or money order with 
the corresponding Notice of Payment Information below.  
 
Use the following document to submit identifying vendor information with your 
payment: 
 

 Notice of Payment Information: Vendor Fees 
 Notice of Payment Information: Course Fees 

 
Note:  Paper applications with identifying vendor information must be mailed to the 
ACS at: 

CDSS – ACS 
744 P Street, MS 9-17-47 
Sacramento, CA 95814 

ATTN: Vendor Support and Review Unit 
 

https://www.cdss.ca.gov/Portals/9/CCL/ACP/2021/NoticeofPaymentInformationVendorFees.pdf
https://www.cdss.ca.gov/Portals/9/CCL/ACP/2021/NoticeofPaymentInformationCourseFees.pdf
https://www.cdss.ca.gov/Portals/9/CCL/ACP/2021/NoticeofPaymentInformationVendorFees.pdf
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Contact Information 
 
 
For any questions regarding this manual, or the Vendor Automation Platform, contact 
your assigned Vendor Analyst or send an e-mail to ACSVendorInfo@dss.ca.gov   
 
You can also contact the Administrator Certification Section directly at: 
 

Phone: (916) 653-9300 

mailto:ACSVendorInfo@dss.ca.gov
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