
Request For 
Information (RFI)
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My Tasks
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Step 1: Click 
Notification Bell

Step 2: Click Review 
to select the RFI

Step 1: Click My 
Tasks and select 

Tasks



Request For Information

275

Note: The deadline 
to respond to the RFI

Step 1: Expand Additional 
Information bar

Step 2: Scroll Down to 
Line Items bar



Upload Documents For RFI Request 
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Step 1: Expand 
Line Items bar

Step 2: Click Upload Line 
Document



Select RFI Specific Line Item 
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Step 1: Expand Line 
Items bar

Step 2: Click 
Options 

Step 3: Click 
Upload RFI 

Line Document 



Line Item RFI Document Upload-Pop up
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Drag and drop a 
file, or click to box 

to select a file 



Line Item RFI Document Information
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Step 2: Click Save

Step 1: Add 
Document 
Description



Line Item RFI Document Pending Upload
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Edit or Remove uploaded 
document, if necessary

Click Upload 
Pending Documents

Click or Drag and 
Drop to upload 

additional 
documents



Confirm Line Document Upload
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Step 1: Expand the 
Documents bar

Step 2: Confirm 
Uploaded Document

Step 3: Scroll to the 
top of the page



Submit RFI Response
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Click Submit RFI 
Response



Submit RFI Response Pop-Up Box
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Click Yes


