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CONFIDENTIAL NOTICE 

This document contains information confidential and proprietary to RFPIO Inc. The                     
information may not be used, disclosed, or reproduced without the prior written                       
authorization of RFPIO Inc. and those so authorized may only use the information for the                             
purpose of evaluation consistent with authorization.  
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Responding to Project Questions 
As a guest user, you can respond to project questionnaires when invited. Once a project 
section is shared with you, you will receive an email notification. 
 
To go to the guest response portal and respond to questions: 
 

1. From the email, click ​Respond to Section​. 
 

 
 

2. While in the guest portal, you can perform the following actions: 
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Respond to questions:​ Enter responses to questions. Open text fields allow you to 
input rich text such as lists, tables, links, images, and font formatting. After each 
response, the question will be automatically saved. 
 
Note:​ as responses are entered the content will be auto-saved. A notification will 
appear at the top of the page. 
 

 
 
Attach files:​ Click on the paperclip icon to attach a file to a question or section. 
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Post comments:​ Click on the speech bubble icon to post comments on questions or 
sections. 
 

 
 

3. To view additional sections you have been assigned to, click on the ​Menu​ icon. 
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4. When finished, click ​Submit​ to submit your responses and save them within RFPIO. 
 

 

Viewing and Downloading Export Response Packages 
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Upon project completion, the project can be shared with a guest user via an export response                               
package. If an export response package has been shared with you, you will receive an email                               
notification. 

To view and download the completed RFx: 

1. From the email, click ​View Response​. 
 

 
 

2. This will take to you a landing page with the project responses. From the landing                             
page, you can only view the responses; modifications cannot be made. 
 
If the project manager has turned on the option to download the export response                           
package, you can click the ​Download​ button to download the file. 
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Viewing Answer Library Questions 

Project Managers can also share Answer Library questions with guest users. You will                         
receive an email notification. 

To view Answer Library questions that have been shared with you: 

1. From the email, click ​View Question​. 
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2. The next page will display the question and answer. Clicking on the user icon will                             
also show the question owners. 
 

 


