Creating a Business Profile or Renewing or Updating a Business Agreement in TechReg

What is a TSP Business Registry?

TechReg is the Natural Resource Conservation Service (NRCS) web-based registry for the Technical Service
Provider (TSP) Program. Individuals and businesses interested in providing conservation technical assistance to
farmers and ranchers on behalf of NRCS use this site to register and become certified. TSPs work with NRCS to
help agricultural producers plan and apply conservation practices on their land.

Listing the business on TechReg can have several advantages in terms of marketing technical services. Often, an
established business name will be more familiar to the producer than the individual TSPs employed with the
entity or, conversely, a new business will gain exposure through their TechReg listing.

How to register a business?

In order to become a TSP Business, an organization must register by a Official Business Representatives (OBR)
through TechReg. OBR are individuals who have the authority to sign a legal document on behalf of the
company and have the responsibility to keep the business profile and certification agreement current.

Official Business Representatives can be, but are not required to be certified TSPs, but they do need to obtain a
Level 2 eAuthentication and complete sections A and B of a TSP profile in TechReg. Section A is contact
information for the Official Business Representative and Section B is the business profile.

What is an eAuthentication account?

An eAuthentication (eAuth) account is a way for you to interact with USDA websites online. It gives you the
ability to identify yourself to the USDA via your User ID and password. It permits you to access a wide range of
USDA applications across the many USDA agencies and their services including access to TechReg. You gain the
convenience of transacting business with USDA online at any time and from any computer, with internet access,
that is convenient to you.

What is Level 2 Access?

An account with Level 2 access allows the user to enter USDA Website portals and applications that have been
determined to have the need of higher security requirements or restrictions and the need of a verified identity
for each User ID and profile.

In addition, updates to the business profile should occur when there is a change in the Official Business
Representative, business contact information changes and a change in the list of certified TSPs/ employees.

Also, updates to the business’s Certification Agreement should occur when there is a change in an existing
employee’s Certification Agreement, when an employee needs to be added or deleted and when the
Certification Agreement is within 60 days of expiration or is expired.
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Step by Step Guide for Creating and Updating Information in a Business Profile

Step 1-Anyone trying to access TechReg, as a TSP or Official Business Representative, needs to apply for a
eAuthentication (eAuth) Level 2 Account.

This is where you will set up a User ID and Password you will use to login into TechReg. A separete guide is
available to assist you with steps to apply for a level 2 eAuthentication (eAuth) account on the TSP website. In

general getting an eAuth level 2 account is a 4 step process:

Complete online at (https://identitymanager.eems.usda.gov/registration/index.aspx )

e Step 1-Account Registration
e Step 2-Account Verification
e Step 3-Confirmation Email, account activation (Level 1)
and Local Registration Authority (LRA) Instructions
Complete in-person at USDA Service Center with a LRA

USDA. Uvtos States Doparment ot Agrcusurs
Sl USDA eAuthentication

Homs | About eAuthentication |

+ et s a0 account? Create an Account - Getting Started

e Step 4-Level 2 Account Upgrade

Steps 1-3 are completed online and takes about 15-30 minutes to complete. Step 3 involves receipt of the
confirmation email and clicking on the link to activate your account. This step must be completed within 7 days
of receipt of the email or you must start the process over. Step 4 involves you going to a USDA Service Center to
have your account activated by a Local Registration Authority (LRA). Step 4 also takes about 15 minutes and can
only be completed once Steps 1-3 have been completed. Step 4 involves having your identity verified against
the same government-issued photo ID used when creating your eAuth profile in Step 1. Once the LRA upgrades
your account to a Level 2, access to TechReg is available within about 10 minutes.

