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HOW TO upload an RFP/Q Response to the 
MHB Procurement website 
 

1. Log in to the procurement website with the credentials you created previously. 

 

 

 

2. After having successfully logged in, select “Upload Proposal” under Solicitations menu 
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3. Begin entering appropriate information, Title & short description, of your document. 

 

 

4. After entering title & description, CLICK on the “Files” tab. This is where you will upload your Response to the 

RFP/Q. You can either click on “Add Files” which will give you a dialogue box to select your file OR you can drag 

and drop your file into the Upload area (2 green arrows).  
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5. VERY IMPORTANT, after selecting your file or dragging your file, you MUST click START UPLOAD. 

 

 

 

 

6. After clicking START UPLOAD, you will notice the file shown upload the upload section. It is not necessary to add 

another File Title and Description. Return to the beginning by clicking the Core Fields tab. 
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7. After selecting the Core Fields tab, scroll to the bottom and enter the captcha (to ensure you are not a robot 

spamming us!!!).  

 

 

 

 

8. FINALLY, scroll back up to the top of the Upload section and click SUBMIT 
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9. You will see your file posted! 

 

 

10. You will also receive an email indicating that we have received your uploaded Proposal.  

 


