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An RFP in six easy* steps
1) Register agency
2) Create profile
3) Create blank proposal(s)
4) Fill in the details

• Add Service(s)
• Add Budgets
• Answer Questions
• Upload Attachments
• Update Agency Details & Contacts

5) Check for errors
6) Submit your finished proposal



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

• Create an RFP 
profile and login

Login page



Terms & Conditions

Read Terms & 
Conditions. 

Click ‘AGREE’ 
and click 
Submit



Register Agency



Create Agency Profile

1. Click Create 
Agency Profile 
to register your 

organization

You must create an 
agency profile for 
your organization 

before creating your 
personal profile/user 

account



Register Agency

2. Click Create Agency 
Profile when finished.

1. Fill in 
registration form

An Agency 
Registration Code will 

be sent to the email 
address associated with 

the agency profile



Create Profile



Register Personal Profile

Agency Code will also be 
sent to the email address 
provided for the agency 

profile. Contact Vintage if 
code is lost.

1. Enter Agency 
Registration 

Code and click 
Submit



Create Personal Profile
1. Fill in 

form 
details

2. Enter 
email 

address and 
password 
to be used 
to login to 

your 
account 3. Click 

Save when 
finished



Complete Required Reading

1. Click link 
to start 

Required 
Reading

2. click Next 
Section to 
navigate 

through each 
section

3. When 
finished, check 

the box and 
click Agree



Create blank proposal



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.



Add Services
2. Use dropdown 
list and select the 

service, click 
Add Now

1. Navigate to Services

3. Use “Edit” links to 
fill in service details, 

answer questions, 
and budget.



Edit Services
1. Click Edit to 

enter service 
specific details

2. Click to 
answer any 

service-specific 
questions if 

required



Edit Services

2. Click Edit to 
enter budget 

details

2. Click Edit to 
enter 

units/clients 
data



Edit Budget

2. Enter total dollar 
amount requesting 

and click Save

Budget Tracker tells 
you if Total 

Revenues and Total 
Expenses match

Total Revenues = 
Requested Funds + 

Local Match + Other 
Revenues

Grant Expenses = 
Personnel + Program 

Expenses



1. Select Local 
Match Type, Source 

of Funds, enter 
amount ($$) and 

add details (if 
applicable or if 

“Other” was 
selected as a 

funding source)

Amount of 
matching funds 

required
Edit Match

2. Click Add Local 
Funds

3. Review funds. 
Repeat steps 1-2 to 

add more local 
funds.

4. Click Next when 
finished with match



1. Select Source of 
Other Revenues, 

enter amount ($$) 
and add details (if 

applicable or if 
“Other” was 
selected as a 

funding source)

Edit Other Revenue

2. Click Add 
Revenue Source

3. Review funds. 
Repeat steps 1-2 to 

add more local 
funds.

4. Click Next when 
finished with other 

revenue



1. Select Personnel 
Type, Employee 

Type, enter Position 
Title

Edit Personnel Expenses

2. Click Add 
Personnel

3. Review amounts. 
Repeat steps 1-2 to 
add more personnel 

expenses

4. Click Next when 
finished with other 

revenue

If Hourly, enter 
Hourly Rate, Total 

Hours

If Salary, enter 
Annual Salary, 
Percent of time



1. Select Expense 
Type, enter Amount 

($$), enter 
Description

Edit Program Expenses

2. Click Add 
Expense Item

3. Review expenses. 
Repeat steps 1-2 to 
add more program 

expenses



If “Expenses do not 
match Revenue” – revisit 
revenue and/or expenses 

to balance budget by 
clicking Back

Check Budget Tracker
If “Expenses match 

revenues” – then click 
Done on Program 

Expenses page or Home



Edit Units and Clients

2. Click Edit 
under 

Units/Clients

1. Navigate to Services



2. Enter total 
proposed 

service units 
for service area

3. Add
Targeted Client 

Counts

Edit Units and Clients

1. Select Service Area 
from dropdown list and 

click Add Now

4. Click Save



Answer Narrative Questions

Times out 
after 20 
minutes

1. Use textbox to 
answer questions. 

Some may be 
required. Click 

Save often.

1. Navigate to Narrative

2. Click Save All 
when finished



1. Review required 
documents. Use dropdown 

list to select document 
type and click Add Now

2. Add 
Document Title

3. Browse 
Computer

4. Explanation if 
required 

document is not 
uploaded

Upload Attachments

5. Click 
“Save”



Update Agency Info

Fill-in 
information 
(FEIN) and 
click Save



1. Review 
Required contact 

types

3. Choose 
Program 

Responsibilities

Update Contacts

2. Click ‘Add 
new contact’ or 
‘edit’ current 

contacts

4. Click Save



Check for errors



1. Validate Using 
Sidebar 

Navigation

2. Click to see 
Errors

3. Click to Go to 
Page

Validate Proposal



Submit proposal



1. Click Request PIN

2. Check your 
email and 
follow the 

instructions.

Submit Proposal

1. Submit Using 
Sidebar 

Navigation
3. When you’ve received 

the PIN click Submit 
Proposal

Review 
Terms & 

Conditions…



Submit with PIN1. Review Terms of 
Submission

2. Enter submitter 
information and PIN

3. Click Submit



Submission Confirmation

Note: Proposal 
cannot be edited 
once it has been 

submitted

1. Click Print



View Proposal

1. Click the 
Download link

Proposal status

Note: Proposal 
cannot be edited 
once it has been 

submitted



Questions?
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