Step 2-Accessing TechReg to Create or Update your Business Profile

The person associated with the business as the Official Business Representative (OBR) should log into TechReg
through the TSP Website using the link below:
http://www.nrcs.usda.gov/wps/portal/nrcs/main/national/programs/technical/tsp/

USDA ABouNACS | Careers | Notona Cenars | SisteOffces

D.
Click on the large green button Log into TechReg W 2! Resources ConacrSHNERICCIEEERY &

£y
« %

United States Department of Agricufture )]
et

Browse By Mudome | Azincex | Asencd Scach | Hop
[ Technical Service Providers Stay Conn ‘j u ® a -

Programs Technical Service Providers

8 Fam Bill

Enter your eAuth User ID and Password and click on
the blue Login button. Please note your password

ng What kind of n a TSP do?

expires every 6 months. You may try to update your

password using the Change my Password link below :

8 Landscape Planning

TechReg - NRCS's online TSP Registry

the Login button, or you may contact the e A | e el iy o Tl S e
eAuthentication Help Desk by email at T
eAuthHelpDesk@ftc.usda.gov or by telephone at ke N B T

(800) 457-3642
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http://www.nrcs.usda.gov/wps/PA_NRCSConsumption/download?cid=stelprdb1263902&ext=pdf
https://identitymanager.eems.usda.gov/registration/index.aspx
http://www.nrcs.usda.gov/wps/portal/nrcs/main/national/programs/technical/tsp/
mailto:eAuthHelpDesk@ftc.usda.gov

USDA  tnitod States Dopartment o Agrcutars T
Zamam USDA eAuthentication ERS

Quick Links

+ What is an account?

+ Creabs an sccoust

¥ Updata your acoount
Administrator Links

* Local Ragisiration CLICK HERE TO
06N 5
LincPass (PIV)

WARNING

Upon Legin You Agree to the Following Information:

= You are accessing a U.S. Government infarmation system, which includes (1) this
computer, (2) this computer netwark, (3) all computers connected to this network, and

Step 2A-Creating A NEW Business Profile (New Business Profiles Only)

PLEASE NOTE: This step is to be completed by the business’s Official Business Representative only.

Official Business Representatives (OBR) are the ones who have the authority to sign and submit the certification

agreement on behalf of the company and they control the list of employees that are associated with the

company. Individual TSPs who are employees of a business or agency cannot add themselves as employees of a
business or agency that has an agreement. Individual TSPs should refrain from entering anything into Section B
of their profile if they are NOT the Official Business Representative.

Upon the first successful login to TechReg you will be
prompted to answer the first few questions regarding

Apply Online

Jon Martinson Application
Pretereed
Contact Melhod: |® Email Lo

Can speak
Spar Fives

n-npl.w to Public] [¢] g Bl

email notifications, speak Spanish and display to
public. If the OBR does not seek TSP certificaton for —
himself/herself, then they will not display to the public

TechReg Aescurces

Veu I'm interested in applying to become a Registered HRES Technical Servics
Provide wing for:

except for on the Business’s resume as the contact

tndividusl with & Fublic agency (an Employes of Publc Agency)

Terms and Conditions
1. Cartification Tarms and Conditions.

person if entered as such in the business profile. If
OBR is also seeking to become a certified TSP, then Training P soutces
he/she will display to the public if the box is checked in | |4

this section.

Select if you are applying as Myself/Individual or

A, USOA Standards snd Spacifications. | sm familiss with snd sgras te mast sl spslicabls USDA
standards, and program as vat forth in USDA guides, handboaks, and
manusls for tha technicsl sarvices | peovida.

e to comaly with all wpslicala Fedaral,

awsch ceftaria toy ectacting tha al balore

1lewn-l- RS State witic

Individual with a Public Agency. Select whichever ook omity  amss o ook st i

applies to you.
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Then read the entire certificaton agreement and click Agree.

I have reviewed the above terms and conditons and understand [ mustagree to the terms and conditions to

& carbified.
-ﬁgteei Disagree |
F

o S

Next you will be brought into the TSP Contact Information screen in
your individual TSP Profile (Section A).

NOTICE: If you are only serving as the business’s Official Business
Representative, then you will only need to complete TSP Contact
Information screen (Section A) and Section B-Associated
Companies/Agencies (business profile). If you wish to apply for
certification as a TSP for yourself, then you must complete the entire
TSP Profile (Sections A-J) and submit an application for your own
certification before you submit a business application unless you have
other certified TSP/employees to name in association with the
business.

