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About

A Request for Information (RFI) is a formal written process submitted by the General Contractor for clarification
regarding potential changes from the onset of a job. In the case of an Emergency On Call (Limited Bid) project, the RFI
can result in a Notice of Direction (NOD).

Notes

While the RFI process is consistent for all project types, the terms CM Project Manager and CM Program Manager are
specific to Requirements projects.
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Process Overview
The General Contractor creates the RFl and must initiate an Issue. After the Issue has been initiated, the GC can navigate
back to the RFl and submit to the CM Project Manager.

The CM Project Manager can respond to the RFI, request additional information, or send to a secondary responder. In
the case of an Emergency On Call (Limited Bid) project, the CM Project Manager is required to select a closure status
before submitting their response.

After the CM Project Manager submits their response, the RFl is closed. If the closure status is ‘NOD Required’, the CM
Project Manager can initiate an NOD (See ‘Notice of Direction’ Training Guide).

Step-by-Step Instructions
Create New RFI

Role Preceding Steps Outcome
GC —> RFlinformation is known. —> The RFl is created.
Steps

1. Goto'Project Finder' > Navigate to desired subproject > Select the desired subproject

% Project Finder C000015647-EM0001 - X074 Defective Ceiling Repair ~ #* n ordan Exteral Contractor A

&« NEW

. . ALL PROJECTS MY PROJECTS RECENT PROJECTS o\
T:: Project Finder
m SELECT
anm
HH
HH

I E .3 > Gannett Emergency >  Gannett Fleming Engrs & Archs, P.C. CM Emergency Response Progra

Apps

Number Name
Q Search -» C000015647-EM0001 X074 Defective Ceiling Repair e 4 7
@ Tasks
g Messages

U] Getting Started

You last logged in Tuesday, August 2, 2022 at 9:08 AM Eastern Time (US & Canada) 1.9.34.83 - DEVWEEKLY E
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2. Goto 'Apps' > Select 'RFIs' application

C000015647-EM0001 - X074 Defective Ceiling Repair /' 0 Jordan External Contractar A
@ Q, Search Visit the kStore to explare more than 50 project management apps that work the way you want them to work.  Visit the kStore [
Recent Cost Management Index Management Other ‘
E Project Finder =
Expenses I Budget @ Locations &, Community ‘
Apps Getting Started Expenses 1B Punch List Libraries Contacts
i 2y RFis & Issues File Manager
| S h . 9 =
; Q eare C@ Portfolio Manager VB Materials Catalog Getting Started
|
| &2, Work Breakdown &L Work Breakdown LLLw
E Tasks
Administration Document Management LQ Media Manﬁger
@ Messages 106 Devlogs & Dpaily Reports LB Portfolic Manager
i B Installed Apps IF IFA PM  Pre-Construction Meeting ltems
d) Getting Started . .
&8 Meetings 3 Project Directory

No Notice of Dirg Pr  Properties

ME QR Codes

@ submittals SC  Submittal Closeout Master Log

You last logged in Tuesday, August 2, 2022 at 9:08 AM Eastern Time

3. Click 'New' > Select 'Expense Contract' and 'LLW'

Note: If there is only one Expense Contract or LLW, the data will be automatically populated.

i ili i » Jordan E I C A
C000015647-EM0001 - X074 Defective Ceiling Repair /' 0 r”a ’(:Eff‘a ontractor
Official RFls *
Cl— 1
= Constructon ¥ EH @] NEW =3 ‘
Project Find
E roject Finder Q  Dpefauk v G ¥ & RA — @ = ‘
Apps [  ciINumber Subject  Workflow Status officia  « PROJECT INFORMATION

