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Login page

•Follow the 
instructions & links 
provided to: 
•Review the 
solicitation

•Register for the 
conference

•Create an RFP 
profile and login



Terms & Conditions

Read Terms & 

Conditions. 

Click ‘AGREE’ 

and click 

Submit



Create Agency Profile

Use Agency 

Registration 

Code if 

available and 

click ‘Submit’

If not agency 

registration, 

click ‘Create 

Agency Profile’ 

to continue



Register Agency

Read the terms and fill in 

the registration form. 

Click ‘Create Agency 

Profile’ when finished.



Agency Registration Code

Your agency will be 

assigned a registration 

code. KEEP THIS CODE.

Enter registration 

code and click 

‘Submit’ to continue



Create Personal Profile

Fill in details and 

click ‘Save’ when 

finished



Register for Mandatory Training

Fill in details and 

click ‘Register’



Complete Required Reading

Click link to start 

required reading and 

click ‘Next’ to navigate 

through each section

When finished, fill in 

check box and click 

“Agree”



Create New Proposal

1. Click “Create 

new proposal” 

2. Click “Edit” 

to begin 

proposal



Provide Proposal Details

Proposal 

Navigation 

Pane

1. Provide proposal 

title and proposal 

description. Click 

‘Save’ when 

finished.



Add Services

1. Use dropdown 

list and select the 

service, click 

‘Add Now’

2. Edit 

service 

details 

2. Use ‘Edit’ links 

to add budget, 

units/clients, & 

volunteer info



Edit Budget
Budget Tracker tells 

you if Total 

Revenues and Total 

Expenses match

1. Use textbox 

to include the 

total dollar 

amount 

requesting and 

click ‘Save’

Click arrow 

to see budget 

breakdown

Budget 

navigation tabs



Use the dropdowns to 

select match type, 

source of funds, enter 

$$ amount and any 

details and click “Add 

Now” when finished 

Review required 

match in $$

Total Local 

Matching Funds 

as entered

Edit Match

Review total 

matching funds
Edit or Delete 

match



Edit Other Revenue/Program Income

Using the dropdown add 

other sources of revenue 

and filling in the $$ 

amount. Click 

“Add Revenue Source” 

when finished

Edit or Delete



Add Program Expenses
Read the instructions for 

allocating program 

expenses to revenue, 

match & program income

Click “Create 

New Expense” Select expense 

category for the 

dropdown, include 

details and click 

“Add Now”



Allocating Revenue

Review revenue budget

Use textboxes to 

allocate expenses 

to revenue and 

click “Save”

Totals MUST match 

for each revenue 

column. Use the 

instructions as a guide.

Review 

total 

expenses



Add title, choose 

Direct Services or 

Administrative, and 

hourly or salaried

Salaried

Hourly

Add Personnel
Re-visit the Program 

Expenses page to 

allocate the SUBTOTAL 

of the personnel when 

finished.



Edit Units and Clients
Use checkboxes 

to include all 

service areas

Enter total units 

and unduplicated 

clients you plan 

to serve

Click ‘Save’ 

when finished



Edit Volunteer Info

Use textboxes to 

enter any 

volunteer info 

and click ‘Save’ 

when you’re done



Answer Narrative Questions

Times out 

after 20 

minutes

Use textbox to 

answer 

questions. 

Some may be 

required.

Click ‘Save’ 

often



Review required 

documents. Use dropdown 

list to select document 

type and click ‘Add Now’

Add Document 

Title

Browse 

Computer

Explanation if 

required 

document is not 

uploaded

Upload Attachments



Update Agency Info
Fill-in 

required 

information 

(FEIN) and 

click ‘Save’



Review 

Required contact 

types

Choose Program 

Responsibilities

Update 
Contacts

Click ‘Add new 

contact’ or ‘edit’ 

current contacts



Validate Using 

Sidebar 

Navigation

Click to see 

Errors

Click to Go to 

Page

Validate Proposal



Request PIN to be 

E-mailed

Click to Enter 

PIN

Submit Proposal



Required Form

Enter 

PIN

Click 

‘Submit



Print Proposal

Click the 

‘Download’ link

Proposal status

Note: Proposal 

cannot be edited 

once it has been 

submitted



You’re  Done!


