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Introduction 
 

This guide provides an overview of the process of the certification/recertification application in this 
newly launched web portal for the businesses currently certified with IL CEI and new businesses that 
wish to be certified.  

The web portal that you will use for submitting your application is called the “STARS” portal. The URL for 
the web portal is https://supplierdiversitymanagementportal.illinois.gov.  It is a simple user-friendly 
portal that allows you to enter data quickly and accurately. You can access the STARS portal from any 
device that has an internet connection and a web browser. 

The following are the steps that you need to follow to perform application submission tasks using the 
STARS portal: 

• Step 1: Supplier Registration to “Create an Account” in the STARS portal 
• Step 2: Choosing the appropriate certification application track matching your eligibility criteria 
• Step 3: Completing the data entry in the chosen application track  
• Step 4: Uploading required documents. Click here to see the document list.  
• Step 5: Verifying entered data and uploaded documents, sign and submit the application 

Upon submission, the following activities take place for decision of the application and further 
communication by IL CEI team. They are explained in the following steps: 

• Step 6: Awaiting initial review by the IL CEI team and application acceptance/return 
• Step 7: Responding to Q&A during the detailed review by the IL CEI team 
• Step 8: Receiving the application decision communication from the IL CEI team  
• Step 9: Managing your certifications 
• Step 10: Accessing the vendor directory and other resources 
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Step 1: Create an Account to Register your Business 
 

You can register the BEP supplier-side portal by using following URL and the “Create Account” button. 

 

 

 

When clicking “Create Account” you will be redirected to the following URL where you can register in 
the BEP supplier-side portal. 

In this section, you can create the credentials and enter your company information and contact details. 
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Step 2: Choose the Application to Submit 
 
When you log in, you will be taken to the dashboard. Clicking the “Applications” sub-menu under the 
Certification Center in the left menu area will take you to the applications listing page. 
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Upon clicking the “Applications” sub-menu, you can access the “Applications” page that consists of 4 
buttons namely NEW CERTIFICATION/RENEWAL, NO CHANGE AFFIDAVIT, CHANGE REQUEST, and 
EXPANSION. 

 

 

Eligibility Requirements 
 

You can choose the appropriate application track by answering YES/NO in the eligibility questions. 
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Application Tracks 
 

Upon clicking the desired button, you will be required to answer the eligibility requirement for the 
chosen application track after which you will be allowed to start the application. The eligibility and 
corresponding application tracks are listed below. 

New Certifications/Renewal 
 

In the initial eligibility requirements section (as shown below), you can choose the desired application 
track by clicking on the appropriate Yes or No radio button. Please refer to the eligibility requirements 
checklist for guidance during this step. 
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Under the “Choose Application Track” section, you can choose the appropriate applications by selecting 
the appropriate Yes or No radio button. The eligibility requirements checklist provides guidance during 
this step as well. 

The following sections illustrate the appropriate answers for each type of application track which will take 
you to the corresponding application data entry and submission pages. 

FULL BEP VBP APPLICATION 
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SUPPLIER GUIDE 
IL CEI BEP/VBP CERTIFICATION APPLICATION SUBMISSION 

07-01-2024  Page 10 of 34 

 
 
 

FASTTRACK APPLICATION 
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RECOGNITION APPLICATION FOR VETERANS 
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BE BEP APPLICATION 
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SHELTERED WORKSHOP APPLICATION 
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Certification Updates 
 
NO CHANGE AFFIDAVIT 
 

 

 

 

CHANGE REQUEST 
 

 

 

  



SUPPLIER GUIDE 
IL CEI BEP/VBP CERTIFICATION APPLICATION SUBMISSION 

07-01-2024  Page 15 of 34 

 

EXPANSION REQUEST 
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Step 3: Complete the Application Sections 

 
Upon finalizing the application track and clicking the Start Application button as shown in the previous 
sections, the certification application sections will be displayed for completion and submission as 
illustrated below. 

List of Sections to Complete for Your Application 
 

As a first step of certification application, you can add supplier general information, company ownership 
information, diversity certifications, capabilities, and additional information related to your business. 

The following sections are to be filled. Not all applications need filling in all these sections. The sections 
applicable in your application track are described separately in the following pages. The documentation 
section is explained separately in the next step. 

- General Information 
- 1. Ownership 
- 2. Management 
- 3. Financial Information 
- 4. Facilities 
- 5. Documentation 
- Sign and Submit 

Each of these sections are displayed in the portal as a separate page with the section name listed on the 
left menu for easy navigation. 

