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RFP 122 Submission Instructions and Screenshots 

 

1) Submit button – The button is located at the bottom of the last page of the application. 

 

2) Error notification – A pop-up will indicate if any corrections need to be made before 

final submission. 
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You will be taken directly to the highlighted page and a description of the issue: 

 

Another example: 

 

Another example: 

 

3) Review and Confirm - After making corrections and pressing “Submit” again, you will be 

able to review your application and confirm.  This also gives you the opportunity to print 

your submission for your records. 
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After reviewing, you will see buttons giving you the option to: 

 Confirm: When you select “Confirm”, this submits your proposal. After this point, the 

application will be locked and you will not be able to make further edits.  Make sure to 

press “Confirm” to make your final submission before the deadline. 

 Make a correction: Click this button to make any edits. 

 Print this page: Click this button to print or save the application as a PDF for your 

records. 

 

4) Final Submission – Press the “Confirm” button to make your final submission, which 

must occur before the deadline.  The system locks out at the 5:00 P.M. deadline, when 

confirmation and submission will no longer be possible.  After final submission, the 

application will be locked and further edits will not be possible. 


