Instructions to Make RFP into an Editable Document

Save RFP to PC Harddrive

Open Microsoft WORD

From Dropdown Menu, Select “File”, then “New”

Under the General Tab, Choose “Blank Document”

From the Dropdown Menu, Select “Insert”, then “File” 

(Select the RFP file that you originally saved to the PC Harddrive…this will insert the “Word” document into the new document and make it editable, searchable, etc…you may lose font consistency, margins, tabs, etc. during this process.)

From the Dropdown Menu, Select “Save As” and create your new file name for the editable RFP