» SECTIONS

PROJECT INFORMATION

Q Search o

EMO0001-01 - SCA CM Firm 4 € - DETAILS

PRIMARY RESPONSE

E Tasks

(074 - 116382 - DEFECTIVE CEILING REPAIR h MEDIA

@ Messages Building ID X074 REFERENCES
Design Number / Package Number
LLw 116382 - DEFECTIVE CEILING
B« reis REPAIR
Architect Adam SCA In House AEoR -
SCA Sandbox
L') Getting Started )
Contractor Gia External REQMT-CM4 - SCA
CM Firm 4
~ DETAILS
Cl Number
Save / Close
0 Item(s)

You last logged in Tuesday, August 2, 2022 at 9:08 AM Eastern Time (US & Canada) 1.9.34.83 - DEVWEEKLY
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4. Enter details of RFI (Required Fields: 'Subject' and 'Question’')

C000015647-EMO001 - X074 Defective Ceiling Repair & n ordan Baemal Contractor A
&« Official RFls *
List
Construction ¥ B B NEW k-4 ‘
Project Finder -
= Q Defak v ¥ & RA cNew O i3 x‘
5 . v DETAILS
Apps [0 ClNumber Subject Workflow Status Officia » SECTIONS
Cl Number PROJECT INFORMATION
Search
Q Date 8/18/2022 DETAILS
Subject PRIMARY RESPONSE
oc
E Tasks Field is required o
@ Messages Question REFERENCES
: Field is required
E'l 4 RFls Proposed Solution
o Getting Started Reference
Location -
rierity
Normal A
Save / Close
0 Item(s)

You last logged in Tuesday, August 2, 2022 at 9:08 AM Eastern Time (US & Canada) 1.9.34.83 - DEVWEEKI

C000015647-EM0001 - X074 Defective Ceiling Repair /'
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e
= List
= Constructon ™ B B NEW k4 ‘
Project Finder -
E Q, Dpefaur v ¥ & RFA * New @ iy X‘
Apps [J cINumber Subject  Workflow Status Officia Date Responded » SECTIONS
Closure Status
PROJECT INFORMATION
Q Search
DETAILS

~ MEDIA
PRIMARY RESPONSE

E Tasks =
L - ﬂ MEDIA
REFERENCES
Messages

2 = reis

~ REFERENCES

= = UPLOAD | ADD KAHUA DOC e

(0 TYPE DESCRIPTION CONTRIBUTOR DATE | SIZE MAF

(') Getting Started

Save / Close v~

0 Item(s)
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6. Select 'Save / Close'

n Jordan External Contractor A
EC on

C000015647-EM0001 - X074 Defective Ceiling Repair /"

Official RFls *
e
= é:nsnuclian e B B NEW g ‘
Project Finder
= . Q. Default v 4 & RA cNew @ o3 x‘
Apps [0 ClNumber Subject Workflow Status Officia ~ PROJECT INFORMATION » SECTIONS

PROJECT INFORMATION

Expens itract

EMO0001-01 - SCA CM Firm 4 € -

Q Search

DETAILS
PRIMARY RESPONSE
E Tasks "
X074 - 116382 - DEFECTIVE CEILING REPAIR = MEDIA
@ Messages Building 1D X074 REFERENCES
Design Number / Package Number
LLw 116382 - DEFECTIVE CEILING
2 = reis REPAIR
Architect Adam SCA In House AEoR -
SCA Sandbox
(0] Getting Started )
Contractor Gia External REQMT-CM4 - SCA
CM Firm 4
v DETAILS
Cl Number
Save / Close -~
0 Item(s)

2 at 9:08 AM Eastern Time (US & Canada) 83 - DEVWEEKLY

You last logged in Tuesday, August

Create Linked Issue

Role Preceding Steps Outcome
Ge S RFl has been created. An Issue is created and linked
to the RFI.

