FLORIDA'S

|ENTERPRISE

Florida’'s Turnpike Enterprise
RFI Management Quick Reference Guide

1. The RFI Management Application
The ProjectSolve® 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.

2. Accessing the RFI Management Application
To access the RFI Management tool:

1. Start ProjectSolve?.
2. Open the appropriate Florida's Turnpike Enterprise project site.
3. Click on the “RFI Management” icon to access the tool.

RFI flanagement

3. Creating an RFI
To create a new request:

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

RFI Module

\View Actions

Click on the Action to Perform.
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2. Enter the required user-provided information (items identified with a red asterisk (*).)
RFI Module

Florida's Turnpike Enterprise

Request for Information

: | 2Test Project - Western Beltway C Project V‘ Contractor's Ref #: ‘

‘ Program: - Gonstruction

Project: Western Beltway C Project

gcation: ‘
gededBy: [1-17-2006 15:01 B sy e

Document/Drawing Reference: ‘

Project Manager - Project Manager V‘ Robert Laurence Parsans Brinckerhoff
Date: |1-10-2006 15:01

Select a Route to Role ¥ | view members

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

Actions:
*Route To: | Select a Route to Role ¥ |view Members
Select a Route to Role
*Question: CEIl - CEI
DCE - District Construction Engineer
DOR - Designer of Record

Other - Third Party Reviewers
PGC - Production Manager

RFI Module

{ | Danced |
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.

RFI Module

Add Attachment | Done

RFITest-0044 has been created. Add attachments below and click done when finished.

Current Attachments:
Mane

|[ Browse... |
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Select the file you want to attach and click on “add attachment”

RFI Module

Add ttachment

RFI Test-0044 has been crested. Add attachments below and click done when finished.

Current Attachments:
Mone

| ” Browse... |

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

Add Attachment | Done

RFI Test-0044 has been crested. Add attachments below and click done when finished.
et Alfachments:
B3 2005 working Calendar.pdf

| |[ Browse... |

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”.

Mew hlemo || Reply = [| Reply To All = || Forward  [| Delete [| Follow Up = || Folder = || Copy Into MNew = [| Chat = [| Tools =

"Robert Laurence of Parsons Brinckerhoff - PLEASE DO NOT REFLY TO THIS To |robertlaurence@dot state fl.us, sloan@pbwaorld.com

MESSAGE " <support@projectsolve_ com>
H LS ot |robertlaurencei@dot state flus

0171172006 07:31 Pk bce

Subject |MNew RFI # Test-0045 -

Eobert Laurence has submitted new EFI # Test-0045 -
the CEI, you are currently listed under the BIC for this B

EFI Details:

Project: Western Beltway C Project
Contract # zlest Project

Date: 1/11/2006 1:30:30 PhI

Reply Needed By: 1-18-2006 13:30
BIC: CEI

Starus: In Progress

Location:
DociDwg Bef

Question:

Please click the underlined link abowe to access this EFI and to respond or distribute this EFT to
others for comment. PLEASE DO WOT REPLY TiO THIS MESSAGE. Ttis essential that
your response be processed through the EFI Application.

Thank youl
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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

Eobert Laurence has subrmitted new EFI # Test- 0045 -
the CEL wou are currently listed under the BI

will take you directly to the RFI.

Florida's Turnpike Enterprise

Construction
Western Beltway C Project
Request for Information
RFI#: Test-0045 Contractor's Ref #:
Title: X00e000000C00CCR00RR0CR000 Contract #: zTest Project
Financial Project #: 983859-9-95-93 Date: 1-11-2006 1331
From: Contractor Robert Laurence Parsons Brinckerhoff Reply Needed By: 1-18-2006 13:30
BIC: CEI Assigned Date: 1-11-2006 1359
Status: In Progress Location:
Document/Drawing Refernece:
Actions:
*Route To: | Contractor - Contractor "v\ew Mermbers

“Routing Code: | Answered-Routed to Initiator V‘

Question:
“Answer:
[ Answered In Contract Documents
Additional Info;
costipact: N | cosimparianonis| |
Schedule Impact: |No |~ Schedulelmpac1Amuuﬂt.$|:|
CO Reference:
Attachments:
Mane
Comments:
Mone
History:

Created by Contractor Robert Laurence on 1/1142008 1:30:30 PM

Add Comment
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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.

RFI Module

Click an the Action to Perform.

