
eCAPS Procurement 
Webven Terms and Conditions – Help Guide 

09/17/2020 

1 
 

View or Update Terms and Conditions 

Once you log on to Webven successfully, the system takes you to VENDOR REGISTRATION MAINTENANCE 

page. 

To expand Terms and Conditions, click on its section heading bar or  icon which the red arrow is pointing to. 

 

 

To enter Terms and Conditions, go to STEP 2 by clicking on its section heading bar or  icon. 
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The form type and status are shown under each form heading as well as last modified date and time.  There is 

a total of 14 forms.  Seven forms are required.  The remaining forms are optional. 

Please click on  icon to expand each form to enter your information. 
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Form Page:  Terms & Conditions Cover 

This form is optional.  Please read the form instructions and provide the information as noted. 

 

• To save the contents of Cover Page, click on  button on your right. 

• How to view the draft of this terms and conditions form? Click here. 

• To collapse the form manually, click on  icon or its section heading bar. 

• Next form is expanded automatically once information is validated and saved successfully. 

 

Form Page:  Sellers Permit 

This form is optional.  Please read the form instructions and provide the information as noted. 

 

• To save the contents of Sellers Permit, click on  button on your right. 
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• How to view the draft of this terms and conditions form? Click here. 

• To collapse the form manually, click on  icon or its section heading bar. 

• Next form is expanded automatically once information is validated and saved successfully. 

 

Form Page:  Participating Municipalities 

This form is required.  Please read the form instructions and provide the information as noted. 

 

• To save the contents of Participating Municipalities, click on  button on your right. 

• How to view the draft of this terms and conditions form? Click here. 

• To collapse the form manually, click on  icon or its section heading bar. 

• Next form is expanded automatically once information is validated and saved successfully.  
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Form Page:  Request for Preference Consideration 

This form is optional.  Please read the form instructions and provide the information as noted. 
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• To save the contents of Request for Preference Consideration, click on  button on your right. 

• How to view the draft of this terms and conditions form? Click here. 

• To collapse the form manually, click on  icon or its section heading bar. 

• Next form is expanded automatically once information is validated and saved successfully. 
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Form Page:  Certification as Minority, Women, Disadvantaged and Disabled Veteran Business Enterprises 

This form is optional.  Please read the form instructions and provide the information as noted. 

 

• To add a new agency 

o Click on  button to expand the form. 

  
o Fill in certifying Agency Name and Date. 

o Check the box for the certification(s) that apply to you . 

o Click on  button to save your information.  Saved agency shows up in a grid shown 

below. 
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• To edit or delete an Agency 

 

o Click on  button to edit your Agency information.  Your edited information shows up in 

the grid shown above. 

o Click on  button to remove your Agency information from the list. 

• To save the contents of Certification, click on  button on your right. 

• How to view the draft of this terms and conditions form? Click here. 

• To collapse the form manually, click on  icon or its section heading bar. 

• Next form is expanded automatically once information is validated and saved successfully. 
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Form Page:  Bidder’s Attestation of Willingness to Consider Gain/Grow Participants 

This form is optional.  Please read the form instructions and provide the information as noted. 

 

• To save the contents of Bidder’s Attestation, click on  button on your right. 

• How to view the draft of this terms and conditions form? Click here. 

• To collapse the form manually, click on  icon or its section heading bar. 

• Next form is expanded automatically once information is validated and saved successfully. 
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Form Page:  Federal Uniform Guideline Clause 

This form is optional.  Please read the form instructions and provide the information as noted. 

 

• To save the contents of Federal Uniform Guideline Clause, click on  button on your right. 

• How to view the draft of this terms and conditions form? Click here. 

• To collapse the form manually, click on  icon or its section heading bar. 

• Next form is expanded automatically once information is validated and saved successfully. 
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Form Page:  County of Los Angeles Contractor Employee Jury Service Program Application for Exception and 

Certification Form 

This form is required.   Please read the form instructions and provide the information as noted. 
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• To save the contents, click on  button on your right. 

• How to view the draft of this terms and conditions form? Click here. 

• To collapse the form manually, click on  icon or its section heading bar. 

