How to Submit an Application in the
eProcurement System



When you are ready to submit, start by saving your draft one
last time. Then click Continue.
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If you are missing information, you will
be given an error message on the top
of the page.
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Usually the error messages direct to
something left undone in the
application.

In the last example, the error message
indicated that the lines (found under
the lines tab) had not been filled out.
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In this example, the error is about an
unanswered guestion in the application (or
Requirements section). The Quote Value
refers to your (in this case, missing) answer.
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Once your application is free from
errors, you are ready to proceed and

sub
(ICO

app
Sub

mit! At this point, clicking
ntinue” should put your

ication into the “Review and
mit” phase.
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his is your last chance to review all your
ata and confirm that it is accurate.

heck your attachments and scroll to the
ottom of the screen to see all your
responses.
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Legal Organization Name Super Leaders Academy Nation
Address 18555 E. 32nd St
City Chicago
State I
Zip 60699
Telephene Number 845-251-X6X
Federal Employer Identification Number 84-992289
DUNS Number 92-8992-5110
Head of Agency Name Jane Doe
Head of Agency Title Executive Director
Head of Agency Contact Telephone 845-251-X00K
Head of Agency E-mail Contact JaneDoe@superl eadersAcademy.com
Chief Finance Officer Name Terry Doe Ir.
Chief Finance Officer Title Finance Officer
Chief Finance Officer Telephone 845-251-XXXX
Chief Finance Officer E-mail terrdoe@superleadersAcademy.com
Website Address NA
Year Org. Established 2008
Did you attach the fallowing in your Admin. section? *Liability Insurance *Board Member Identification *IRS Determination Letter *SAM Certificate *Certificate of Good Standing *Bylaws and Articles of Incorporation *Financial Statement Yes
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At the bottom of the screen you will
be asked to provide an electronic
signature. Be sure to fill in the
signature before checking the box!

110100 - Admin - Op... 7,400.00 usD 1 7,400.00
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Electronic Signature

o By submitting a bid/proposal/application and inputting his/her name and title, the person signing below certifies that he/she is authorized b submit this bid/proposal/application on behalf of the submitting party and warrants that all certifications and statements contained in the
bid/proposal/application are true, accurate and complete as of the date furnished to the City. The person signing below understands that thi submission will be binding on the submitting party.

* Name:
= Title:

* Indicates required fields. Befora submitting the respanse please enter Name and Tide and accept the disclsimer by checking the box above.
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Then click “Submit”.
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Electronic Signature

* By submitting a bid/proposal/application and inputting his/her name and title, the person signing below certifies that he/she is authorized to submit this bid/proposal/application on behalf of the submitting party and warrants that all certifications and statements contained in the
bid/proposal/application are true, accurate and complete as of the date furnished to the City. The person signing below understands that this submission will be binding on the submitting party.

* Name: |KI

* Title:

* Indicates raquired fields. Before submitting the response please enter Name and Title and accept the disclsimer by checking the box above.
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Make sure that you see this
submittal confirmation screen.
The eProcurement system will not
send a confirmation email so it is
critical that you see this screen.

“

D Confirmation

Quote 236154 for RFQ 6952 (DFSS Youth Services Enrichment Programs - STEM (Science, Tech,
Engin. & Math)) has been submitted.

Return to Sourcing Home Page




