To make an RFP post, you will want to start by opening this component in the CMS
Posts under “Site Content”
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When you click “ADD POST”, you will be brought to a page that allows you to edit anything you need

about the new post. Here is what each of these elements do:
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Here are some of the advanced options for RFP posts:

Under RFP Post Details:
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Under Optional RFP Post Settings:
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To schedule eNotifcations, check the box next to it and select the time and day you would like these to
be sent out, or pick “Now” to send these out immediately:
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Here is what a user will see when signing up for eNotifications for RFP categories:
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Workflow and history will show who made, approved, and published this post. Here is what that will
look like:
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Archive History will show all past versions of the post, as well as allow you to restore old versions of the
post. Here is what that will look like:

Edit Post

To create an RFP category, you can go back to the “Manage RFPs” page. (This is under Site Content):
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Here is what it looks like to create a category for RFPs:
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RFP Posts Category Name *

This is an RFP category name

Content Groups *
Only selected Content Groups will be allowed to Add or Edit RFPs in this Category.
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Now that this post has been created, here are some ways that we can put these onto a page. Here are
the widgets that allow to display RFP posts on a page:
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RFP Posts Box RFP Posts List

Here is how these different widgets will look to a user:
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Here are the settings for the RFP Posts Box:
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Here is the RFP Posts List widget:
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Here is what a user will see when they click on your RFP post:



Post Title

Department: City Clerk, Development, Emergency Management Agency, Engineering and
Category: Technology, Road Construction, Equipment, Professional Services, All City RFPs
RFP Number: 9999
Start Date: 04/19/2021 Users can click here to see all posts
Close Date: 04/20/2021 \
RFP Details here +——u| These are the details we

entered
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