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Florida’s Turnpike Enterprise 

RFI Management Quick Reference Guide 

1. The RFI Management Application 

The ProjectSolve2

2. Accessing the RFI Management Application 

 Request for Information (RFI) Management application provides Florida’s 
Turnpike Enterprise project sites with a tool for tracking and responding to project-related 
information requests. 

To access the RFI Management tool: 

1. Start ProjectSolve2

2. Open the appropriate Florida’s Turnpike Enterprise project site. 

. 

3. Click on the “RFI Management” icon to access the tool. 

 

 

3. Creating an RFI 

To create a new request: 

1. Click on the “Create an RFI” link in the View Actions menu. 
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2. Enter the required user-provided information (items identified with a red asterisk (*).) 

 
3. Select the appropriate role to route the RFI to next.  

 

When you are done, select “Next”.  

 

4. If you have any attachments to the RFI for clarification of the request you can enter them 
at this time. You can use the “browse” button to navigate to the file you wish to attach. 
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Select the file you want to attach and click on “add attachment” 

 
When the file has finished downloading the file will appear on the screen.  

 
Click “Done” to finish creating the RFI. By doing so you also are forwarding the RFI to the 
“role” you selected in the “Route To” window. This is known as transfer of BIC (Ball in 
Court). The “role” with BIC is the role with current action authority over the RFI. When an 
RFI is routed forward in this way an e-mail is sent to all individuals in the forward “role”. 
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The e-mail has a brief description of the RFI including who it was forwarded by. The e-mail 
will also contain an active link back to the RFI in the system. Clicking on this active link 

        
will take you directly to the RFI. 
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4. Reviewing an RFI 

To review an RFI currently stored within the RFI Management application: 

1. Click on either “View / Manage RFIs” (to show all RFIs) or “My RFIs” (to see just those 
RFIs associated with your role on the project) in the View Actions menu. 

 
 

2. Select a specific RFI from the list provided on the List RFI screen by clicking on it. 

 

5. Responding to an RFI 

To answer an RFI : 

1. Open the RFI via the link in the notification email or from the List RFI screen. 

2. Enter your response in the “Answer” section of the RFI. 
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4. Set the “Routing Code” for the RFI to properly reflect the current status of the RFI. 

 
6. Forward the RFI to the selected role by clicking on the “Route” button. 

 

 

7. Closing an RFI 

The RFI Management application will automatically close an open RFI when it has been 
marked with a “Routing Code” of “Answered – Routed to Initiator” and the RFI has been 
returned to its originator.  

 

8. Re-Submitting a Closed RFI 

Occasionally an RFI may be submitted that is incomplete or does not contain enough 
information to be answered. When additional information is required for an RFI which has 
been closed by the application, a new RFI based on the original one can be created from 
the closed RFI: 

1. Open the detail for a closed RFI from the List RFI screen. 
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2. Click on the “Copy RFI” button at the top of the RFI Review page.  

 
 

3. Modify the data for the new RFI as needed for clarification of the request and submit as 
you would a new RFI. 

9. Distributing an RFI 

You may distribute an RFI without transferring BIC. You may distribute to anyone in any role 
on the project either for CC or to request a comment.  To distribute an RFI: 

1. Open the RFI. 

2. Click on the “Distribute RFI” button at top of the RFI. 

 
 

 

 

 

 

 

 

 



Florida’s Turnpike Enterprise 
RFI Management Quick Reference Guide  

 

 

projectsolve2 
Page 8 of 11 

                a Parsons Brinckerhoff Solution 

3. Select the names of the user(s) to send the RFI to, either in the CC or “Distribute for 
Comment”.  (Note: If you do not see their name in the list it is because they are not in 
any role on the project) 
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4. Click “Distribute” to forward a link to the RFI to each of the selected users. Those that 
you selected from the “Comment Solicitation” list will also receive your request for 
comments with he link. 
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10. RFI Reports 

The RFI Management application has a reporting function that can be used to see a list of 
RFIs in a report format.  To run the report: 

1. Click on the “Run an RFI Report” link in the View Actions menu. 

 
2. Set the “Contract”, “BIC” and “Status” filter appropriate to the report you desire. (Note: 

Selecting a setting in any of these filter lists will return only records, have the selected 
field values. (i.e. If you select “In Progress” in the “Status” filter the report will only 
include RFIs that are still under review. New and Closed RFIs will not appear.)) If you 
wish to see a report with all RFIs for your project, select the project in the “Contract” 
filter, and select ”All” for the other filter values. 

 
5. Click the “Get Report” button. 
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6. Click on the print button to print the report. 

 
 

7. You may also print individual RFIs by selecting the “Print 
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