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PURPOSE 

 

Purpose 

This document explains the key activities involved in attaching an RFx document. It provides an 
overview of the sub-processes involved, as well as step-by-step procedural guidance to perform 
the activity. 
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IMPORT AN RFX DOCUMENT 

Step Action  

1.  Navigate to Finance/Supply Chain (FSCM) > Finance & Accounting > Supply Chain 
Operations > Buyer 

2.  If returning to an event: 

• Select the Find an Existing Value Tab 

• Input any applicable search parameters 

• Select the search button 
If currently working on an event, continue to Step 3 

3.  Select the Add an RFx Document link. 

Note: The event must be saved and have an event ID before this link becomes 

available. 
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Step Action  

4.  Input or search for the required fields. 

• Contract Style 

• Document Type 

• Description 

• Administrator 

• Department 
 

Select the Import Document button. 

 



INFORMS Job Aid: Import an RFx Document 
   

 

5 

Step Action  

5.  Enter the details in the Basic Info tab. 

• Select the applicable option from the Document Type list. 

• Enter 1.0 in the Version field. 

• Select the applicable option from the Status list. If it is to go through the 
approval process, then the document would have to be brought in in “Draft” 
status. 

• Enter 'current date' in the Status Date. 

• Select the Upload button. 

• Select the Choose File button. 

• Select the desired file. Note: The file name has a 64 Character Limit. 

• Select the Open button. 

• Select the Upload button. 

• Select the Done with Import button. 
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Step Action  

6.  Select the Yes button. 

 
 

7.  Select the Event ID link. 
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Step Action  

8.  Select the Event Comments and Attachments link. 

 

9.  Select the Add Attachment button. 
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Step Action  

10.  Attach the downloaded document. 

 

11.  Select the Display to Bidder checkbox. 

Select the OK button. 
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Step Action  

12.  Select the Save Event button. 

 

 
 