Section A-Contact Information-Complete all the required fields
including your name, address and phone number, then click Save. An

(£ 159 Informatian - IMemetEXIOT — —

Detailed Instructions

Purpose: Pleass kesp your information current, Section A senes as the method of how NRS and NRCS clients will
icontact you. This includes how TechReg will contact you for automatically generated notices such as reminders of
cetificstion renewsl, cetification spprossl. application defenment and sny snncuncements for trsining oppertunities snd
icther impertant togics.

MOTE: X is impontant to keepyour contact infornation updated at all times. Emall is required bec suse it is the only
method used by the system to contact TSPs for all automatically generated notices such as reminders of cenification
renewal, certification approval, and application deferment

Instructions: Use the Add'Update Contact Info button to add and to edit information in this section including your
Mame, Addreas, Telephone and Email Address.

TSP Information
First Name
(Required)

Middle Name

Street Address |
(Required)

ity (Requlred)

e: (Required)  |[Pease seectastate v
e ||

(Required)

Fhone Cxtension

|

rmail (Required) ||

Save | Close

email address is required since that is the primary method of sending automatically generated notices for

certification, deferment, expiration and the notice of renewal.

Once information is entered into Section A, it can be edited by clicking on the Add/Update Contact Info or

Update TSP Info buttons.

Profile Part 1 (Background)

Purpose: Part 1 is used to document the requirements outlined in certification criteria for the practices and CAPs you select in Part 2. NRCS will
verify all or part of the information you provide. All sections except Section E1-References are visible to the public.

Instructions: For TSP Certification: Complete Section A and Sections C1-F1. For Business Certification: If you have entered the system in order
to create a business or public agency profile and do not plan to become a certified TSP as an individual, fill out only Sections A-Contact Information

and B-Business/Agency Profile; the rest of the profile is not necessary.

A—Contact Information

Instructions:
To complete Section A:

Welcome Stacy KOCH
TechReg State: All States

Continue to Profile Part 2

< Add/Update Contact Info

Update TSP Info

Section B-Associated Companies/Agencies-Official Business Representatives ONLY-Go to Section B of your

profile and click on Business/Agency Profile.

B—Associated Companies/Agencies

Instructions:

Complete only if you are the Official Representative for the business. Employee's should contact their business's Official Representative to be
added to the Business's profile. Click the Business/Agency Profile button to display a data entry form for completing information about the company.

[  Business

Official Representative

usiness,'Agency Profile
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Click on Add Business/Agency

Complete all (Required) fields, then

click SAVE.

Business Type: Entity or a Public
Agency-make sure the correct option

is selected.

Display Employees to Public: Yes or
No- Do you wish for your employees’
names to be displayed to the public,
or do you only wish for the business
name to show up in the list of TSPs
found on the public side of the

registry?

TSP Registry
¥ Business/Agency Registry

TechReg Resources

© TSP Registration Step-by-
Step Guide

¥ Admin Reports

» Categories & Criteria
Options

 Categories & Criteria
Options (Expired)

& Conservation Activity Plan
Options

¥ State Conservationists

¥ State TSP Coordinators

¥ TSP Program Website

1 Field Office Technical Guide
(FOTG)

Training Resources

¥ Register for Aglearn
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Technical Service F‘mu_ o
. . i - eqgis
Home | About TechReg | FAQ | Help | Contact Us

Welcome Stacy KOCI
TechReq State: All State

Business/Agency Profile

Purpose: Use this section only if you are the Official Representative of the business or agency. This section serves as the
business profile and mechanism for applying for business certification. Certification of a business or public agency does not require
the Official Representative to be cerified as a TSP, but does require at least one employee to be certified as a TSP and hold a
current certification agreement.

NOTE: A business ag 1t should be updated by the Official Business representative each instance a new employee is
certified, an exisiting TSP updates their own certifiation agreement through renewal and adding or deleting services and when
employee's are expired or are no longer employed by the business.

Instructions:
1. To create or add a new business or agency profile: Click Add Business/Agency.

