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 This document provides the steps to review and complete a RFI. 

 

1.  From the event workbench, click on the analyze icon. 

 

2.  The page opens at Analyze RFI. (You can review responses from each bidder from this page.) 

 

3.  Click on the Comments icon bubble. Review each comment icon for each bidder. 
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4.  All comments and attachments that the vendor added will be available for review. 

 

5.  Click on the Change RFI to Review icon  
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6.  Event will be marked as RFI Reviewed. 

 

7.  Event Workbench status will be updated as well. 
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