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Viewing RFP/RFQ Listings
It’s not necessary to be registered and logged in to view the web page where the list of RFP/RFQ 
documents are listed. If you are not logged in you will only see the titles of the RFP/RFQ documents 
and the bid close date but you will not be able to download the documents. You can filter these 
listings by using the drop down box on the upper-right. They can be filtered by categories or “ALL”
can be viewed as they are below. When you click on the title of an RFP/RFQ document or any of it’s 
attachments you will be prompted to log in if you are not logged in already. After logging in, the 
document will begin to download and it will be opened by the appropriate program. Once you have 
downloaded a RFP/RFQ document, you are automatically putting a “watch” on it and all subsequent 
revisions and attachments will trigger an email to the address that you registered with. 
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Registration and Logging in
Some content requires log in. If you’ve clicked on the link entitled, “Login” or clicked on content that 
requires login, you will see the following page. If you have already registered, enter your email 
address and password. If you are not registered yet, click on the link entitled, “register here”. Upon 
successful registration or login you will go to the area that you clicked on. 
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Subscribing to a Category
To subscribe to one or more categories, press the button on the main page entitled, “Subscriptions”.

You can select multiple categories by holding the Ctrl key down and clicking on each category you 
are interested in. You can use the links at the right entitled, “Select all categories” or “Unsubscribe 
from all” if desired, to go quicker. At the bottom left under the buttons you will see a list of 
RFP/RFQ documents that you are “watching”. Again, updates to those documents will be sent to you 
automatically. Press the “Submit Form” button to save your subscription preference. 
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Emailed Notifications
When a new document is uploaded you will receive a notification email that looks like this. Do not 
reply to it because it will not be sent to a valid email address. Rather, contact the person specified in 
the downloaded RFP/RFQ itself. The categories and watch that you are subscribed to are listed in the 
email in case you want to change your preferences.
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Unsubscribing from a Category
To unsubscribe from all categories, you merely check the box entitled, “Unsubscribe from all” and 
press “submit form”. You will not receive any emails except from “watches”. They will stop being sent 
after the RFP/RFQ selection notice is posted. If you wish to subscribe to some categories but not all, 
just select the categories that you prefer and submit the form. You can select more than one category 
by holding down the Ctrl key. 
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