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ABCO Quick Reference Guide for Applicants and ABCs 

Request for Information (RFI) workflow 
This guide clarifies how to use the Request for Information (RFI) function in ABCO. If the RFI relates to a 
Certificate of Compliance request, the same workflow applies, however the application assessment status will 
remain In Progress. 

Step 1: The ABC can request further information by clicking on Assessment RFI and then Create RFI. 

 

 

Step 2: The ABC will then select the recipient (either the ALC or the applicant), add one or many Requested 
Items, and then select Submit. This will create an RFI and trigger a notification for the recipient to respond. 
The assessment status will change to Awaiting Additional Information, and the RFI request will appear as 
Open. 
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Step 3: The applicant needs to open and respond to each Request Item by uploading documents (optional) 
and providing comments (mandatory). They will need to Save their response for each item. 

Note: At this point, the response is not submitted. The applicant can still go back to the RFI and add 
files or edit comments until they click Submit.  

When the applicant clicks Save, the response will be visible to the ABC. However, since the response 
has not been submitted yet, the assessment will remain in Awaiting Additional Information and the 
statutory clock will not reset. The ABC will not receive a notification. 

The Date Responded and Responded By fields will only populate once the applicant clicks Submit.  
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(ABC’s view) 
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Step 4: Once the applicant is satisfied with their response, they then need to click Submit to complete the RFI. 

Once the applicant submits the response, the ABC will receive a notification. The statutory clock will reset, 
and the assessment status will revert to Under Assessment. The RFI status will change to Responded.  

The Date Responded and Responded By fields will now be populated. 

 

 

 

(ABC’s view)  

 

 