2. To update an existing business or agency profile:
a. Click Updata Employ to add/dalet ployess/certified TSPs from the list.

b. Click Update Business/Agency Info to update the Business/Agency Type and Display to Public.
c

d

. Click Add/Update Caontact Info to update the business's peint of contact and contact information.
. Click Sign Agreement (click once) to submit a request for business certification or to update an existing business certification
agreement.

A—Business/Agency

TSP is not associated with any business.

B—Certification Agreement History

TSP is not associated with any business. So, there is no Business Agreement History

Back to TSP Profile Part 1 |

— M‘

122 Business Contact Update - lrrn;n;e—t
Detailed Instructions

Instructions:

© create or add a new business or agency profle:

1. Select the Business Type- select Public Agency or Entity

. Display Employees to Public-select YES or NO. Selecting NO ower-rides the TSF's selection of displaying to public

3. Contact Infr nter the Ofiicial Rep ive's Name, Business Address, Telephone and Email address
. Click Sawe

Business Contact Information

Business Type: (Required) Flease sdect busness type v
Display Employees to Public: ®yes Do

Business Name (Required)
Contact First Name

Contact Middle Name

Contact Last Name

ddress Information
Street Address (Required)
City (Required)

State: (Required)

Zip Code (Required)
Phone Number (Required)

Phone Extension

Email (Required)

Flaace selact a state v

Save | Close |



Step 2B-Certified Businesses Only-Renewal Reminder

An OBR for a certified business may receive a Business Certification Renewal reminder upon login if the
business’s current Certification Agreement has expired or is due to expire within the next 60 days.

You need to select Yes, Remind Me Later or No, then it will take you into your Business Profile.

Technical Service ider;
.-@‘ﬁeglst

gy e P T e g ey
Business Certification Renewal Welcome Eugene Backhaus

Search USDA TechReg State: Colorado

Your 3-year certification expired 43 days ago. Do you wish to renew your Technical Service Provider Certification with NRCS?

Reming e Later No
Registry (]

P TSP Registry

F Business/Agency Registry

TechReg Resources

b Admin Reports

, Categories & Criteria

Step 3: Creating or Updating Your Business Profile-All

The example screenshots are of an existing business profile. The screens and fields are the same for a new
business profile with the exception of all the columns and data entry fields will be blank. The data entry steps
to create a business profile are the same as those used to update information in an existing business profile.

Employees listed for a business must be certified with a current Certification Agreement. It is the responsibility
of the Official Business Representative to review the names of all of the certified TSPs/employees listed in the
Employees column and make sure all of those people are still employees of the business or agency and all are
still “certified” TSPs. If an employee is in the process of renewing or modifying an existing Certification
Agreement, then you may need to update the business Certification Agreement again once they complete their
own certification, particularly if you wish to pick up any new practices or CAPs or any new states being added to
their agreements for the business’s certification. Each time a change is made in an employee’s individual
Certification Agreement, the business agreement should be updated to capture those changes. The business’s
Certification Agreement does not update automatically. NOTICE: When attempting to add an employee to the
business’s list of employees, only TSPs who are certified will show up on the Employee selet list.

If you are unsure where to find the business’s current Certification Agreement or which employees are listed in
the agreement, then you can view the most current business certification agreement in Section B of the business
profile. See Step 8-Business Certification Agreements for more information.

If you have an employee who has been newly certified and isn’t in the current list of TSPs you will need to add
them to your list. See Step 4 for those instructions.
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Please Note: The screenshot below is from an actual business profile, so personal identifying information has
been blocked out.

igriculture

Home ; About TechReg | FAQ | Help | ContactUs ; Logout

?atmn Service
. g a—
Welcome Eugene Backhaus

Sureh USDA Business/Agency Profile TechReg State: Colorado

Instructions:

1) Click 'Add Business/Agency' to add a business or agency.

Roglsw 2) Click 'Update Employees’ to add associated Certified TSPs with the business or agency.

3) Click 'Sign Agreement' to email certification request to the related state.