Steps
1. Select the desired RFI > Select 'Initiate Issue'

n Jordan External Contractor A

C000015647-EM0001 - X074 Defective Ceiling Repair /"
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Project Finder -
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] o Ceiling Paint G PROJECT INFORMATION
Search Expense Contract EMO001-01 - SCA CM Firm 4
Building ID X074 DETAILS
E Design Number / Package Number CYCLE
Tasks LLw 116382 - DEFECTIVE CEILING
REPAIR PRIMARY RESPONSE
@ Architect Adam SCA In House AEoR - MEDIA
Messages SCA Sandbox
Contractor Gla External REQMT-CM4 - SCA REFERENGES
CM Firm 4
B res
~ DETAILS
L') Getting Started
Cl Number
Date 8/18/2022
Subject Ceiling Paint
Question What is the exact color to paint the ceiling?
Proposed Sg
Initiate Issue
1 ltem(s)

You last logged in Tuesday, August 2, 2022 at 9:08 AM Eastern Time (US & Canada)
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2. Click 'Start Processing'

C000015647-EM0001 - X074 Defective Ceiling Repair & n plondan Bxefnal Compesion
¢« Official RFls
= Lt
E Project Finder -
Default
Q g Select target partition and document type: 'Q' =
Apps 0O CINumber Source Geiling Paint jpuc
a 1159012 | 1916027
Search Issues
a
Select copies to include in references:
Tasks
PDF of Initiating document (current state) on the Destination document
@ PDF of Destination document (current state) on the Initiating document
Messages
Select references to include:
2| res

Type Description Reference Type

(0] Getting Started

Start Processing

You last logged in Tuesday, August 2 at 9:08 AM Eastern Time (US & Canada) 19.34.83 - DEVWEEKLY

3. Select 'Save / Close'

Note: You are now in the Issues application. To continue with the RFI you will need to navigate back to the RFI
application (see next step).
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4. Select the link in 'Linked RFI' to return to the RFl app

AN lssues C000015647-EM0001 - X074 Defective Ceiling Repair n plondan Bxefnal Compesion
&« Issues
H B NEW SEND EDIT VIEW HISTORY GOURL
Project Finder -
= Q Defak v H# & lssue-CID000T preview (@ I3 X
P |
Apps O | ¥ ciNumber | Subject Expenss Contmct Architect Adam SCA In House AEoR - SCA > SECTIONS
Sandbox
Cl00001 Ceiling Paint EMO0001-01 - SCA CM
a sl Contractor Gia External REQMT-CM4 - SCA CM PROJECTINFORMATION
Search Firm 4 |
DETAILS |
COMMENTS
- + DETAILS
INTEGRATION
@ CINumber  CI00001
Messages
Subject Ceiling Paint
Cl Status
R e Initiation Date  8/18/2022
Priority Normal
@ Issues Location
Initiated By Jordan Exte 1 pntractor A - JE Construction
L') Getting Started Linked RF1
v COMMENTS
1 Item(s)

83 - DEVWEEKLY #% kahua

You last logged in Tuesday, August 2 at 9:08 AM Eastern Time (US & Canada)

Update RFI

Role Preceding Steps Outcome

GC —> RFl has not been submitted. —> The RFlis updated.

Steps
1. Inthe RFl application, select RFI requiring update > Click 'Edit'

By rFis C000015647-EM0001 - X074 Defective Ceiling Repair ~ #* jerden Extemal Contractor A
E tion
&« Official RFls
= éf,l“s"m,“(m v :=] B NEW SENBSREDIT | VIEW DELETE HISTORY GD URL g’
Project Finder -
T:: Q  Dpefaut v C Y & FRF Preview @ 1 X !
Apps [J ClNumber Subject Workflow Status = Official Re ~ PROJECT INFORMATION » SECTIONS ‘
O cloooo1 Ceiling Paint n Gia Extern PROJECT INFORMATION ‘
Search Expense Contract EMO0001-01 - SCA CM Firm 4 |
Building 1D X074 CELARS
Design Number / Package Number CYCLE
Tasks S
LLw lﬁggsA?th DEFECTIVE CEILING RS EOTIEE
ﬁ Architect Adam SCA In House AEoR - MEDIA
Messages SCA Sandbox
Contractor Gla External REQMT-CM4 - SCA REFERENCES
CM Firm 4
2 res
& 0 ~ DETAILS
ssues
’ CI Number Cl00001
©  Getting Started Date 8/18/2022
Subject Ceiling Paint
Question What is the exact color to paint the ceiling?
Proposed Solution
1 ltem(s)
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2. Update any fields > Click 'Save/Close'

