
Finding and navigating through RFP 108 
 

The online RFP application is found on the TGS system. 
 
Click the icon on http://www.oewd.org/Workforce_Development_Funding.aspx  
 

 
Log into TGS using your user name and password (if you do not have a user name and 
password, or have forgotten it refer to the “Online TGS Instructions” document posted on 
the website above in the right hand section labeled “Downloads”) 
 

 



 
Before proceeding to the online RFP, please take a minute to review the agency 
information for accuracy.  To access it, choose “agency information” from the drop down 
list. 

 
 
 
Review the agency information and update as needed.  Once complete, click the “submit” 
button on the top right side of the screen.  This information will carry over into the RFP 
application so it’s important that it is complete and accurate prior to submitting your 
proposal 
 

 
 



Once you’ve updated your agency information and clicked “submit” a confirmation page 
will appear.  Choose “online RFP” from the drop down menu at the top to access the 
online RFP application. 
 

 
 
The other way to access the online RFP without making adjustments to the agency 
information page is to access it directly from the TGS homepage. 
 
After logging in, choose “online RFP” from the drop down menu of options 
 

 
 
 
 
 
 
 



 
The homepage of the online RFP will launch.  From the home page you can either enter a 
new RFP or you can edit one that you have saved but not submitted. 
 
For proposals under areas WF-I and WF-II, choose “Workforce WIA Programs” under 
the first drop down option.   
 
For proposals under areas WF-III through WF-VI, choose “Workforce CDBG Programs” 
under the first drop down option.   
 
The choice here will be important as the questions, workplan options, and budgets in 
subsequent screens are slightly different for the two funding sources. 
 
The proposal areas are described in detail in the full text RFP available at 
http://www.oewd.org/Workforce_Development_Funding.aspx  
 

 
 



 
 
The next page displays important information about the RFP including timelines for the 
different funding sections.  This information can also be found in the full text version of 
the RFP on pages 6-10.  Once you have reviewed the information, scroll to the bottom of 
the screen and click “next”. 
 

 



The next several screens are where you have a chance to enter the actual proposal 
information.  First is the project information screen.   
 
Complete this screen and either  

click “next” to proceed through the sections requiring data entry in order or  
 
complete this screen and choose an option in the drop down menu at the bottom 
left and click “select RFP” to skip to a specific section. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Program specific questions appear next.   
 

 
 
After each set of questions and instructions you will find a text box where you can either 
type or you can copy and paste text from another document.  Be aware that the page will 
time out after 45 minutes so it is advised that you compose your answers in a word 
processing program and copy and paste the text into the box provided in the online RFP 
application. 
 
Be sure to answer all the sub-parts of each question.  For example, Section A – 
Organizational History and Experience has three subsections containing items (i) through 
(xi). 
 
 

 
 



As stated in the directions, all agencies are expected to answer all the questions in 
Sections A and B.   
 
Please only respond to the questions in section C appropriate to the Area under which 
your organization is applying. 
 
Notice that since I chose “Workforce CDBG” as my proposal type in the very beginning 
of the application, only Areas WF-III through WF-VI show under Section C.  Had I 
chosen “Workforce WIA” on the application, I would only see the questions for areas 
WF-I and WF-II in section C on this page. 
 

 
Question 5 should be answered by all organizations.  Click “next” when finished with 
this page to advance to the next section. 
 

 



The next section to complete is the “workplan” 
 
If applying under Workforce CDBG (Areas WF-III though WF-VI) pay special attention 
to the instructions at the top of the page.  You will have many options to choose from in 
the workplan drop down but should only use those applicable to the area under which 
you’re applying. 
 
Using the on-screen instructions, choose the applicable activity(ies) you are proposing to 
accomplish. 
 

 
 
Click on “add workplan detail” and choose an appropriate activity from the dropdown 
menu.  You must add each activity separately. 
 
 

 
 



 
 
 
Once you have added the item and filled in the description and number, click “update” to 
save that workplan item. 
 

 
To add another, click “add workplan detail” and repeat the step above until all activities 
that you are proposing to accomplish have been accounted for. 
 
 
In Q2 be sure to indicate how many unduplicated clients are proposed to be served under 
this application. 
 

 
 
 
 
 



The next section is Evaluation.  Please answer the evaluation question in the box 
provided and click “next” 
 

 
 
 
The next section is the Budget. 
 
 
Please note that there are many more items available under the “Workforce WIA” 
budgets.  You may not need all of the line items available – they are merely there to show 
the funding category possibilities. 
 

 



You will notice a row appears below the budget table where you can add details.  In this 
example, salary details will be added. 
 

 
 
 

 
 
Continue in the same manner with all categories in the budget table applicable to the 
proposal.  (click edit next to the category, complete the details under the table, click “save 
budget item”).  Remember that the main budget table should only show items for which 
the organization is requesting funding under this proposal, not the entire budget for the 
program. 
 



Note:  Should an organization be awarded a grant, the final budget and workplan details 
will be finalized during negotiation. 
 
The next two questions request information concerning other funding sources secured for 
the proposed project.  Click “add funding item,” choose the appropriate City Department 
or other fund source from the drop down menu, enter the amount, and any comments, 
then click “update” to save the line item.   
 

 
The next section is Neighborhoods. 
 
Read the directions provided at the top of the page and add neighborhoods your 
organization anticipates serving under this proposal as appropriate.   
 

 
 
Note:  The sum of all neighborhood lines must equal 100%. 
 



The neighborhood section is the final one requiring data entry.  Once you click “next” a 
report showing all answers and agency information on file will appear.  From here you 
may print and review the information entered prior to submission.   
 
 
Note: The application has NOT been submitted at this point. 
 
 

 
 

 
 
Scroll to the bottom of the page and click next. 
 
 
Only users with organizational level access will have the option to submit the application 
once the data entry is complete.   

 
If your logon has this access, the final page will show a submit button.   
 
 



 



 
 
 
If your log on is not authorized to submit proposals, you will need to work with your 
Executive Director, CEO, President or other official with organizational level access to 
review and submit the proposal.   
 
Forgotten or lost passwords for the TGS system can be retrieved by users.  Please refer to 
the document titled “Online TGS Instruction – Log on Help” posted on 
http://www.oewd.org/Workforce_Development_Funding.aspx  
 
 
Once you press the submit button, no edits can be made.   
 
If you find mistakes that need to changed prior to the proposal deadline of February 4, 
2010 at 5p, refer to the Q&A document posted at 
http://www.oewd.org/Workforce_Development_Funding.aspx for instructions.   
 
Unfortunately after a proposal is submitted, not edits can be made but a new, replacement 
proposal may be submitted prior  to the deadline. 
 

   
 
 


