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SUBMITTING REQUESTS FOR
PROPOSAL ELECTRONICALLY

Goal: Saving Our Providers Paper, Dollars, Delivery Time
and

Promoting Efficiency in the Request for Proposal Process



Why are we doing this?

A provider mentioned that it cost over $2000 to
copy and send in an RFP.

In order to alleviate the cost and the time for
submission of RFP’s DCF was determined to
find an alternative.
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Completing and Submitting an Application

« Complete your response to the Request for
I?qropl)qolg,gl INn accordance with the instructions for
the .

* This presentation is intended to provide
Instructions for the online submission of your
response.
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First Step: Registering the AOR

» Register the authorized person, in advance, to
submit the grant. This is the Authorized
Organization Representative (AOR).

* On our Public Notices page, a form will be
available to approve your organization’'s AOR
choice to submit a bid electronically.
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AOR Registration Requirements

 The AOR authorization needs to be on file at
least 5 business days prior to bid due date. If

there are problems with registration, please call
609-292-5665.

* If you need to change the AOR designation
lease email or fax a new form at least 3
usiness days prior to the bid due date.

 Why? So we can ensure that your organization
IS permitted access to submit an RFP.
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AOR Access

* You will receive an email with your access
password.

* You will receive access at least 3 business days
prior to the bid due date.

* If you submit your AOR access form later than 5
pusiness days prior to bid opening, you will not
pe guaranteed access.
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AOR for Each RFP

« An AOR with the same password must be
submitted for each and every grant proposal that
can be submitted.

* AOR'’s will not be carried forward for future or
simultaneous RFP’s.
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Second Step: File Formats

Only submit application components using DCF
supported file formats listed below:

A. For Single File:

e Adobe PDF-Portable Document format (.pdf)
« Microsoft Word (.doc or docx)

e Microsoft Excel (.xIs or xlsx)

* Microsoft PowerPoint (.ppt)
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Second Step: File Formats

B. For Compressed File:
(.ZIP only).

To upload a compressed file:

 Use the Archive feature in the upload
screen on the right side.

e Use the Files upload feature on the left
side of the upload screen for all other

formats.
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Second Step: File Format

Please note that the max size of each upload Is
restricted to no more than 100MB.

To ensure the success of your proposal
submission, we recommend always try to avoid
large file transfer over the internet.
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What if the document will not go
through?

e Call 609-292-5665 or emaill us at
dcfaskrfp@dcf.state.nj.us with your guestions.
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Where to submit electronically

o Https://fipw.dcf.state.nj.us .This is a new
address connected to a secure server. The
security of your documents Is important to us.

« After you are provided AOR approved access,
the screen will request your user name and

password.
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Where are the required forms?

 Standard DCF forms are available at:
www.nj.gov/dct. Click on Providers, then Public
Notices. Additional Contract Forms can be found
here.

 Chapter 51 forms are available on the Department
of the Treasury website at:
http://www.nj.gov/treasury/purchase. Click on button
at top “Vendor Information” then click on “Forms”
from the drop down menu (Note: non-profit entities
are exempt from Chapter 51 disclosure
requirements).
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First Steps

tep 1 Please go to Https://fipw.dcf.state.nj.us

tep 2 Input your username and password which has
een emailed to you. Directory: /FTP-DCF/RFPGrant

/7 HIDHS - woh hated FTP cliant - Windawe Intarnat Fxplarar

ey ¥ s ale.ris » B | 4 RATICNSERVERS cordiguration nerer ared seribe | 2 =
B Bl few Fgerter ook e
Favortes | o 8 - g -

A NIOHS - & voel b FTF chet & - U oo - Be v ety - Tok @~

A Wel Based FTP Cliesnt

Windows Networking Services Group

DEPARTMENT OF CHILDREN AND FAMILIES Gyl

USarnams: JDoe FTP mode
* Navigate the FTP server
T minary Gnca you have logged in, you can browsa from directary ta directary and

P—— . 200 all the subdicectaries and filas.
FTP DCFRFPGrant =} Automatic * Create new directories

ogin || Feset | Hew diractories can ba craated anywhers in the diractory structure where

writé permission is granted
Clear cookies  Admin » upload files

Password CLOT T

Directory
(Optional)

upload form or the upload-and-unzip functionality.

Click on a filename to quickly download ome
Select mulbple files and chek on Download;
downiloaded n a bp archive

» Zip

elected fles will be

Compres: wrloading or save the zp archive on the

Different formats are supported: zip, .tar, gz and .gz.
= Copy, move and delate
Directones are handled recursiv
(subdirectorias and filas) will ak
= Rename Files

Rename a file or a drectory in the FTP server.

* View Files

Praview the contents of the fila from the browser without da
to your local drive.

» Plain text aditor

ty. meaning that their content
be copied, moved or deletad.

inloading it

 taxt right from your browser; every time you save the changes the
naferred to the FTP server.

* HTML aditors

Edit HTML 3 What-You-See-Is-What-You-Get (WYSIWYG) form
2 differant editors to chaose from.

» Code aditor

Edit HTML and PHP in an editor with syntax highlighting.

o 3
Copyright § &) Deparmmenc of Hunan Servicas, 2011

I o Trusted stes = Rurs -
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Uploading to your Folder

o Step 3 If you are not already in the RFPGrant directory,
then you will see a directory — FTP DCF- click on it

= HIDHS - o wah hated FTP cliant - Windows Intarnat Fxplarar

M & ] Lo Tranuform aalectad antriasi | 207 || Herve |[ Doietn |[ Fovame
Dovriond w7 Fin__|| 2] e
All - Name Type Size Owner Group Perms Mod Time Actions

[ S Trusted skes
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Uploading to your Folder Continued...

o Step 4 You will see RFPGRANT-Click on this directory.

