
Session 6: Editing & Revising an RFP
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Today’s Agenda
● 5 Ways to Edit an RFP
● Communicating with Firms on PERSUIT
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Can I edit an RFP 
Request?
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1. Add Clarification

2. Cancel Auction

3. Change Timeline

4. Change Auction Type

5. Update Request

Editing Options
There are 5 ways to implement changes to your RFP once it has been sent to the firms
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Step 1:  Click on Edit 
Request found at the top 
navigation

Option 1: Add Clarification 
The PERSUIT platform’s ADD CLARIFICATION feature gives you the ability to 
send information to all firms in one communication
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Step 2:  Click on Add 
Clarification in the Edit 
Request pop-up

Option 1: Add Clarification 
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Step 3:  In the next screen, 
type out the Clarification to be 
issued and then press Next

Option 1: Add Clarification 
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Step 4:  You can then review 
your Clarification and either 
‘go back’ to edit the message 
or press Confirm to post the 
Clarification

Option 1: Add Clarification 
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In the Matter section, you 
and the invited 
respondents can find all 
Clarifications in sequential 
order:

Option 1: Add Clarification 
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Step 1:  Click on Edit 
Request found at the top 
navigation

Option 2: Cancel Auction 
The PERSUIT platform will not allow you to adjust the auction timeline or cancel 
the auction once it has begun, so any changes must happen before its start
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Step 2:  The Edit Request 
pop-up will expand and you 
will find the option to 
Cancel Auction

Option 2: Cancel Auction 
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Step 3:  Once you select this 
option, you can review the 
decision to cancel and 
select Confirm to finalize the 
process

Option 2: Cancel Auction 

All participating Firms will be notified of the auction cancellation by email and 
a system generated clarification will be published in the matter section.
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Step 1:  Click on Edit 
Request found at the top 
navigation

Option 3: Change Timeline 
Whether you want to adjust the amount of time Firms have to submit their 
proposals or reschedule the Reverse Auction, changes to a RFP timeline can be 
made easily in the PERSUIT platform even after the Request has been published



14

Step 2:  When the Edit 
Request pop-up expands, 
you will find the option to 
Change Timeline

Option 3: Change Timeline 
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Step 3:  After choosing the 
Change Timeline option, 
you will be able to change 
the Timezone, Proposals 
Due Date, Auction Start 
Date and Auction End Date 
of the RFP within a 
centralized location. When 
you've finished making 
changes, click Next.

Option 3: Change Timeline 
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Step 4:  You can review the 
changes you've made 
before clicking Confirm to 
move onto the Review and 
Confirm screen to finalize 
the process

Option 3: Change Timeline 



17

Once the clarification has 
been sent, Firms will receive 
an automatic email 
notification alerting them of 
the timeline change. 
Everyone can then view the 
clarification which can be 
found at the top of the RFP:

Option 3: Change Timeline 
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Step 1:  Click on Edit 
Request found at the top 
navigation

Option 4: Change Auction Type 
PERSUIT offers three different Auction Types to help you strategize and best position 
yourself for success:
● Rank
● Rank and the Lowest Bid
● Rank and All Bids

Our platform allows you to change the Auction Type even after a Request has been 
published
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Step 2:  When the Edit 
Request pop-up expands, 
you will find the option to 
change Auction Type

Option 4: Change Auction Type 
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Step 3:  After choosing the 
Change Auction Type 
option, you will be able to 
choose between our three 
auction types. The option 
that is grayed out is the 
current designated Auction 
type. 

Option 4: Change Auction Type 

When you've made a selection, you will be taken to a Review and Confirm 
screen to finalize the process.
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Step 1:  Click on Edit 
Request found at the top 
navigation

Option 5: Update Request 
In order to add a pricing item or question after your RFP has been sent, you will 
need to update it
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Step 2:  Click on Update 
Request and then 
Confirm

Option 5: Update Request 
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Step 3 :  You'll be able to 
add a pricing item or a 
question

Option 5: Update Request 
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Step 4 :  Add instructions 
to the top of the Update 
Request form before 
clicking "Send Update"

Option 5: Update Request 
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How can I 
communicate with the 
Firms?
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Messages Channel
Use the Messages feature in PERSUIT for real time messaging:

● External Channel: allows you to 
communicate with people in a firm 
who can access the RFP

● Internal Channel: communication 
with your colleagues on each 
Request

You can export 
messages for 
your internal 
records


