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RFIs & Media Manager

Introduction

RFIs

The RFI application allows the Author to initiate an RFI and route it through the Primary
Responder and optional Secondary Responders for review. The app maintains a log of all RFIs
in the project and has a built-in workflow to manage a response.

MEDIA MANAGER

The Media Manager application is a repository for photos uploaded to the Media Manager
directly or to the Media section of a record in one of the other applications throughout the
project. Media Manager maintains a log, and files can be edited to change or add details.



Training Objectives

RFIs
4 Create a New RFI
4  Submit for Response
4 Respond to a Task as the Primary Responder
4 Close the RFI

Media Manager
4 Add Photos to the Media Section of Another App
4 Edit Photo Details in the Media Manager

RFIs and Media Manager



RFlIs and Media Manager
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MNotes:

* If a Primary Responder wants to copy a response from their
Secondary Responder, the Primary can check the box beside each
Secondary Response, click "Add Response to Primary Response”,
and then Respond to the RFI.

* Notifications sends a Message when the RFl is submitted
(status will change to ‘In Review') and when the Primary
Responder responds (status will change to 'Response Received').
* Response Distribution sends a Message when the RFl is
distributed (status will change to 'Distributed').




Links for Post-Training Resources

4 Kahua Support Form
4 GSA User Resources
4 External User Resources

*You can access the links from the Chat box.




Thank you for attending this session.
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