• Next form is expanded automatically once information is validated and saved successfully. 

 

Form Page:  Contractor’s Attestation 

This form is required.  Please read the form instructions and provide the information as noted.

 

• To save the contents of Contractor’s Attestation, click on  button on your right. 



eCAPS Procurement 
Webven Terms and Conditions – Help Guide 

09/17/2020 

13 
 

• How to view the draft of this terms and conditions form? Click here. 

• To collapse the form manually, click on  icon or its section heading bar. 

• Next form is expanded automatically once information is validated and saved successfully. 

 

Form Page:  Certification of Independent Price Determination and Acknowledgement of Solicitation 

Restrictions 

This form is required.  Please read the form instructions and provide the information as noted. 
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• To add a new person, click on  to expand the form 

 
 

o Fill in Name and Phone. 

o Click on  to save your entries. Then it shows up in a grid shown below. 

• To edit or delete a person 

 

o Click on  button to edit your information.  Your edited information shows up in the grid 

shown above. 

o Click on  button to remove a person from the list. 

• To add a new interest group, click on  to expand the form 

 
o Fill in Name. 

o Click on  to save your entry. Then it shows up in a grid shown below. 

• To edit or delete an interest group 

 

o Click on  button to edit your information.  Your edited information shows up in the grid 

shown above. 

o Click on  button to remove an interest group from the list. 

• To save the contents of Exhibit Proposer's Organization Questionnaire/Affidavit, click on  

button. 

• How to view the draft of this terms and conditions form? Click here. 

• To collapse the form manually, click on  icon or its section heading bar. 

• Next form is expanded automatically once information is validated and saved successfully. 
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Form Page:  Exhibit Proposer's Organization Questionnaire/Affidavit 

This form is required.   Please read the form instructions and provide the information as noted.
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• To add new DBA 

o Click on  to expand the form. 
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o Fill in Name, County of Registration and Year Became DBA. 

o Click on  to save your inputs. Then it shows up in a grid shown below. 

• To edit or delete DBA 

 

o Click on  button to edit DBA.  Your edited information shows up in the grid shown 

above. 

o Click on  button to remove DBA from the list. 

• To add new name for your firm 

o Click on  to expand the form and fill in your information. 

 
 

o Fill in Name and Year of Name Change. 

o Click on  to save your inputs. Then it shows up in a grid shown below. 

• To edit or delete a firm name 

 

o Click on  button to edit your information.  Your edited information shows up in the grid 

shown above. 

o Click on  button to remove your information from the list. 

• To save the contents of Exhibit Proposer's Organization Questionnaire/Affidavit, click on  

button. 

• How to view the draft of this terms and conditions form? Click here. 

• To collapse the form manually, click on  icon or its section heading bar. 

• Next form is expanded automatically once information is validated and saved successfully. 
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Form Page:  Defaulted Property Tax Reduction Program 

This form is required.  Please read the form instructions and provide the information as noted.

 

• To save the contents of Property Tax Reduction Program, click on  button on your right. 

• How to view the draft of this terms and conditions form? Click here. 
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• To collapse the form manually, click on  icon or its section heading bar. 

• Next form is expanded automatically once information is validated and saved successfully. 

 

Form Page:  Additional County Terms and Conditions Attestation 

This form is required.  Please read the form instructions and provide the information as noted. 
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• To save the contents of Additional County Terms and Conditions Attestations, click on  button. 

• How to view the draft of this terms and conditions form? Click here. 

• To collapse the form manually, click on  icon or its section heading bar. 

• Next form is expanded automatically once information is validated and saved successfully. 
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Sign Terms and Conditions 

This is Step 3, to complete Terms and Conditions.  Please see the instructions to acknowledge, sign, and print a 

copy (PDF) of your competed Terms and Conditions. 

 

• How to view the draft of this terms and conditions form? Click here. 

• To sign and save Terms and Conditions, click on  button on your 

right. The system generates a PDF version of your Terms and Conditions for your record. 
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View the Draft of a Terms and Conditions Form 

To view the draft of a terms and conditions form, click on  button 

 

Sample: 

 


