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ACSA Instructions to Access Digital RFP 

The ACSA has partnered with Validos to utilize a digital RFx tool to streamline the procurement process. 

To access the digital RFP, use the link https://tinyurl.com/mr2cwwe8  

For further details on how to access the RFP and accept the invitation to respond within the digital RFx 

tool you may use the training and instructions below. By getting started on the response in the digital 

tool, the ACSA assumes you have accepted the invitation to respond.  

Only one representative from your company should register to accept the invitation and be the point 

of contact. You may then add additional team members to the digital RFx tool. 

For an overview of how to respond to questions within the RFP and put together your proposal, you can 

find additional information here- https://tinyurl.com/3uukuajx  

The response is due July 3, 2025 at 4pm EST. If you have any questions, please contact Tanya at 

tjohnson@serviceauthority.org   
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Access RFP  
Step 1 

Access the RFP through https://tinyurl.com/mr2cwwe8 

Click on the “CLICK HERE TO PARTICIPATE” button at the bottom of the page 

 

 

Step 2 

You will be asked to set up a new account by inputting your organization’s information as well as your 

personal details. 

https://tinyurl.com/mr2cwwe8
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Step 3 

When you have successfully requested access to the RFP, you will be emailed a one-time password (OTP) 

to verify your email.  

 

Type your code in to Responsive. 
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Step 4 

Once you type in the OTP and verify your email, you will get a screen like below, indicating that we’ve 

received your request and pending approval 

 

Step 5 

Upon approval, you will receive an invitation. Click on View RFP 
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Step 6 

After clicking View RFP, you will be asked to verify your email again. Once you are logged into 

Responsive, you will be asked to reenter your personal details and create a password. It is recommended 

to complete the entire registration process once you click on View RFP. 
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Step 7 

Upon typing in your OTP and verifying your email, you will be redirected to the screen below. Click on 

the Continue to Preview button located at the bottom of the screen. 
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Step 8  

At this point, you have the option to preview the RFP. To start your response, click the Accept Invite 

button in the upper right-hand corner.  

 

 

 

Step 9 

After accepting the invitation, you will need to provide information about your organization and yourself. 

Click on the Register button after doing so. After accepting the invitation, you can provide your response 

to questions and complete your proposal. You will have the opportunity to add team members to help 

you respond to the RFP. 
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Step 10 

Once you are registered you can review the background information in the first section, CIS Upgrade - 

Enhancing the Customer Experience.  

Scroll down to see the rest of the sections. Clicking on each section’s title will allow you to expand and 

collapse it. 

Your response will start in the second section, Executive Summary.  
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Respond to RFP 
Below are brief instructions on the functionality available within the tool. 

 

You have the option to format your response as you wish for each question. 

 

 

On the right-hand side, you will notice an arrow pointing to the left. By clicking on it, you will expand an 

extra menu that allows you to view recommendations (if any) and make internal comments. 
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You can also click on the three dots on the top right of a question in a section to assign the question to 

someone, view or submit questions/communications to Validos/The ACSA in reference to the question, 

view and add internal comments about the question, and flag it. 
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To add users to write and approve responses. See Add A Team Member/New User section below. 

Export Response for your Records 
You may also export the RFP and your response by selecting the Export option on the left-hand side 

menu and then clicking on the New Export Package button. 

 

You have the option to export the RFP and your response as a Word document, Excel file, or a PDF. Once 

you have chosen your format, click on the Next button. 
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Select the Default Template, then click Next 

 

Click on Export 
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Track RFP Response Progress 
The digital RFP tool also allows you to track the progress of your response by selecting Dashboard from 

the left-hand side menu. In the Dashboard, you can also view how many questions are assigned to each 

person on your team. Clicking on their bar in the graph will take you to that individual’s assigned 

questions. 
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Add A Team Member/New User 
To add users to your Team, click on Team from the left-hand side menu. 

Click on + Add Team Members and then on Add New Users 

 

 

Enter the email(s) of the users you would like to add and click Invite 

 

 

The new user(s) will receive an email where they can follow the link to get started and create their 

password. 



 

16 | P a g e  
 

 

 

From the Teams screen, you can reassign and remove users  

 

 

 

To edit permissions, reset other users’ passwords, deactivate users, and remove users from your 

organization 

Click on your initials in the top right-hand corner, then click on Organization Settings 
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