Jordan External Contractor A

C000015647-EM0001 - X074 Defective Ceiling Repair 2 n o
¢« Official RFls
List
Construction ¥ B B NEW GOURL B
E Project Finder - |
Q  Defaur v~ (2 g & 1 CI00001 Edit B o X
Apps [J CINumber Subject Workflow Status = Official Re DETAILS » SECTIONS ‘
[ cioooo1 Ceiling Paint Gia Extern PROJECT INFORMATION ‘
Search CINumber CI00001 |
Date 8/18/2022 DETAILS ‘
Subject PRIMARY RESPONSE
Tasks Ceiling Paint
MEDIA
Question REFERENCES
Messages What is the exact color to paint the ceiling?
El RFls Proposed Solution
& Issues Reference
() Getting Started Location -
Priority
Normal -
Save / Close -
1 Item(s) 2

1.9.34.83 - DEVWEEKLY

&

¥ kahua

You last logged in Tuesday, August 2, 2022 at 9:08 AM Eastemn Time (US & Canada)

Submit RFI

Outcome
RFl is sent to the CM Project
Manager for their response.

Role Preceding Steps

—> RFl has a linked Issue.

GC

Steps
. . .. .. . ) nt
1. Inthe RFl application, select RFI requiring submission > Click 'Submit
2| RFls C000015647-EM0001 - X074 Defective Ceiling Repair & el Cottiasord
&« Official RFls
= Construcion ¥ B B NEW SEND EDIT VIEW DELETE HISTORY GDURL &
E Project Finder - |
Q  Dpefaut v C Y & FRF Preview | I X
Apps [J ClNumber Subject Workflow Status = Official Re ~ PROJECT INFORMATION » SECTIONS
O cloooo1 Ceiling Paint 0 Gia Extern PROJECT INFORMATION
Search Expense Contract EMODO001-01 - SCA CM Firm 4
Building 1D X074 CELARS
Design Number / Package Number CYCLE
Tasks -
Lw ;;gi?; DEFECTIVE CEILING RIMARY RESPONSE
ﬁ Architect Adam SCA In House AEoR - MEDIA
Messages SCA Sandbox
Contractor Gla External REQMT-CMA - SCA REFERENCES
CM Firm 4
2| res m
~ DETAILS
& Issues
. Cl Number C100001
©  Getting Started Date 8/18/2022
Subject Ceiling Paint
Question What is the exact color to paint the ceiling?
Proposed n
1 ltem(s)

You last logged in Tuesday, August 2,

e (US & Canada)

Page | 10



Primary Responder — Request Additional Information

Role Preceding Steps Outcome
RFl is submitted to Primary Contractor receives task to
Responder. provide additional information.

Primary Responder

Steps
1. Goto 'Tasks' > Click on RFI task > Click 'Request Add Info' > Enter 'Reason for Return' > Click 'Continue’

EMER - Emergency /' e GlaExtora REGMECMY
&« = Aawe ¥  SHARE H | DELEGATE VIEW HISTORY &
Q. = View: Default - & RFICI00001 Task @ X

I

Project Finder

View Source Record >

FROM SUBJECT
B apps
a8 Jordan External Conle RFI C100001 - Ceiling Paint on C00001 ¥ PROJECT INFORMATION > SECTIONS
PROJECT INFORMATION
Q Search 1 Item(s) Expensasaaaias
Reason for Return
|§ e Buildi
Design Y Feason SPONSE
Lw |
Messages Field i required. f RESPONS...
Archite
(0] Getting Started -]

Save Request Add Info

You last logged in Thursday, July 7, 2022 at 4:33 PM Eastern Time (US & Canada) 1.9.34.83 - DEVWEEKLY E

Contractor - Provide Additional Information

Role Preceding Steps Outcome
Additional information is CM Project Manager receives
requested. updated information.

