Pre-Application Editing Steps

Follow the steps below to make changes/edits to your previously submitted pre-application:

e Navigate to your pre-application submission under my submission (see screenshot

example
below):
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e Find the purple button that says "editable" indicating that your pre-application is open

for editing.

e Complete the following steps to begin editing your previously submitted pre-application:

a. Click on submission name (in the example above it would be "Kiyah's Korner

Childcare") and then you'll see the following display:
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b. Once on the screen shown above, please click on the "forms" tab to navigate to

your actual pre-application. After clicking on the "forms" tab you should see the

following display:
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c. Please click on the purple button that says "edit" to proceed with editing your
pre-application. This will open you up to your pre-application form and you can
change/edit/update the information as you wish.

If you desire to make any changes, please remember to re-submit your pre-application when
all changes/edits have been finalized so that the SHINE team may continue reviewing your
submission.

*Please note that pre-applications will not close or resubmit automatically after changes have been
made. You will need to manually submit your pre-application again after making the changes.

*Also, please note that pre-applications may only be re-opened for editing 1 time and all re-submissions

will be deemed final and evaluated based on the information provided.



