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Subject: Portfolio

• Overview
RIMS Portfolio feature allows Job Managers and Content Administrators to 
create a single RFP, Award, and Engagement letter for multiple Properties 
within a Project. 

• Topics for this session
• Create a Portfolio and Send RFP (as a JM)
• Bid on a Portfolio Assignment (as a Vendor)
• View and Authorize a Bid (as an AO)
• Award RFP and View Engagement Letter (as a JM)
• View Award and Engagement Letter, Upload Documents  (as Vendor on RIMSCentral)
• View Documents and Complete Portfolio Project  (as a JM)
• Questions
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RIMS Portfolio

How to Create a Portfolio 

▪ A Project is not a Portfolio until a Job Manager Creates Portfolio RFP
▪ JM must check Properties from same Job Type and Service Office
▪ JM must enter Portfolio Identifier and then Save or Save and Manage RFP 
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RIMS Portfolio

Create and Send Portfolio RFP 

▪ Once JM clicks Save and Manage RFP, the RFP page will load, and the JM can 
select which Properties to include in the RFP
▪ Note: the JM can create multiple RFPs within a Portfolio to include a unique scope of work for each 

property or property types

▪ When all Properties have had an RFP created, the JM will see the buttons to 
Send RFP, Edit RFP, Direct Award, etc.  

▪ The JM will click on Send RFP, and Select/Edit Recipients, choose their 
Vendors and then Send RFP



5

RIMS Portfolio

How to Bid on a Portfolio Assignment 
• Vendors will receive an email notification of a new bidding opportunity
• In RIMSCentral, they click on RFP tab and View Details

• They can also select the More link for specific scope of work and 
additional Properties details

• Vendors can enter Bids and proposed delivery dates individually or across 
all Properties, and then click Place Bid
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RIMS Portfolio

How to View Bids and Send RFP Bids for Authorization
• When Bids have been received, JM can select Portfolio Manager, add 

comments (if applicable), and click Send for Authorization to notify 
Account Officers of their need to approve a Bid
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RIMS Portfolio

How to Authorize a Bid
• The Account Officer will receive an email indicating there are Bid(s) for 

them to Authorize
• The Fees displayed to the Account Officer may show a Total Fee or a 

detailed account of Vendor Fee, Internal Fees, and the RIMS Fee 
depending on your bank’s settings
• Please contact Support if you have questions about which fees your Account Officers will see on 

the Bid Authorization page

• Account Officers will also have a Click Here link to view the Vendor Fees 
per Property
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RIMS Portfolio

How to Award a Portfolio to a Vendor and View Engagement Letter
• Once the Authorization has been received, the Job Manager can view the 

authorized Bid(s) by navigating to the External Task and then clicking 
Portfolio Manager
• On the Portfolio RFP Manager page, click Award. 
• Verify the Fee, Delivery Date, Award Comments and attached files, 

then click Award Bid 
• Click Preview Engagement Letter to view the PDF, which is also available 

to the Vendor on RIMSCentral
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RIMS Portfolio

How to View Assignment Info, Upload Reports and Invoice(s) as a Vendor
• After accepting the Award, the Vendor will be able to view the 

Engagement Letter and Assignment Information
• Upon completion of their Reports, they can upload their Reports and 

Invoice(s)
• From the View Award page select Upload Files and select the 

Property to which it should be attached
• When uploading an Invoice, it will apply one invoice to the whole 

Portfolio by default. If you would like to apply individual invoices for each 
property, uncheck the box that says This UPLOAD APPLIES to ALL 
PROPERTIES and upload an invoice document for each Property
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RIMS Portfolio

How to View Documents and Complete your Portfolio Project 
• When the JM receives the Report Uploaded notification, they can 

proceed with their Workflow as normal, such as:
• Use Task Attachments to View Vendor Upload 
• Close External Task by entering Disposition and Complete Date

• JM could use Batch Update for this
• Complete Appraisal Summary/Review and Review Document
• Complete Scorecard
• Complete Internal Task by entering Disposition and Complete Date

• Do not forget to convert the Vendor Upload to APP Report
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Questions
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What’s Next? 

• Next RIMS University Session will cover RIMS Introduction: 
Workflow Part 1 on Tuesday, January 23rd at 4pm EDT (Invite 
coming soon) 

• If you have a suggestion for a future training topic email 
adanes@exactbid.com

• Have additional questions about Reporting? Email us at  
support@exactbid.com

mailto:adanes@exactbid.com
mailto:support@exactbid.com
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Thank You