GC

Steps
1. Goto 'Tasks' > Click on RFI task > Click 'Request Add Info' > Enter 'Reason for Return' > Click 'Continue’

C000015647-EM0001 - X074 Defective Ceiling Repair /" n Jordan External Contrator A
&« = auive ¥ SHARE 4 DELEGATE VIEW HISTORY H
- =  RFICI00001 Task X
=  View: Default ~
T:ﬂ Project Finder Q few: Default =
EROM SUBJECT View Source Record >
255 Apps .
e Gia External REQM: RFI CI00001 - Ceiling Paint on COI Location - > SECTIONS
PROJECT INFORMATION
Q Search 1 ltem(s) Workflow Status  Returned
Priority DETAILS
Normal -
g CYCLE
Tasks
Author Jordan External Contractor A - JE Construction PRIMARY RESPONSE
g Messages Source SECONDARY RESPONS

it

MEDIA
RFls REFERENCES
‘Additional Information
Issues
q CYCLE

B

You last logged in Tuesday, August 2, 2022 at 9:08 AM Eastern Time (US & Canada) 1.9.34.83 - DEVWEEKLY ®
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Primary Responder — Send to Secondary Responder

Role Preceding Steps Outcome
RFl is submitted to Primary RFI sent to Secondary
Responder. Responders.

Primary Responder

Steps
1. Goto 'Tasks' > Click on RFI Task > In Secondary Responders section, click 'Insert' and select Secondary
Responder(s) > Click 'Send to Secondary Responders'

) Tasks EMER- Emergency /' e Gia Extornal REQMT-CM4
<« = e v SHARE 4 | DELEGATE VIEW HISTORY
= ¥ . RFI CI00001 CTask @D x
E Project Finder Q= View: Default (-]
FROM SUBJECT View Source Record >

Apps
P Jordan External Contre RF1 CID0001 - Ceiling Paint on ~ SECONDARY RESPONSES > SECTIONS
|

1 It PROJECT INFORMATION
Search emis) 3
& item(s) ] DETAILS |
O Secondary Responders te Sent  Date Due CYCLE
Tasks |
0O [ |* calvinkwong-CkwongCo @ BEIMARMRESEONSE
SECONDARY RESPONS

Messages

| B

MEDIA

v MEDIA
() Getting Started REFERENCES

Request Add Info Send to Secondary Responders

Add Secondary Responses to Primary Response

You last logged in Thursday, July 7, 2022 at 4:33 PM Eastern Time (US & Canada) 1.9.34.83 - DEVWEEKLY E

Note: To remove a secondary responder, select the checkbox at the left > Select 'Delete’

External REQMT-CM4
m 4

EMER - Emergency /'

&« = save “ | SHARE 4 | DELEGATE VIEW HISTORY

Q = View: Default ~ & RFICloooot « Task |0 X

o

Praject Finder

FROM SUBJECT View Source Record > ‘

S
R Jordan External Contractor A RFI CI00001 - Ceiling Paint on v SECONDARY RESPONSES > SECTIONS

\
PROJECT INFORMATION
Search 1 ltem(s) 2
Insert 1 item(s) m urn to Secondary 2] DETAILS
O Secondary Responders Date Sent Date Due CYCLE
Tasks 1
. A ™ Calvin Kwong - CKwongCo @ ~ il LS LS

R ® °

SECONDARY RESPONS...
Messages
MEDIA
v MEDIA
() Getting Started REFERENCES
m o

m Request Add Info Send to Secondary Responders
Add Secondary Responses to Primary Response

You last logged in Thursday, July 7, 2022 at 4:33 PM Eastern Time (US & Canada) 1.9.34.83 - DEVWEEKLY E
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Secondary Responder - Respond to RFI

Role Preceding Steps Outcome
RFI has been sent to Secondary Response provided to Primary
Responder for a response. Responder.

