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Attachment 5: Using APPLY to Submit Proposals for RFP Health Equity 
Consultants 
 

Step 1: Create an APPLY account. Follow Attachment 4 on guidance for creating an 

account. 

Step 2: Start an application 

Copy the following web address into your browser or click on the link below.  

https://healthresearchinc.smapply.io/prog/RFP_ohehr_2026-02 

The link should bring you to this page:  

 

You can also search the application by selecting “view programs” on the home page. 

See below: 

Scroll to find the opportunity “Request for Proposals: Health Equity Consultants” and 

select “more”: 

https://healthresearchinc.smapply.io/prog/RFP_ohehr_2026-02
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Use the green button on the right side labeled “Apply” to start an application: 

 

Step 3: Create the Application 

Once you select “Apply” as instructed above, the application will prompt you to enter 

your organization name. Enter “Health Equity Consultants Proposal (Component you 

are applying for), Name of your organization” and select “Create Application”. *Please 

note a character limit of 75 for the application name, if your name exceeds 75 

characters you may abbreviate as necessary.  
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Step 4:  Completing the proposal 

Once you have started your application, your screen should look like this. Click on 

“Request for Proposals OHEHR 2026-02": 

 

You should now see the application. Scroll down using your mouse or the scroll bar on 

right side of screen to see the application.  
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Applications can be saved at any time without being submitted by selecting “SAVE & 

CONTINUE EDITING”. Please note: A saved draft does not submit, if you do not select 

“Submit” on the far right side when you are ready to submit, the application will not be 

submitted.  

 

To upload files for questions 1, 2 and 7, click on the grey box labeled “Upload a file”  

Select the file you wish to upload from your computer.  

Once the file is uploaded, you will see it appear. If you uploaded the file in error or want 

to revise the uploaded version, select the three dots on the right side to select delete 

and re-upload the revised version: 
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Questions 3 – 6 are narrative questions. You must enter text in the box provided to 

answer. We recommend typing your answers in a separate document and pasting them 

over to the APPLY system in case of a failure to save.  

To enter text for narrative questions, click on the text box and begin typing: 

 

 

 

Once you have uploaded necessary documents, provided the text narrative to the 

questions, and signed, select “SAVE & CONTINUE EDITING”. Your answers should 

now be saved. Please review your answers before Step 4. You cannot edit your 

proposal once you select “submit”.  

Step 4: Submitting the Proposal Using APPLY 

Once you are ready to submit your proposal, select the green box to the right labeled, 

“Mark as complete”. You must select mark as complete to submit a proposal. You can 

edit the proposal after selecting mark as complete (instructions below). You CANNOT 

edit a proposal once you select Submit. 
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You will then see a screen noting when the application was completed: 

 

Select “Review” to view your proposal. Look over your proposal and confirm all 

information is accurate and complete.  

 

If you would like to edit your application after you have reviewed, click on the blue link to 

your application: 
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Click on “see my application”: 

 

Click on the box with your application: 

 

Click on the three dots in the upper right corner: 
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Select “Edit”: 

 

You should now be able to edit your proposal. Once you have edited, you will need to 

save, mark as complete to review again.  

Once you have reviewed and you are ready to submit, select “Submit Your Application” 

in the upper right green box: 

 

You can also submit the application once you mark as complete at any time by clicking 

the green box labeled “SUBMIT” in the left of your screen. It is strongly advised you 

review prior to submitting: 
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Once you select submit, a pop up will prompt you to confirm submission. Click “Submit” 

to confirm or “cancel” to go back:  

 

You will receive a confirmation page and an email once your application is submitted: 
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For questions of technical nature regarding APPLY, please contact 

OHEHRADMIN@health.ny.gov  

mailto:OHEHRADMIN@health.ny.gov