ACTION

- RFI Adrministrative Tools

- Create an RFI

- WiewfManage RFls

@ - My RFls
% - Run an RFI Report

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

okt 21est Project - Westem Beltway C Project

r Westen Bethwa C Preject est Poogect LJ@,.! B2U2004 114000 AM First Tesl BDA0ME 11 350 AN Chysed AA00H 101 15 PM
Wesharn Bettway C Profect Mest Projert Test0i02 TR0 B1600 AN st THAZ0M L1E00 A Cised NN BN
B Weshuon Bty C Prisent et Project Teskblod TR0 82700 a4 wistikdifolshF THAI0M D AN Closd TTR0M 0.3051
B WostomBeway G Profect estPrjedt Test 0004 TREZ0L115000 Dowanting requeEmEnts SO0 1 143D AN Gioged TR0 ZOTPN 1
Winchom Betway G Project et Projoct Test0o08 E2E004 120500 P gt guict B2004 1 10500 P Cioged VIR0 113824 AN
l Witstom Bty C Prejeet TMestroied Test 0006 Erera TIRTTT Er] S04 11T U0 AN Cinsed R0 20553 FM

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.

“Answer:

KEXEEEEEX AN AN RN A E NN A KK EEEE

[ Answered In Contract Documents
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4. Set the “Routing Code” for the RFI to properly reflect the current status of the RFI.

Actions:

*Route To: | Contractor - Contractor V‘view Members

*Routing Code: | Answered-Routed to Initiator V‘

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

RFI Module

Distribute RFI 8 Route ¥ Cloze Window || Manage Attachments | Printable Yersion

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.

Actions:

*Route To: | Gontractor - Contractor "‘View Merrbers

*Routing Code: | Answered-Routed to Initiator V‘

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.

RFI Module

* oy Al * Resessperpage 100 ¥
| |7k Headsd By
‘Westam Beftway C Project Test Projact G237004 114500 AM EE020M 113900 AN
Westerm Beftway C Project Test Project 2004 G600 AN TN X200 81600 AM THRIZ004 B2TI6 AN
e TIN04 827 00 AN TAA004 3 26 D0 AM TTAN04 83052 AN
‘Western Beiway © Proget flest Proiset TestooOd TH292004 11 5800 A Dewaterng requesments BE2004 114200 AM Cloted T2920M 1201 04 PR
Wiesdiern Biettwary © Project Mot Progeet Test 0005 ATST004 17 0500 PN et et 1004 120500 PM Clnsed BA05E 1138 24 M
‘Weslam Beitway C Fropct TTestiFropct TesHOI06 BIG004 114700 AM test W00 114700 AN Cloged VR0 20553 PN
Wiestnm Beitway C Project st Project Tast 0007 G004 TE300 P hjeveumeEem A0 30604 T 400 P Cinsed 08 113527 A
‘Westam Beftway C Projct et Progct TestHogqr 10B2004 T4300PM heereyumaEneum. 1N T4 TATW PN Cloged 1THI0N 35TT
Westerm Beftway C Project Test Project Testi00e 1601 32004 T4800 AM Lo 10000004 T4T00AM Closed 100 32004 T30 PM
‘Westam Belhway © Project Tt Project Test 008 102TR0M 21000 AM auhitieagh 1132004 2.08.00 AM Closed 10004 BT 130 A
Westem Betway C Project Test Profect Test0009 102772008 S19.00 AM ashidissy 2004 30300 AM Clozed 1O2T2004 11,36 A
Wiesdemn Bettway © Project et Progect. Tesd 8010 1112004 15 6500 AM et Kidding T804 1044 00 AN Closed TUAOD0E 1048 53 A0
Westam Betway C Fropcl TTestPrgect Testomo VU004 15 4500 AN JrtKigang TIN1Z004 1044 00 AN Closed VU200 104553 A
Wieshem Bielwery © Project Tiesd Project Test 0011 1R2004 1 7200 FM siochqile VN0 1 H 0PN Closad AR08 1 3007 PY
- 2
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2. Click on the “Copy RFI” button at the top of the RFI Review page.

RFI Module

Distribute RFT || Copy RFI || 1Close Window | Printable “ersion

Florida's Turnpike Enterprise
Construction
Western Beltway C Project

RFl# Test-0001
Title: First Test
Financial Project # 999999-9-99-99

From: CE| Micholas Houck Parsons Brinckerhoff
BIC:
Status: Closed

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.
RFI1 Module

Y| Distribute RFI ¢ Copy RFI | Close Window | Printable Yersion

Florida's Turnpike Emerprise

Construction
Woestern Beltway C Project
RFI # Test-0001
Title: First Test
Financial Project # 959595-9-59-99
From: CE| Micholas Houck Parsons Brinckerhoff
BIC:
Status: Closed
- 2
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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)

RFI Module

You can distribute this RFl to solicit comments or for information onhy.

