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PR&C documentation should be submitted one week prior to each agency’s review. 

Click on “Create Your Account” or “Sign Up”. 

Create one agency sign-on. Using the same sign-on, multiple users at each agency can update the 
application prior to submission. The application will be saved as a draft until all required fields are 
completed and the application is submitted. To ensure that all information is properly saved, only 
one person should update the application at a time. 
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o Fields with an * are required.  
o Select “Choose File” where requested. The list of acceptable file types is listed below the 

“Choose File” button.  
 

 
 

o For tier 1 standards that are required every year, attach the policy and note the changes or 
confirm that no changes were made to the policy since the last submission.  

 

 

 

 

 



 

o Tier 2 standards are only required to be provided every 4 year. If your scheduling email notes 
this is the agency’s full review year, please upload those policies. 

 

o If documentation is only needed for select program types, it will be noted. 

 

o Some questions have a link to the document that needs to be completed. Click on the link, 
complete the information and then select “Choose File” to upload the completed document. 

o Select “Save Draft” until you have upload all of the required documentation, then select “Submit 
Form” 

 



 

o Once your application is submitted, the status will display as “In-Process”. 

 

 
o If CSB opens your submission for editing, make sure you are in the “FORMS” tab of the 

application. Select “Edit”.  

 
o To remove and replace a file upload, select the trash can, then upload the new document. When 

you are finished making all the edits, select “Submit Form” at the bottom of the application. 



 


