
 

How to Submit Response to Management & Operations Audit RFP 

Steps to submitting Response to Management & Operations Audit RFP 
A. Become a Registered E-Filer:  

I. Please see How to Register with DMM page for details on becoming an Registered E-Filer 
B. Prepare Documents for filing as outlined in The Guide 
C. Submit Response to Management & Operations Audit RFP 

I. Log into DMM 
II. Subscribe to Service List 

III. Submit Response  
IV. Confirmation 

 
Submit Response to Management & Operations Audit RFP 

I. Log into DMM: 
1. Using Internet Explorer (IE) open http:www.dps.ny.gov 
2. Scroll to the bottom of the screen and click on Login to Customize this site 
3. Click on Login with your NYS DPS Account 
4. Enter your User Name and Password 
5. Click on Sign In 

 
II. Subscribe to Service List 

1. Click on Manage Subscription 
2. Click on Add Service List Subscription 

 
 

3. Enter Matter/Case Number and Click on GO 
4. Complete form and Click on Subscribe 
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Document and Matter Management (DMM) 
Management & Operation Audit RFP 

III. Submit Response 
1. Click on Matter Filing 

 
2. Click on Existing radio button 
3. Enter Matter / Case Number and click on Go 

 

 
 

4. Complete Filing Information Section 
a. Select Company/ Organization by clicking on the ADD hyperlink and selecting Company/Org 
b. Enter Description of Filing: Company/Org response to Management & Operations Audit RFP 
c. Select Response to previous Filing in this Matter by click on ADD hyperlink and selecting the RFP filing 

 
Table 1.1 – Public & Confidential Document for Filing 

 Document Type Document Title File Document 
Settings 

Security 

1.  Plans and Proposals XYZ* - Cover Letter 
Requesting Bid Consideration 

XYZ* - Cover Letter Requesting 
Bid Consideration.pdf 

 Public 

2.  Motion XYZ* - Cover letter to the 
RAO 

XYZ* - Cover letter to the 
RAO.pdf 

Request for 
Non-Disclosure 

Public 

3.  Plans and Proposals XYZ* – Proposal XYZ* - Proposal.pdf  Confidential 
4.  Plans and Proposals XYZ* – Proposal REDACTED XYZ* - Proposal- 

REDACTED.pdf 
Redacted 
Document 

Public 

5.  Plans and Proposals XYZ* – Cost Document XYZ* – Cost Document.pdf  Confidential 
6.  Plans and Proposals XYZ* – Cost Document 

REDACTED 
XYZ* – Cost Document- 
REDACTED.pdf 

Redacted 
Document 

Public 

7.  Plans and Proposals XYZ* – PSF   XYZ* – PSF.xlsx  Confidential 
8.  Plans and Proposals XYZ* – PSF REDACTED   XYZ* – PSF- REDACTED.pdf Redacted 

Document 
Public 

 
5. Attach all Documents  

a. Click Attach Document(s) button and browse for documents OR drag and drop files on screen 
b. Select Document Type as indicated in Table 1.1 
c. Enter Document Title as indicated in Table 1.1 
d. Set Document Settings as indicated in table 1.1 
e. Select Security (public or confidential) 

 
 
 
 
 
 
 
 

*  XYZ is used here as an example and should be replaced with your Company/Organization name. 
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Management & Operation Audit RFP 

6. Click Start Upload 
7. Review Confidential Document Submission Guidelines and click on I Agree.  

 
Note if screen does not close after click on the I Agree button, simply close the pop up window and click on Start 
Upload again. 

 
 

8. Once the files are uploaded you will receive a confirmation message box appears. Click OK 

 
 
 

 
 

  

*  XYZ is used here as an example and should be replaced with your Company/Organization name. 
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9. Click Submit 

 
 

 
 

IV. Confirmations: 
From the Application 
1. Review the Confirmation of your filing to make sure that all  8 files are listed:  

 
 

2. Application Email: You will also receive a Notification from DMM confirming that your filing has been received 

 
 

From the Secretarys’ Office 
1. Once the submission has been processed by the Secretays’ office you will receive a notification that the documents have 

been filed and that the Public Documents are available on line. 
 

Technical Questions about DMM and E-Filing can be directed to the DMM Help Desk at dmm@dps.ny.gov or 518.474.3204 

*  XYZ is used here as an example and should be replaced with your Company/Organization name. 
Page 4 of 4 

mailto:dmm@dps.ny.gov

	Steps to submitting Response to Management & Operations Audit RFP
	A. Become a Registered E-Filer:
	B. Prepare Documents for filing as outlined in The Guide
	C. Submit Response to Management & Operations Audit RFP
	Submit Response to Management & Operations Audit RFP


