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View RFx Response/Edit RFx Response

Use these steps to create a work order payment request.
View RFx Response
1. Log on to http://iqnavigator.com
2. Click on the [image: image1.png]Customers



 tab, then click on [image: image2.png]- Customer Login




3. From the dashboard, click on the [image: image3.png]‘ Customer
Login



, then click on the [image: image4.png]


 button
      and enter in your login information
4. Click on the Consulting Requests tab
5. Click on RFx list sub-menu link
6. The system displays a list of RFx’s
7. From the displayed list, locate the RFx you want to review the response
8. Under the Actions column, select [image: image5.png]


  from the drop down list and click on the arrow

9. The system displays a list of responses

10. Click on the Response ID link to view the details
11. From the Actions column you may choose to:

· withdraw response - For any active responses you have already submitted, use this option if you choose to decline after you have submitted a response.

· collaboration - Enter any notes to share with the Project Manager on this project. The Project  Manager will receive an email notification of this event.

· delete - Remove a response that has not been submitted to TI yet as a bid. (To withdraw a submitted response, see Edit RFx Response section below).

Edit RFx Response

12. If you need to make a change to a submitted response, you can edit a response that has not been accepted by TI. 
13. Click on Consulting Requests tab

14. Click on RFx list sub-menu link

15. The system displays a list of RFx’s

16. From the displayed list, locate the RFx you want to review

17. Under the Actions column, select [image: image6.png]


  from the drop down list and click on the arrow

18. The Project RFx Response List will appear in their various statuses.

19. Under the Actions column, select [image: image7.png]


  from the drop down list and click on the arrow

20. Click on the [image: image8.png]


 button

21. You will be navigated back to the Project RFx Response List; Note the Status says ‘Revising’

22. Click on the Response ID # hyperlink to edit the response
23. Make any changes on the Response Details  or the Events/Resources tab
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24. Click on the Response Summary tab and click on the [image: image10.png]


 button
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25. You will be taken to the Project RFx Response List
26. Under the Actions column, select [image: image12.png]


  from the drop down list and click on the arrow

27. It will be re-submitted to TI.
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