
ComMark website help for proposal 
authors: uploading a proposal and 
proposal amendment 

To upload a proposal to the ComMark website, you need to first register. Registration can be done by 

clicking the link in the login block on the home page: 

 

Figure 1: Click the "Create new account" link to register 

On the registration form, please enter a username and a valid email address. You will also be asked to 
enter the letters that are displayed in the captcha image. If you can't read the letters that appear in the 

captcha image, submit the form and a new image will be generated. Remember, the captcha is case 
sensitive. 



 

Figure 2: Entering registration details and captcha 

Once you have successfully submitted the registration form, you will see the following notice: 

 

Figure 3: Instructions notice 

This confirms that ComMark has received your registration, and that an email with further instructions 

has been sent to your email address. 

This email will explain to you how to log in to the website, and will give you a password which you can 

use to log in, plus a one click link that will allow you to log in directly. Once you have logged in, you will 

be presented with a form that allows you to choose your new password. Please enter the new password 

(must be at least 8 characters), and click the “Submit” button at the bottom of the page. Please note 

that you don’t have to fill in anything else on this form. 



Once you have updated your password and submitted the form, you will be taken to your “dashboard” 

page (and on all subsequent log ins). This page will display a link to add a proposal, as well as links to 

useful help documents that are available on the website: 

 

Figure 4: Your dashboard 

Once logged in, you will always see a block which has your username as a heading. This block contains 

links which will allow you to create a proposal (create content), change your account settings, like your 

password, and to log out. Just below your user block, is a link to your dashboard, titled “View your 

dashboard”. Click on this link to return to the dashboard page. 

 

Figure 5: Your user menu and link to dashboard 

As a registered user of the site, you will initially be allowed to upload proposals, and post in the forums. 

If you are assigned to a project, you then be allowed to create other content relevant to your project. 



Uploading a proposal  
To upload a proposal, go to your dashboard and click on the submit proposal link, or click on the create 

content link in your user menu. 

Fill in the proposal form as indicated in figure 6. Please note the following: 

 You must enter a title, and attach the actual proposal file (preferably in Word format). 

 If the proposal is linked to an existing ComMark programme or request for proposal (RFP), 

please select the appropriate programme and or RFP from the available select lists. If it is not 

linked to a programme or a RFP, please ignore these fields. 

 To upload the actual proposal, locate the proposal on your computer by clicking the “Browse” 

button on the “Attach proposal” field. There is no need to click upload, as the file will be 

uploaded when the form is submitted. Please make sure that the file is as small as possible, 

otherwise it will take a long time to upload, and may not be uploaded if it's too big. Depending 

on your internet connection, we recommend a file size under 1MB, if at all possible. 

 While the field “Log message” is not required, we recommend filling this in as it is a helpful 

indicator of the action you are taking. In particular, the log message becomes important if you 

are required to submit a proposal amendment, and this field can be used to summarise the 

amendments you made. 



 



Figure 6: Submit proposal form 

After submitting a proposal  
Once your proposal has been submitted, the ComMark 

website administrator will be notified and your proposal will 

be reviewed. The review process may take some time, so 

please be patient.   

Once your proposal has been reviewed it will either be 

accepted, rejected, or an amendment to the proposal will be 

requested. 

If an administrator requests an amendment to your proposal, they will update your proposal, indicating 

the areas which require amendment, and will submit this to 

the website. The proposal with these amendments will be 

attached to the proposal you submitted to the website. 

Browse  to the proposal (by using the link in the email), and 

download it. The proposal with suggested amendments will be 

differentiated from your original proposal, by being given a name such as: “Shweshwe Poppis Proposal – 

amendment”.  At the moment, the most recent file is displayed at the bottom of the list of files. 

 

Figure 7: The most recently uploaded file will appear at the bottom of the list of files 

The easiest way to download it is by right-clicking on it and choosing “Save target as” if using Internet 

Explorer, or “Save link as” in Firefox. 

Once you’ve downloaded it, open it up to view the suggested amendments. Once you have made all 

suggested changes, save the file with a new name, for example: “Shweshwe Poppis Proposal – 

amended1.doc”, and upload it to the site again. To upload it, browse to your proposal on the website 

and click on the “Edit” tab at the top of the page, below the title. 

Please note that your proposal will 

remain unpublished (i.e. not 

accessible by the public) until it has 

been accepted. 

At the moment, the most recent 

proposal file is displayed at the 

bottom of the list of files. 



 

Figure 8: Click on the "Edit" tab to edit the proposal and upload an amended proposal 

Once the edit form has loaded, browse down to the “Attach proposal” field, browse to your amended 

proposal. There is no need to click the "Upload" button unless you want to upload more than one proposal 

amendment file. Normally, if you are just adding one file, clicking the “Submit” button at the bottom of 

the form will upload the new file. 

Select “yes” in the “Should proposal be sent for review” field. 

If you would like to make any notes that will be stored with this 

version of the proposal you have just uploaded, enter them in 

the “Log message” field. This is not required. 

NB: To notify ComMark that you have 

submitted an amendment, you must 

select "yes" in the άShould proposal 

be sent for reviewέ field. This will 

ensure that an email is sent to 

ComMark notifying them of your 

amendment. 

 



 

Figure 9: Uploading and saving your proposal amendment 

Once submitted, an email will be sent to ComMark notifying them that you have submitted a proposal 

amendment. Once again, your proposal will be reviewed, and either accepted, rejected or amendments 

requested. If more amendments are requested, you will have to go through the same process as has just 

been documented. 

If your proposal is rejected, you will be notified via email, and given the reason(s) why. 

If your proposal is accepted, you will be notified via email. ComMark will then begin the process of 

setting up your project. Once this is complete, your project will be created on the website and you will 

be notified via email, after which point you’ll be able to add content to your project in the same way as 

you created your proposal. 
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