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You may to use this process 
in every phase;
● Pre-submission “Adding an 

Offer”  
● Initial phase 
● Final phase 

You may add and/or edit offers 
in any phase, until they are 
placed in review mode.

List (search) 
and 
editing your 
offer and/or 
project.
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List/Edit Offers

Select BFO Offers or Capital 
Projects, drop-down menu & 
select “List/Edit Offers” or 
“List/Edit Capital Projects”



Search Offers

BFO is currently in Pre-Submission phase for Budget Year 2021

Current Phase

2021



Search Offers

Default is No

Leave blank to 
show all offers

BFO is currently in Pre-Submission phase for Budget Year 2021

2021



Search Offers
Click Search 

BFO is currently in Pre-Submission phase for Budget Year 2021

2021



Results List

Select View 
or Edit for    
the Offer or 
Project you 
are looking 
for.

The following 
page shows 
the form in 
“view” mode.

BFO is currently in Pre-Submission phase for Budget Year 2021



View

Feedback & 
Reviewers 
comments (if 
any) from 
each phase 
can be 
viewed here.

Form may be printed

This form 
is printable



Results List

Select View 
or Edit for    
the Offer or 
Project you 
are looking 
for.

The following 
pages will 
guide you in 
using “edit” 
mode.

BFO is currently in Pre-Submission phase for Budget Year 2021



Edit, Section 1: Offer Summary

Informational

2021



Informational

2021

Edit, Section 1: Offer Summary



Review all 
questions 
& make 
necessary 
changes

2021

Edit, Section 1: Offer Summary



Review all 
questions 
& make 
necessary 
changes

2021

Edit, Section 1: Offer Summary



Edit, Section 1, continued

These two 
fields may 
not be 
changed



Make changes if needed

Edit, Section 1, continued



Make changes if needed

Edit, Section 1, continued



You must 
continue to 
the Review 
& Complete 
page to 
save your 
changes

Edit, Section 1, continued



Edit Section 2 Summary Description

Expand to see 
Reviewer Feedback 
for previous phase



Add to and make 
changes if needed

Edit Section 2 Summary Description



You must 
continue to 
the Review 
& Complete 
page to 
save your 
changes

Edit Section 2 Summary Description



Edit Section 3 Offer Budget Request

Add revisions and 
new information



Add revisions and 
new information

Edit Section 3 Offer Budget Request
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new information
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Add revisions and 
new information

Edit Section 3 Offer Budget Request



You must 
continue to 
the Review 
& Complete 
page to 
save your 
changes

Edit Section 3 Offer Budget Request



Edit Section 4 Review & Complete

This is your 
review page only.  
Changes cannot 
be made from this 
page.  



This is your 
review page only.  
Changes cannot 
be made from this 
page.  

Changes may 
be made by 
clicking the 
previous button 
at the bottom of 
this page.

Edit Section 4 Review & Complete



You may 
abandon 
your offer 
in any 
phase.

Edit Section 4 Review & Complete



You must Submit to save your changes

You MUST click 
“Submit” or your 
changes will not be 
saved and received 
by the Budget team.

Edit Section 4 Review & Complete



Remember: You may to use 
this process in every phase;

● Pre-submission “Adding an Offer”  
● Initial phase 
● Final phase 

You may edit offers in each 
phase, until they are placed in 
review mode.

You have 
completed the 

List/Edit 
Tutorial