A—Business/Agency Add Business/Agency
Name State Representative Status

TSP Certified b

Business
T —

P Admin Reports

P TSP Registry

b Business/Agency Registry

Expire Business

1 Categories & Criteria
Options

1 Categories & Criteria
Options (Expired)

1 Conservation Activity Plan
Options

B—Certification Agreement History
Agreement Last Changed
Name State Number Format Date By

I State Conservationists
P State TSP Coordinators

Uz ey FErED G Back to TSP Profile Part 1 |

Step 4-Adding Or Removing An Employee To/From the Employee List

Click on Select/Update Employees button in the profile. Select a resident state (of the employee) from the drop
down list.

Walcome

Search USDA Business/Agency Profile TochR

| Go 11“ (=) Update Employee - Windows Intemet Explorer [EEprE—-|
Registry 2)| | Update Employees

3 Please Select a - Y

P TSP Ragestry A | state: (Reuuired) Flease Seiecia e 7
» Business/Agency Registry -
TechReg Resources = J C
 Admin Reports | || =

» Categenios & Cnteria
Options
1 Categories & Criteria

Optioas (Expired)
1 Conservation Activity Plan il 'h
Options

¥ State Conservationists

b State TSP Coordinators

F TechReg Program Web Site Save | Close | !

Once the list of certified TSPs for that state are showing, then in the box on the left find the name of the
employee you wish to ADD, click on their name to highlight the name in blue, and then use the >>> button to
move that employee to the box on the right. Once you have selected all the new employees, then click SAVE.

To remove an employee from the Employee List, click on Select/Update Employees, highlight the name in the
box on the right and use the <<< button to move them back to the box the left, then click SAVE.

If the OBR is also a “certified” TSP, then the OBR should also be included in the list of Employees even if they
are the only employee of the business that is certified.
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Please Note: The screenshot below is from an actual business profile, so personal identifying information has
been blocked out.

ure
ation Service

v e

Welcome Eu

{ Search USDA Business/Agency Profile TechReg ¢
i'; =) Update Employee - Windows Internet Explorer @M
Registry 2)| | Update Employees
, 3| Please Select a -
" TSP Registry State: (Required) Colorado
! Business/Agency Registry T3l | Associated Certified Employees: (Required)
Certified TSP Available in the Selected ICertified TSP Selected for All States:

i

P Admin Reports

R

n »

; Categories & Criteria
Options

1 Categories & Criteria
Options (Expired)

1 Conservation Activity Plan

Options
b State Conservationists -
I State TSP Coordinators
P TechReg Program Web Site ﬂl M
1 —

Step 5-Update Business/Agency Info (Existing Business Profiles Only)

You cannot change the business name in this screen as it is already pre-populated based upon the information
you already have provided and were certified under. Should you have a name change with the business, you
should contact the TechReg Technical Support or your State TSP Coordinator.

Entity or a Public Agency-make sure the correct option is selected.

Representative TSP Number-TechReg automatically populates this number based upon the number assigned to
the OBR named in the Representative column. The OBR may or may not be a “certified” TSP.

Display Employees to Public- Is a, Yes, or No, question asking if you wish for your employees’ names to be
displayed to the public or do you only wish for the business name to show up in the list of TSPs found on the
public side of the registry?

Click SAVE once all information has been entered/updated.
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USDA (= 5 Ua,r.h;l,nqa of 4
e :?'!*_%é;'_:urf estAdisen

| =) Update - Windows Internet Explol [| "=
f Business/A .
Seach LSt - *{| Update Business/Agency
o nstructions: n .
F'i‘_!] 1) click 'add {|| Business Name: Business Name
e 2) Click "Upd = - = .
: 9 3 ik erid] Business Type: (Required) Entity v
TSP Registry | A .
_ _ el Representative TSP Number:  [1op
I Business/Agency Registry o (Required) 02-1212
Business i Tre = =
TechReg Resources Display Employees to Public: @ ves O No [
¥ Admin Reports E

. Categories & Criteria
Options

. Categories & Criteria
Options (Expired) B—Certifi
. Conservation Activity Plan
Options
I State Conservationists
" State TSP Coordinators
¥ TechReg Program Web Site III lI

| utilities | | |
SR Save | Close

! User Maintenance

Step 6-Add/Update Contact Info

Fields with the (Required) next to it is information that must be provided to complete this page. Providing
information in the remaining fields is optional. NOTICE: Email addresses are now required fields.

