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Update RFx/RFI Bid Response 

 

Scenario: You need to edit a RFx or RFI event after submission.  

 

Note: A RFx or RFI event can be edited after submission until the event end date/time.  

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Manage Events and Place Bids menu. 

 

3. Click the View Events and Place Bids menu. 
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Step Action 

4. Select the Event ID link for the event you wish to update. 
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Step Action 

5. Click the View, Edit or Copy from Saved Bids link. 

 

 
 

Step Action 

6. Click the View/Edit link. 
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Step Action 

7. Perform the required updates. In this example, we will update the General Questions, 

attachments, and pricing. 

8. Update responses to General Questions. 
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Step Action 

9. Update Your Unit Bid Price 
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Step Action 

10. Click Event Comments and Attachments link. 

 

 

 

Step Action 

11. Click the Delete button to delete the existing attachment. 

 

 

 

Step Action 

12. Click the OK button. 
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Step Action 

13. Click the Upload button to upload a new file. 

 

 

 

Step Action 

14. Browse and Select the appropriate file. 

15. Click the Upload button. 
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Step Action 

16. Enter an attachment description in the Attachment Description field, and any 

supporting comments in the Add New Comments field.   

17. Click the OK button. 
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Step Action 

18. Click the Submit Bid button. 

 

 
 

Step Action 

19. Click the OK button. 

 

20. Congratulations! You have successfully updated bid response. 

End of Procedure. 

 


