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

1. Login to the procurement website with the credentials you created previously.

MHB Acquisition and Management Services

Login Form
Welcome to the Mobile Housing Board Acquisitions and Management Services procurement site. This convenient site is 3 | admi
where Mobile Housing Board ("MHB") will list all of its Formal Solicitations for the procurement of goods and jces. admintest m
MHB will also list all information related to the solicitations, including amendments, updates. answers to questio d
other helpful information on this site. Each potential vendor should check the site periedically during an open solicita 4 | IImx ﬂ
period. Remember Me
If you have not done so yet, . The registration process is simple and this will give you the ability to

download any posted Formal Solicitation. In addition. your registration will give us the ability to contact you and give you
information on future solicitations that may be of interest to you.

We look forward to receiving your electronic submission(s) in response to one or more of our Formal Solicitations and
potentially engaging your firm in the future!

2. After having successfully logged in, select “Upload Proposal” under Solicitations menu

¢ MOBILE HOUSING BOARD

Home About RFP/RFQ Questions Contact

View Solicitations

My Proposals

Modify Subscription
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3. Begin entering appropriate information, Title & short description, of your document.

Title *

Description *

Company RFP Response - MHB-0§
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Company RFP Response - MHB-05-R-201

registration email please check
your Junk/Spam email folders.

Latest Solicitations
Date January 25, 2017

MHB-01-R-2017
DOMPREHENSIVE
VACANCY REDUCTION

Read more
Date January 25. 2017

MHB-03-R-2017
DFEDI ACFMENT 21 AGR

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).

Login Form

Files hangelogs Saller Hi Admin test

Select files HELP!
Add files to the upload queue and click the start bution.

Filename

Drag files here.\

Size Status

If you experience problems

logging in or uploading your

proposal please Contact Ls.
If you can't find your

registration email please check
your Junk/Spam email folders

0b 2 Latest Solicitations

LAST REVISED: FEB 20, 2017

PAGE 2



5. VERY IMPORTANT, after selecting your file or dragging your file, you MUST click START UPLOAD.

Select files

Add files to the uplead queue and click the start button.

Filename

Test Company RFP Response MHBE-..

Size

159 kb

159 kb

Status

0%

Login Form

Hi Admin test,

HELP!

If you experience problems
logging in or uploading your
proposal please

If you can't find your
registration email please check
your Junk/Spam email folders.

Latest Solicitations

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.

+ Publish || @ Delete

Test Company RFP Response MHB-01-R-2017

File title

2110
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159.26 KB

Login Form

Hi Admin test,

HELP!
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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!!!).

MHB-01-R-2017

Description * [ - & = U 39 T 1= COMPREHENSIVE
B ol ¥ £ (@ T = H VACANCY REDUCTION

N = = [ || Stles =/ Nomal ~ [ [ M W Read more —>

Company RFP Response - MHB-05-R-2017 Date January 25, 2017

MHB-05-R-2017
REPLACEMENT GLASS
WINDOWS

Read more =

Date January 25, 2017

MHB-04-R-2017 VEHICLE
PREVENTATIVE
MAINTENANCE

Read more =

Date January 25, 2017

MHB-03-R-2017 COUNTER
TOPS

Read more =

Bl Image ¥ Read More

Captcha *

‘C.’!

8. FINALLY, scroll back up to the top of the Upload section and click SUBMIT

Submit Cancel

Login Form
Hi Admin test,

Core fields Fields Files Changelogs Gallery

| w Pubiish || @ Delete |

Test Company RFP Response MHB-01-R-2017.p = 159.26 KB
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9. You will see your file posted!
|1 N [ | Y e e i I | i | 5 ] S 0 B B i e IR

Admin test's documents Login Form

Hi Admin test,

— Pending approval ¥ Default ¥ Asc v | 10 v

Company RFP Response - MHB-05-R-2017
£ Monday, 20 February 2017 & Admin test B Solicitations HELP!

Company RFP Response - MHB-05-R-2017

Ie
-

If you experience problems
logging in or uploading your
proposal please Contact Us.

Hits 0 Downloads 0 Comments 0

I ssmis mmm™ Flond cvmir

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

|Search Current Mailbox r |Current Mailbox '| 2 Reply E2Reply All (S Forward G5 IM

All Unread Mentions ByDate ~ MNewest E Mon 2/20/2017 8:46 AM
4 Today admin@mde-mobile.com

Document Created on Procurement

admin@mde-mobile.com
Document Created on Procurement

MHE Procurement To M Remski, Azron; MDE Admin

Attachments harmon.ie: SharePoint Onl... MessageHeaderAnalyzer
MHB Procurement
User/U: . . .
ser Jser admintest / admin@mde-mobile.com
Email
Document

Uploaded Company REP Response - MHB-05-R-2017

.. http://procurement mobilehousing org/ju-download/2-solicitations/18-
Document Link company-rfp-response-mhb-05-r-2017

Upload

Date/Time {date-format}

Thank vou for your participation.

Kind Regards,

Mobile Housing Board

Procurement Services

I
LAST REVISED: FEB 20, 2017 PAGE 5