You can complete the above sections in any order, and you can save your data entry for each section 
using the “Save as Draft” button at the bottom of the page as shown below to help you return to the 
section and complete all questions. You must click the “Update and Continue” button to be able to 
submit the application. 
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Application Submission deadline: 

You are required to complete the application and submit within 60 days of starting the application. You 
can get an extension of 15 days after completion of 60 days and are still unable to complete and submit. 
Upon completion of the additional 15 days, you can contact the CEI team to request a second extension 
of up to 30 days based on your circumstances. The IL CEI team will provide approval for this second 
extension at their discretion. The application will be deleted at the end of this second extension. 

Cancellation of In-progress Application: 

You can cancel the application before submission anytime. However, all information you entered and 
documents you uploaded will be deleted upon cancellation. 

Withdrawal of Submitted Application: 

You can also withdraw a submitted application provided the IL CEI team has not completed its review of 
your application. 

 

General Information 
 

This section is applicable to all tracks. You will see the data you entered while registering your company 
or during previous applications. You can review and update the data wherever allowed. 
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Application Section 1. Ownership 
 

You can answer the questions that are applicable to the business and add multiple owners. 

You must make sure that ownership percentage equals be 100% for all owners combined. 

Applicable application tracks: 

- FULL BEP VBP APPLICATION 
- FASTTRACK APPLICATION 
- RECOGNITION APPLICATION 
- NO CHANGE AFFIDAVIT 

 

 

 
This section is not applicable to other tracks.  
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Application Section 2. Management 
 

You can answer the questions that are applicable to the business for the management activities 

Applicable application tracks: 

- FULL BEP VBP APPLICATION 

 

 

 
This section is not applicable to other tracks.  
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Application Section 3. Financial Information 
 

You can answer the questions that are applicable to the business related to financial information 

Applicable application tracks: 

- FULL BEP VBP APPLICATION 

 

 

 

This section is not applicable to other tracks.  
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Application Section 4. Facilities 
 

You can answer the questions that are applicable to the business related to facilities that currently exist. 

Applicable application tracks: 

- FULL BEP VBP APPLICATION 

 

 
This section is not applicable to other tracks.  
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Step 4: Upload the Documents 

 
You can answer the questions and upload the documents that are applicable to the business  

You can upload the documents for applicable sections: 

- MANDATORY DOCUMENTS – ALL APPLICANTS 
- MANDATORY DOCUMENTS BASED ON LEGAL STRUCTURE  

o CORPORATIONS 
o LLCs 
o PARTNERSHIPs 
o SOLE PROPRIETORSHIP 

- NECESSARY DOCUMENTS – ALL APPLICANTS (not all documents are MANDATORY) 

This section is applicable to all tracks. 
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Step 5: Sign and Submit the Application 
 

As a last step of the certification application submission, you can review supplier general information, 
company ownership information, added diversity certifications, and additional information before 
signing and submitting the application. 

This section is applicable to all tracks. 
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Step 6: Initial review of the submitted application by the IL CEI team 
 

Upon your submission of the application, the IL CEI team will perform an initial review and accept your 
application and assign a dedicated certification analyst for detailed review. 

If your application is found to be incomplete during the initial review, you will be asked by the IL CEI 
team to submit the missing information. The application you submitted will be re-opened by the IL CEI 
team, and you will be required to add missing information, correct wrong data, upload correct 
documents, etc. and resubmit. Once this is verified and found satisfactory, your application will be 
accepted. 

If your application does not meet the necessary requirements for the chosen track, the IL CEI team can 
reject the application as ineligible. 
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Step 7: Detailed review by the IL CEI team 
 

During the detailed review stage, the IL CEI team will validate all submitted information and documents 
and ask additional questions. You will be required to respond promptly and, based on the response and 
additional steps such as audit of the documents, a site visit will be performed by the IL CEI team as 
necessary. 

You will be given a certain number of days for each Q&A during this process.   If you fail to respond in a 
timely manner and/or even after multiple reminders, your application can be closed for lack of 
information. 
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Step 8: Final decision communication by the IL CEI team 
 

The IL CEI team will arrive at a final decision of whether to approve your application or deny it. In case 
the application is denied for any certification type, the CEI team will email a letter with details. 
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Step 9: Manage your certifications and updates 
 

All approved certifications can be accessed from the certifications page. 
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Step 10: Access vendor directory and other resources 
 

You can access the vendor directory to search for all BEP/VBP certified suppliers as shown below. 
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In addition, you will be able to access other information and materials in the portal though the 
Engagement Center and Support Center as shown below. 
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