Click SAVE once all information has been entered/updated.

Welcome Cugene Backhaus
Techflag State: Colorado

i Business NaAme (Regquired 3 [
Search USDA Busines L (Req 1| TSP Certited Business
.| jontact First Name
Instructia
1) Click "AContact Middie Name
Registry 2) Click *

Contact Last Name
3) Click * i v

TSR Registry ddress Information
¥ BUsinesi/ABHCY Rodltry . street Address (Required) 123 Easy Street
Happy Town
TechReg Resources ate: (Required) Colorado -
VA ot Zip Code (Required) 12121 | |
o & it iPhone Number (Required) |9701211414
Options Phone Extension |

4 Catagenies & Criteria Email

Options (Expirad) B—Ce
» Censervation Activity Plan
Opticns

¥ State Conservationists

¥ State TSP Coordnators

* TechRiag Program Web Site 1l

5 Comment to TechReg
Team
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Step 7-Signing Your Business Certification Agreement

As the OBR, you are the one who can legally sign the Certification Agreement for the company or agency. By
signing the Certification Agreement you are agreeing to everything written in the Certification Agreement and
submitting your business application for certification regardless if it is to update an existing agreement,
requesting a renewal or a new application.

To sign the Certification Agreement, click on the Sign
Agreement (click once) button located in the last column to the
right. Read the Certification Agreement, then click on / accept
the Agreement button at the bottom of the page.

Please Note: The screenshot below is from an actual business profile, so personal identifying information has
been blocked out.

United States Dapartment of Agriculture
0 N RCS Natural Resources
L= Conservation Service

Please Review the Certification Agreement Below:

Technical Service Provider
Certification Agreement

By signing this Certification Agraerns Ace provider.
1 undsr f }

1 b x tights ther, 1
tification application rests the
o1 teckrocal servics providers .

gel ¢ Wil
itil the Natural Resources Con

understand T ETV
w8 this Certification Agresrrent, srd (2

rEQUITSMets

at [ nok 3 certi chin
fer certification set ferthin 7 CFR Part B52,
I Certification Terms.

A. [ am farraliar with and agree to reest 21l appheable USDA standards, specifications, and program requirements as sat
forth in USDA guades, hardbochs, and raamuals For the technical sirvices [ provide.

nce with licable Laws and
1 provide, mcludieg but not lirited Lo, ¥
tices ar technical ser before providin
with any such crite contasting the ap

I agree to comply with all applicable Federal, State, Tribal and local laws ard requirernents for the
urther agre Lm Tarraliar with aryy wnic beria regquined at the courty level for particular

particular county, | acknow niat [ rust he aware of thess local criteria and agree to
SOrACEs,

a1t Ghz.

I understand that information provided in this application is subject to review and verification by United States Department of Agriculture (USDA) Natural Resources Conservation
Service as part of the certification application review process.

My stat ts on any fated web data entry screen are true, and correct to the best of my knowledge and belief and are made in goed faith. I understand that a knowing and
willing false statement can be punished by a fine or imprisonment or both. (See Title 18, Section 1001 of the United States Cede.)

Your application will next get reviewed by NRCS staff in the states and territories in which you wish to offer your services. We will inform you of the results of our review through
email within 60 calendar days.

If you do not rgeefe a determination notice within 60 d¥ewglease contact your state’s coordinator for the Technical Service Provider process.

t the Agreement da N accept the Agreement

Step 8-Business Certification Agreement

You can look at all of your business Certification Agreements in Section B of the Business Profile by clicking on
the View button located in the Certification Agreement column. Unfortunately if there is more than one
certification agreements showing in Section B, they are not always listed in the correct chronological order. You
will need to click on each agreement to see which agreement is the most recent. You can put them in order by
looking at the dates the agreements were signed by the Official Business Representative and/or the State
Conservationist. The Certification Agreement expiration date follows the electronic signatures. The original
agreement will only contain a date whereas a modification of an agreement will contain the same expiration
date and a time stamp. The list of employees and the categories/CAPs and States of certification is the last
section of the Certification Agreement.