Secondary Responder

Steps
1. Goto 'Tasks' > Click on RFI task > Enter Response > Optional: Upload references > Click 'Respond'

Note: A secondary responder can send the RFI to other secondary responders. Please see the previous section
'Primary Responder — Submit to Secondary Responder'. The process is extremely similar but takes place in the
Other Secondary Responders section.

B) Tasks C000015647-EM0001 - X074 Defective Ceiling Repair e Calvinlaeny
ran = amive ¥ | SHARE 4 | DELEGATE VIEW HISTORY
=  View: Default =

E Project Finder
View Source Record >

a & RFICI00001 Task ([ x |
{

FROM SUBJECT
HHEEUE . o ‘
Gia External REQM RFI CI00001 - Ceiling Paint subr v MY RESPONSE > SECTIONS
Q  sesrch 1 ltem(s) PROJECT INFORMATION |
Secondary Responder  Calvin Kwong - CKwongCo DETAILS

Date Sent 8/18/2022
CYCLE
|§ Tasks Date Due 8/25/2022
Date Respanded PRIMARY RESPONSE

D
Messages MY RESPONSE
Response

OTHER SECONDARY R...

() Getting Started Additional R 4 es EDIA
= IE ADD KAHUA DOC e
= REFERENCES

(] TYPE DESCRIPTION CONTRIBUTOR DATE SIZE MARKUI

~ OTHER SECONDARY RESPONDERS

Insert 1 item(s) A
+ g‘ Add Person Save Respond Send to New Secondary Responders

You last logged in yesterday at 12:07 PM Eastern Time (US & Canada) 1.9.34.83 - DEVWEEKLY E $_§< kahua
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Primari Resionder - Add Secondari Resionses to Primari Resionse

Role Preceding Steps Outcome
The secondary responder’s
—> response is added to the
primary response.

Secondary responder has

Primary Responder provided response to the RFI.

Steps
1. Goto 'Tasks' > Click on RFI task > In Secondary Responses section, select the check box in column 'Add to
Response' > Click 'Add Responses to Primary Response'

EMER - Emergency /' e
&~ = aaive ¥  SHARE ¥ | DELEGATE VIEW HISTORY g
Q T view: Default ~ & RFICI00001 Task |0 X

o

Project Finder
View Source Record >

FROM SUBJECT
B Apps Date Due 8/25/2022
Jordan External Conf RFI CI0D0001 - Ceiling Paint on > SECTIONS
Date Responded
Q,  search 1 ltem(s) Closure Status PROJECT INFORMATION
- DETAILS
CYCLE
Tasks
v SECONDARY RESPONSES PRIMARY RESPONSE
g Messages SECONDARY RESPONS
Insert 1 item(s) |E] MEDIA
LI) Getting Started O Date Responded Response dd to Response REFERENCES
O [A 2 8/ Cream color | [J
v MEDIA

Request Add Info Send to Secondary Responders

Add Secondary Responses to Primary Response

You last logged in Thursday, July 7, 2022 at 4:33 PM Eastern Time (US & Canada) 1.9.34.83 - DEVWEEKLY E

2. Optional: Click the pop-out button to view any attached documents

| %
EMER-Emergency  # @ s peavrom
&« = awe V¥ SHARE ¥ | DELEGATE VIEW HISTORY
— _ —  RFICIO0001 Task [@ X
E Project Finder Q, = View: Default ~ [ |
FROM SUBJECT View Source Record >
amn
HH s Date Due 8/25/2022 ‘
e et Jordan External Contractor A RFI Cl00001 - Ceiling Paint an > SECTIONS
Date Responded |
Q. searh 1 ltem(s) R PROJECT INFORMATION
- DETAILS
CYCLE
Tasks
v SECONDARY RESPONSES PRIMARY RESPONSE
@ Messages SECONDARY RESPONS...
Insert 1 item(s) A MEDIA