/7 HIDHS - woh hated FTP cliant - Windawe Intarnat Fxplarar

ey ¥ s ale.ris » B | 4 RATICNSERVERS cordiguration nerer ared seribe | 2 =
B Bl few Fgerter ook e
Favorkes | g @8 - g

A NIOHS - & voel b FTF chet & - I - Do Fdlely - Tok- @

HEEERREREE o oot frshed = 0.08 seconds

yartment of human services 290

DEPARTMENT OF CHILDREN AND FAMILIES #

FTP-DCF lE

Dirsctary Tres: ot [FTP-DOF

Welcome! You are now logged in to NIDHS FTP site

[Fs—y—" |'_“_|

All - Name Type Size Owner Group Perms Mod Time Actions
D Moo
08 s Directary 02-28-11 GHISIPM
0 B  oormang Direaary 05-31-11 0B141AM
[0 & cesrgmcan Gireerary ©8-26-11 OITFM
(=] 927211 021308M
06 s 08:27-11 031496m
Dwectories: 5
Files: 0/ 0 B

Symlinks: 0
Unrecogruzed FTP output: O

Help Guide | Home | Support

Povared by aaezhp
Copyright & ) Capammunr of Heman Saricas, 3011

[:;me J Trusted skes a = Muok -
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Uploading to your Folder Continued...

o Step 5 You will see Provider RFPGrants- Click on it

= HIDHS - o wah hated FTP cliant - Windows Intarnat Fxplarar

HEEEEEEREE o st frshed m 0.1 seconds

department of human services =

DEPARTMENT OF CHILDREN AND FAMILIES

FTP-DCFRFPGrant E

FoGrant

ry Treat pmat [ETR=DCE /R

Welcome! You are now logged in to NIDHS FTP site

[Fs—y—" |'_“_|

Actions

All - Name Type Size Owner Group Perms Mod Time
B e,

08 cemmine Giractary

=] Girectary

S Trused stes

3
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Uploading to your Folder Continued...

« Step 6 You will see your RFP-click on it and you will see

a folder just for you with your agency name.

o Step 7- Click —Upload and put your documents into the
folder.

M’F

{= NIDHS - a weh based FTP client - Windows Internet Explorer

4

% https. state.nj.us, - ﬂ [g} * | X RATIONSERWERS configuration error

Flle Edt Wew Favortes Tools Help

T Favorites

s @ - & °

% NIDHS - a web based FTP client - 1 v Page - Safety~

.......... 100% Script finished in 0.07 seconds

new jersey

department of human services 20

DEPARTMENT OF CHILDREN AND FAMILIES hdd

JFTP-DCF/RFPGraniProvider RFP Grants/Family Suc 4County

Diractory Traa: root /ETE-DCF /REPGrant /Providar REP Grants /Family Suc 4County

e ER E——
Download as Zip Fie

Owner Group Perms Mod Time Actions

This folder is empty

Directories: 0

Files:0/0B

Symlinks: 0

Unrecognized FTP output: 0

Help Guide | Home | Support

Powered by net2ftp
Copyright & NJ Department of Human Services, 2011
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Uploading to your Folder Continued...

Step 8- Once you are ready to upload your document,
click on the green check mark to submit.

NJDHS - a web based FTP cli Windows Internet Explorer

Q PAE A state.nj.us vl & [E] e RATIONSERVERS canFiguration error ai
Fle Edt ¥ew Favorites Tools Hep

v Favorites | 55 @ -2 o

@ NIDHS - a web based FTF client E- B8 I s v Page~ Gafety~ 1

.......... 100% Script finished in 0.07 seconds
New jersey . =
department of human services X2 NO

DEPARTMENT OF CHILDREN AND FAMILIES ik

=
Uplg@files and archives

@

Upload to directory: [FTP-DCF/RFPGrant/Provider RFP Grants/Family Suc 4

Files Archives (zip, tar, tgz, gz)
Files enterad here will be transferred to the FTP server. Archives entered here will be decompressed, and the files inside will be transferred
to the FTP server.

CWiDosumentix

Restrictions:
+ The maximum size of one file is restricted by net2ftp to 97656.25 kB and by PHP to 100M

+ The maximum execution time is 90 seconds
= The FTP transfer mode (ASCII or BINARY) will be automatically determined, based on the filename extension
+ If the destination file already exists, it will be overwritten

Help Guide | Home | Support

Powered by net2ftp
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Confirmation- Print This for Your Records

* You will see the following confirmation that your
document has been uploaded successfully. At this point,
you can safely logout by clicking on the red button.

EEX

IDHS - o wab based FTP client - Windows Internet Explores

o A g ceones
D Note: You should

not be able to
©00 see any
documents other
Uploaq more files and archives th an you Own If
S you can please
s Fie txt ha: o the FTP server using FTP mod
7 FTP- PhranyPr RFP Grants/Family 5 Ca” US
L= amavibae ale mutire e e e immediately.
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Tips for Uploading

 |f you are concerned that you cannot see your
documents and confirm that they all went please
check them carefully before you upload. We
recommend one PDF document.

* If you need to make changes to the proposal
after the submission and before the deadline
you can re-upload. The last upload will overwrite

your submission in its entirety.
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Security

e You need to have an AOR submitted for each
RFP.

 You will not have access to submit documents In
any other agency folder.

 While you may see folders of other agencies,
youhwill be blocked from submitting documents
In them.
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Questions

* Applicants may request information and/or
assistance from DCFASKRFP@dcf.state.nj.us

* Note that after the bidders conference (if
required) we will not be able to answer
guestions regarding the RFP.

e Support also can be provided by calling
609-292-5665.
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