5-10-16 10



Please Note: The screenshot below is from an actual business profile, so personal identifying information has
been blocked out.

A—Business/Agency Add Business/Agency

Instructions: To add or update information in the business profile:

1. Click Select/Update Employees to add associated certified TSPs with the business or agency;

2. Click Update Business/Agency Info to change the Official Representative, business type, or display to public option;
3. Click Add/Update Contact Info to update the contact information for the business;

4. Click Sign Agreement (click once) to submit an application for certification of the business.

[Wmmmwﬁﬁ

Update Business/Agency Infg||| Sign Agreement (Click Once)

I Decertr
fy d I Add/Update Contact Info Defer
Select/Update Employees M

B—Certification Agreement History

Instructions: To view a copy of your current Certification Agreement select an agreement to open using the View Agreement
button listed in th e Agreement Format column. NOTE: If multiple agreements are listed below, the bottom most agreement is the
most current.

ate be p eeme piration Date Date :
MT SP-B- Apr 282018 Apr 282015  [Stacy KOCH
MT  [TSP-B- od1) Apr28 2018 Aug 12 2015  [Stacy KOCH

A > 4

Back to TSP Profile Part 1 |

Step 9-Changing a Business’s Official Representative

The new OBR will need to have an eAuth Level 2 account and will need to login to TechReg, complete Section A
(only) as described in Step 2A-Creating a new business profile. Once completed, the new OBR will take notice to
his/her individual TSP Number listed under their name in Section A and provide that number to the existing OBR.
The existing OBR will enter his/her own individual profile, go to Section B and click on the Business/Agency
Profile button.

Once inside the business profile, click on the update Business/Agency Info button.

\

B—Associated

Companies/Agencies siness/Agency Profile

Instructions: Use this section only if you are the official represeftative of the business or agency. Official
representatives are not required to be certified TSPs. Creation of abusiness or public agency will require that
at least one certified individual be associatqd. ...More Help

Official R *presentative
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The field labeled Representative TSP Number currently will list the existing OBR’s TSP Number. Delete the
number in the field and replace it with the TSP Number of the new OBR, then click Save. Immediately the
business profile will disappear and will be available in the new OBR’s profile in Section B.

NOTICE: When the new Official Business Representative opens the business profile in Section B you may notice
each employee’s name is listed twice, this is a known glitch in the system and will be corrected automatically
when the certification agreement is updated/recertified. This is no need to contact us if this should happen.

Iture

on Service

o
) Update - Windows Internet Explos

Search USDA Business/Agq [ | Update Business/Agency | |
[ [Ge Instructions: ||| Business Name: |
I R | e

Registry 2) Click 'Updd| Representative TSP Number: TSP%JS‘:l

S (Required)
3) Click 'Sign Display Employees to Public:

P TSP Registry

b Admin Reports

A—Busine @ ves O No Add
b Business/Agency Registry
TSP Certified an Ag
Tech Business
Heg Rescurces ¢
E

1 Categories & Criteria
Options

1 Categories & Criteria

Options (Expired) B—Certifi
1 Conservation Activity Plan
Options

I State Conservationists

E

I State TSP Coordinators

' TechReg Program Web Site

Utilities

b User Maintenance

Save | Close

Need Help?

If you have any problems updating or creating a business profile,
please use the Contact Us link at the top of the business profile

Techmcal Service Provider

B Heqgist

page in TechReg to reach TechReg Technical Support or contact
your State TSP Coordinator or the National TSP Team.

Links for State TSP Coordinators and National TSP Team can also be found in the Important Contacts box on the
left side of the home page on the TSP Website:
http://www.nrcs.usda.gov/wps/portal/nrcs/main/national/programs/technical/tsp/
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