() Getting Started Secondary Responders Date Sent | Date Due REFERENCES
¥ Calvin Kwang - CkwongCo 8/18/2022  8/25/202
“ Request Add Info Send to Secondary Responders

Add Secondary Responses to Pri Response

You last logged in Thursday, July 7, 2022 at 4:33 PM Eastern Time (US & Canada) 1.9.34.83 - DEVWEEKLY E
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Primary Responder — Respond to RFI

Role Preceding Steps

Outcome

Primary Responder Responder.

RFl is submitted to Primary

A response is provided to the
contractor. Unless there is a
closure status of 'NOD
Required', the RFl is closed.

—

Steps

1. Goto 'Tasks' > Click on RFI task > In the Primary Response section, enter a 'Response' > On Call (Limited Bid)

Only: Enter a closure status > Select 'Save / Close'.

Note: The closure status field will only appear for Emergency On Call (Limited Bid) projects. RFIs for all other

projects will not have a closure status.

EMER - Emergency /'

e Gia External REQMT-CM4
AFirm 4

« = Aotve v | SHARE 321

T:: Project Finder Q. = View: Default ~ =
FROM SUBJECT

D Apps
e Jordan Extel tractor A RFI CI00001 - Ceiling Paint on
q Search 1 Item(s)
Iﬁ Tasks
g Messages

Getting Started

You last logged in Thursday, July 7, 2022 at 4:33 PM Eastern Time (US & Canada)

DELEGATE VIEW HISTORY
RFI C100001 « Task ([0 X
View Source Record >
> SECTIONS

~ PRIMARY RESPONSE PROJECT INFORMATION

DETAILS

Request Additional Information  Please specify the room
CYCLE

Angwer

aint the rooms a cream color PRIMARY RESPONSE

SECONDARY RESPONS,

fficial Responder Gia External REQMT-CM4 - SCA CM

Firm 4
MEDIA
Date Sent 8/18/2022
Date Due 8/25/2022 REFERENCES

Date Responded

~ SECONDARY RESPONSES

“ Request Add Info Send to Secondary Responders
Add Secondary Responses to Primary Response

1.9.34.83 - DEVWEEKLY
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Recall RFI

Role Preceding Steps Outcome
The CM Project Manager
Response has been submitted. N receives the primary responder
NOD has not been initiated. task and can update their
response.

CM Project Manager S

Steps
1. Inthe 'RFIs' application, select RFI > Click 'Recall’

C000015647-EM0001 - X074 Defective Ceiling Repair  # e :
Official RFls
e
= Comstruction ¥ B B | NEW SEND VIEW HISTORY = GDURL H
Project Finder -
T:: Q Defak v g & RA Preview [0 [ X
EEE Apps [0 CINumber Subject Workflow Status = Official Res| ~ PROJECT INFORMATION > SECTIONS
O cioooo1 O\ng Paint Complete Gia External PROJECT INFORMATION
Search Expense Contract EMO0D1-01 - SCA CM Firm 4
Building ID X074 DETAILS
E Design Number / Package Number CYCLE
Tasks Lw 116382 - DEFECTIVE CEILING
REPAIR PRIMARY RESPONSE
§ Architect Adam SCA In House AEoR - MEDIA
Messages SCA Sandbox
Contractor Gia External REQMT-CM4 - REFERENCES
SCA CM Firm 4
2] s
v DETAILS
No Notice of Direction
Cl Number Cl00001
1 .
©  Getting Started Date 8/18/2022
Subject Ceiling Paint
Question What is the exact color to paint the
ceiling?
Recall
1 Item(s)

You last logged in Thursday, July 7, 2022 at 4:33 PM Eastern Time (US & Canada) 1.9.34.83 - DEVWEEKLY E ﬁ kahua
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Initiate NOD (On Call / Limited Bid Only)

Role Preceding Steps

RFI has closure status of ‘NOD
Required’.

