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A/E Response to the RFI Workflow

This guide provides instructions for the Architect or Engineer for responding when input is requested via
the RFI workflow.

The CMR, NPS PM and COR have access to start the RFl — A/E Input workflow but the process is for the
CMR to start the workflow. When the workflow is started, it will be assigned to the Architect/Engineer
for review. The Architect/Engineer will receive a notification via email.

Architect/Engineer Response
View Workflow

Reports
Related Resources

Architect/Engineer Response

1. Access the record from the link in the emailed notification or by opening ProjectTeam and
navigating to the record.

2. Review the record and supporting Attachments (See the Adding Attachments QRG for more help).

3. Click Edit in the record’s Details section.

RFI - A/E Input requires your action

Step #: 10f 2 (A/E Input)

Due Date: 11/24/23

Step Instructions: Provide input to RFI's COR Response field, upload supporting files, select Pass to send back to COR.
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Request For Information: Fire Extinguisher Box Conflict
Created By John Bunch (National Park Service (NPS)) on 7/10/23 at 1:06 PM

Quick Navigation: ~ Details ~ Workflows ~ Attachments  Action ltems  Activity  Reference Links

SHARED WITH (51) View Al a ACTION ITEMS
#0060000000000000000000000 . .......cc.

n DETAILS Edit

RFI No.
002

ACTIVITY

Comments  Activity

4. Scroll to the bottom of the edit window and enter input in the COR Response field. It will be the only
editable field.
5. Save the record.
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Edit Request For Information

Potential Contract Cost Impact Description

If extinguisher cabinet is not moved, may require HVAC and plumbing work.

Potential Contract Time Impact

Potential Contract Time Impact Description

Potential Contract Scope Impact

Potential Contract Scope Impact Description

Date Construction Will Be Affected
7/25/23

Submitted By
PT Admin

Date Submitted
710/23

All~ | search project forms.
L arch project form Learn More &'

Contributor Access .\

COR Response

Fire Extinguisher cabinet should be placed on the NW wall. See attached revision. - Alfred Architect 7/1/23|

6. Upload any applicable supporting files to the Attachments section.
7. Click on the green Take Action button from the top or in the Workflows section.
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RFI - AJE Input requires your action
Step #:1of 2 (A/E Input)

Step Instructions: Provide input to RFI's COR Response field, upload supporting files, select Pass to send back to COR.

Take Action  [JVERVNTISN

€ Requests For Information

Request For Information: Fire Extinguisher Box Conflict
Greated By John Bunch (National Park Service (NPS)) on 7/10/23 at 1:06 PM
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8. Choose Pass to assign the next workflow step to the NPS COR.
9. Choose Fail to return the workflow to the CMR.

10. Enter Notes.
11. Click the green Take Action on the bottom of window.

RFI - A/E Input

You are taking action on Step 1 (A/E Input) for Request For Information: Fire
Extinguisher Box Conflict.

Provide input to RFI's COR Response field, upload supporting files, select Pass
to send back to COR.

Your action

@ Pass

Mark as "Passed" and move forward to the next step

Cancel
Mark as "Cancelled” and stop the workflow

Notes

Notes

| Take Action |
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View Workflow
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Once a user has been assigned a step in the workflow, the record is then shared with them. They can see
where the record is in the workflow by clicking the down arrow on the right side of the workflow name
in the Workflows section.

Reports

RFl and Workflow Reports can be run from under All Users Access in Reports. The report will include
only records that have been shared with you.

Reports

Related Resources

1. QRG

O O O O O O

Basic Navigation
Adding Attachments
Making Comments
Running Reports

RFI Review —CMR
RFI Review —COR

2. Training Videos

O
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Basic Navigation
Adding Attachments
Making Comments
Running Reports
Creating an RFI
Responding to an RFI

# Getting Started

Project Reports
> & My Access Only
> & My Company Access

& All Users Access

v m System Reports
> = Action ltems
> = Change Orders
> im Directives
> & Drawings
> &= Payment Applications
> & Potential Change Orders
> i Project Directory

v = Requests For Infermation
© Detail View, Sorted by Subject
© Log View, Sorted by Subject

© Log View, Sorted by Subject, Filtered by Unanswered

> = Specifications
> i Submittals

v i Custom Reports
© RFI Report - By RFI Type
© Workflows Report- ALL
© Workflows Report - OPEN

ProjectTeam Quick Reference Guide
Last updated 15 January 2024

support@projectteam.com
(703) 961-1007



	A/E Response to the RFI Workflow
	Architect/Engineer Response
	View Workflow
	Reports
	Related Resources


