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Agenda
• Starting the Package

• Working in the submission package

• Getting back to the submission 
package

• Submitting the submission package



Starting the package
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Select Start a New Form in the left-hand menu. Select the appropriate option for the form type. 

Use the filter or scroll to locate the appropriate submission package.  Packages have a button to 

the right: View Package.  Click to start the submission. 



Working in the submission package
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You should see all forms associated with the submission package.  If you are creating a new site, you need to 

start the first form first to get the new site created.  You can then work on the forms in any order.  All required 

forms need to be completed before the package can be submitted.  Each form may or may not require a user 

to be Certified to submit the form.  If they are required, it will be required to update the form’s status from 

Draft to Staged.  It is not required again to submit the submission package. 



Getting back to the submission package
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If you need to access the submission 

package after getting out of it, you can 

see it on your Dashboard or under 

Submissions.  If a form has been started 

but not submitted, it, and the 

submission package, will be in Draft 

status.  Once that form has been 

submitted, it will move to Staged status.   



Submitting the submission 
package
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Once all required forms have been completed, the submission package can be submitted.  From 

inside the submission package, click Submit Package.  You will then be given an information about 

the forms and given an opportunity to confirm or cancel the submission.  

Once the package has been submitted, you will 

know it has been received by the Department 

when the status changes to Received or In 

Process. 



Get in touch

des.sc.gov

@SouthCarolinaDES
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