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Update Appendix B for DBE. These steps are applicable for both RFP & IFB. 

 

Download the two xml templates for RFP & IFB to your local drive that 
were attached to the email 
 
 
Using the Nav bar 
navigate to Menu > 
Supplier Contracts > 
Manage Contract 
Library > Clauses 

 
Enter Clause ID 
WT_CL_SS_ATT_RFP_
DBE 
 
Click Search. 
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Click on the  icon 
to create a new 
effective dated row 

 
Change the effective 
date row to 03/09/22 
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Click on the save 
button 

 
Click on the correct 
history button. 
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Click on Edit 
Document. 

 
You don’t need to 
save the system 
generated document. 
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Click on Check In 

 
Click on Browse and 
navigate to the 
location where you 
save the xml 
document. 
 
For this clause select 
the RFP document. 
 
Click on Upload 
button. 
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Ensure you see text 
here. This validates 
document was 
properly uploaded. 
 
Click Save. 

 
Click on Submit for 
Approval. 
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Click on Save. 
 
 
Any policy person 
who uploads, 
document will be 
automatically 
approved. 
 
(in my screenshot it’s 
in pending approval 
as I don’t have 
approval authority in 
my test environment) 

 
 

 Upload IFB DBE Template 
Enter Clause ID 
WT_CL_SS_ATT_IFB_
DBE 
 
Click Search. 
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Click on the  icon 
to create a new 
effective dated row 

 
Change the effective 
date row to 03/09/22 
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Click on the save 
button 

 
Click on the correct 
history button. 
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Click on Edit 
Document. 

 
You don’t need to 
save the system 
generated document. 
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Click on Check In 

 
Click on Browse and 
navigate to the 
location where you 
save the xml 
document. 
 
For this clause select 
the IFB document. 
 
Click on Upload 
button. 
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Ensure you see text 
here. This validates 
document was 
properly uploaded. 
 
Click Save. 

 
Click on Submit for 
Approval. 
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Click on Save. 
 
 
Any policy person 
who uploads, 
document will be 
automatically 
approved. 
 
(in my screenshot it’s 
in pending approval 
as I don’t have 
approval authority in 
my test environment) 

 
End of Instructions 

 

 


