DUNs Number and CCR Registration Troubleshooting
October 6, 2009

e A DUNs number must be 9 digits
e The DUNs number includes leading zero’s (the number begins with zeros)

The following instructions are provided to assist districts with the following problems related to the registration of their DUNs
number with CCR.

Problems:
1. District DUNs number is not registered with CCR
2. CCRregistration is inactive
3. District DUNs number is under a different name
4. CCR registration contacts are no longer employed by the district

Once you have an Active CCR Registration for your DUNs number, please enter that number in each of the ARRA Plans for
your district. This information is required on the Contact Information tab.



Go to: https://www.bpn.gov/ccr/default.aspx
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Open the CCR Search page
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CCR Search opens to this window.

If you have a DUNs number, enter it in the Simple Search box.
You do not need a CAGE code.
Hit the Search button
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If you entered a correct DUNs number, this screen will appear.
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If you entered an incorrect DUNs number, this screen will appeat.
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You will need to search for a DUNs number already assigned to your district. This Advanced Search is just
below the Simple Search. Enter the information for your district and hit the Search button.

If your district already has a DUNs number, it should be found by this search.

Hint: Be sure to use the LEGAL name of your district. The legal name should be on your tax documents.
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Another possible outcome of searching by DUNs number is that your DUNs number is Inactive or your
registration is Incomplete. If you enter an Inactive DUNs number, the search result will look like this:
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If your DUNs number registration is Inactive, scroll down the page until you find the CCR POINTS OF
CONTACT. The person(s) listed under the Points of Contact is the person who must contact CCR to

Activate your CCR registration. CCR will not recognize anyone except the person(s) listed on the Point of
Contact.

For future reference, you should print this page.
If your DUNs number registration is Incomplete, follow the same procedure.

(Continue reading below)

A
CCR POINTS OF CONTACT
Government Business Primary PO FWernment Business Alternate POC

Name:
Address Line 1:
Address Line 2:
City:
State:
Foreign Province:
Zip/ Postal Code:
Country:
U.5. Phone:
Non-U.5. Phone:
Fax:

Past Performance Primary POC
Name:
Address Line 1:
Address Line 2:
City:
State:
Foreign Province:
Zip/ Postal Code:
Country:
U.5. Phone:
Non-U.5. Phone:
Fax:

Electronic Business Primary POC
Name:
Address Line 1:
Address Line 2:
City:
State:
Foreign Province:
Zip/Postal Code:
Country:
U.5. Phone:
Non-U.5. Phone:

Name
Address Line 1:
Address Line 2:

Foreign Province:
Zip/ Postal Code:

Non-U.5. Phone:
Fax|

Past Performance Alternate POC
Name:
Address Line 1:
Address Line 2:
City:
State:
Foreign Province:
Zip/ Postal Code:
Country:
U.5. Phone:
Non-U.5. Phone:
Fax:

Electronic Business Alternate POC

Name

Address Line 1:
Address Line 2:

Foreign Province:
Zip/Postal Code:




Once you have identified the Point of Contact you will need to contact CCR.

At the top of the page, click on the CCR Home link
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Once you return to the Home page, click on the Forgot User ID link
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This link will open the following window. The email address must be for the person previously identified in
the Point of Contact information.
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If the person listed on the Point of Contact is no longer employed by the district, click on the Help link
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The Help link will open this page. Please call the Federal Service Desk for assistance. There is very good

information available in the “Frequently Asked Questions” , in the “User Account Guide” and in the “Users

Guide”.
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