CM Project Manager

Outcome

A new NOD is created and
linked to the RFI and Issue.

—

Steps

1. Inthe 'RFIs' application, select RFI > Click 'Initiate NOD'

) RFis C000015647-EM000T - X074 Defective Ceiling Repair  / e ola Extemal REDATCEEY
« Official RFls
= Gonstruction ¥ B B | NEW SEND VIEW HISTORY = GDURL ¥
Project Finder -
E Q Defak v g & RA preview [0 [ X
Apps O CINumber Subject Workflow Status ~ Official Res| ~ PROJECT INFORMATION s SECTIONS
O ciooo! Ceiling Paint Complete Gia External PROJECT INFORMATION
Search Expense Contract EMO001-07 - SCA CM Firm 4
Building ID X074 DETSR
Design Number / Package Number CYCLE
Tasks Lw 116382 - DEFECTIVE CEILING
REPAIR PRIMARY RESPONSE
§ Architect Adam SCA In House AEoR - MEDIA
Messages SCA Sandbox
Contractor Gia External REQMT-CM4 - REFERENGES
SCA CM Firm 4
B2 rAs
v DETAILS
(D Getting Started
Cl Number Cl00001
Date 8/18/2022
Subject Ceiling Paint
Question What is the exact color to paint the
; ?
[ recal | e oo
1 ltem(s)

You last logged in Thursday, July 7, 2022 at 4:33 PM Eastern Time (US & Canada)

2. Click 'Start Processing'

1.9.34.83 - DEVWEEKLY

g &

2119160275 | kah

B RFis C000015647-EMO001 - X074 Defective Ceiling Repair ~ #* e G AL
<« Official RFls
List
Project Finder
?:2 Q  Default v
Select target partition and document type:
Apps O I Number Source Ceiling Paint
O cioooo1
Notice of Direction
O\ Search =1
Select copies to include in references:
E Tasks
PDF of Initiating document (current state) on the Destination document
§ Messages PDF of Destination document (current state) on the Initiating document
Select references to include:
2] rAs -
Type Description Reference Type
0] Getting Started
Start Processing

You last logged in Thursday, July 7, 2022 at 4:33 PM Eastern Time (US & Canada)

Page | 17

1.9.34.83 - DEVWEEKLY




3. Update Details for NOD > Click Save/Close

No Notice of Direction CO000015647-EM000T - X074 Defective Ceiling Repair

Gia External REQMT-CM4
Firm 4

e

New |0 I3 X

You last logged in Thursday, July 7, 2022 at 4:33 PM Eastern Time (US & Canada)

« | B B < L
Q  pefault v C H &  Notice of Direction CI00001
?: Project Finder
ClNumber Date Status Priority Subject E v PROJECT INFORMATION
Apps
Expense Contract EMO0001-07 - SCA CM Firm 4
Search Building ID X074
Design Number / Package Number
LW 116382 - DEFECTIVE CEILING REPAIR
Tasks Architect Adam SCA In House AEoR - SCA Sandbox
Contractor Gia External REQMT-CM4 - SCA CM Firm 4
ﬁ Messages
v DETAILS
2 res
ClNumber CI00001
No * Notice of Direction -
8/18/2022
(_') Getting Started Sl el
Priority
Normal -
Subject
Save / Close ~
0 Item(s)

1.9.34.83 - DEVWEE

> SECTIONS
PROJECT INFORMATION
DETAILS
CoST
SIGNATURES
COMMENTS
REFERENCES

MEDIA

Please see the Notice of Direction training guide for more information beyond this step.
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