Comment Solicitation
Flease Comment on this RFI

Comment

Available Members: Selected Members:

Jeff Brown {Parsons Brinckerhoff) Robert Laurence {Parsons Brinckerhoff)
Will Reeves (PBCS Denver) Nicholas Houck {Parsons Brinckerhoff})

Kurt Sloan {Parsons Brinckerhoff)
Kurt Sloan-Co39 {Parsons Brinckerhoff}) E

(Ctri+Click to select multiple members)

Distribute for information only (CC:)

Available Members: Selected Members:

Jeff Brown {Parsons Brinckerhoff) Select from Available Members
Nicholas Houck {Parsons Brinckerhoff)
Robert Laurence {Parsons Brinckerhoff)
Will Reeves (PBCS Denver) E
Kurt Sloan {Parsons Brinckerhoff)
Kurt Sloan-Co39 {Parsons Brinckerhoff}) o)

(Ctri+Click to select multiple members)
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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.

"Robert Laurence of Parsons To robert.laurence@dot state fl.us
Brinckerhoff - PLEASE DO

NOT REPLY TO THIS ce

MESSAGE " hee

<support@projectsolve .com>

Subject Comment requested on RFI # Test-0001 - First Test
01/25/2006 09:13 AM

Robert Laurence has requested that you review and comment on RFI Test-0001 - First
Test.

Please comunent on this RFI

RFI Details:

Project: Western Beltway C Project
Contract No: zTest Project

Date: 6/23/2004 11:40:00 AM

Reply Needed By: 6/30/2004 11:39:00 AM
BIC:

Status: Closed

Location: Sand Box

Doc/Dwg Ref: Doc 1 Page 1

Question: What grit of sand?

Please click the underlined link above to see others' comments on this RFI and to
contribute your own. PLEASE DO NOT REPLY TO THIS MESSAGE. It is essential
that your comments be logged in the RFI Application.

Thank you!
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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.

RFI Module

Click an the Action to Perfarm.

Action Mame

- RFI Adrninistrative Taols
- Create an RFI

@ - Wiewihanage RFls
@ - My RFlg

‘ 'T‘r - Run an RFI Report

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

2.
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.

RFI Module

benbiatt o092 Sawgrass Il Widening - Sawgrass Il Widening E8G22 A 0C g v 9 progress ¢

Ll oy .t‘:':ri;'": I"ruieu:t” =]

5. Click the “Get Report” button.

RFl Module

v| Status: ‘A"

2lest Project - Westem Beltway C Project
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6. Click on the print button to print the report.

v

A YRR L
Florida's Tumpike Enterprise
Construction
Westem Beltway C Project
RFISTATUS REPORT
Project Contract RFI# RFiDate  Title Reply Needed B BIC Date Assigne  Status Regolution Date
Westemn Beltway C 2Tedt Tect000T 62304 First Test B30 Cloged 824
Project Project
Westemn Beltway C 2Tt Tect0002 T4 teetd THHM Cloged Tigi
Pruject Project
Westem Beftway ¢ 2Test Test0003 A4 sdshibsdhffolsHE 744 Closed T4
Projact Projact

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

RFI Module

Distriute RFI || Copy RFI || Close Windo: Prirtakle YYersion

Florida's Turnpike Enterprise

Construction
Western Beftway C Project
Request for Information
RFI#: Test-0001 Contractor's Ref # 12345
Title! First Test Contract # zTest Project
Financial Project #, 585988-5-59-53 Date: §-23-2004 11:40
From: CEl Nicholas Houck Parsans Brinckerhaf Reply Needed By: 6-30-2004 11:39
BIC: Assigned Date:
Status: Closed Location: Sand Box
Document/Drawing Refernece: Doc 1 Page 1
Question:
‘What grit of sand?
Answer:
closed
Answered In Contract Documents
Additional Info:
CostImpact: No
Schedule Impact: MNo
CO Reference:
Attachments:
Nane
Comments:
Sample Comment by on 7i28/2004 10:51:53 AM
Sarpie comment goes fere.
History:

Created by CEI Nicholag Houck on 232004 11:39:35 At
Answered-Routed 1o Initiator by DOR Robert Laurence on 82472004 7.01.15 PM
Distributed by Rabert Lautence an 1252006 9:13:40 AM Ta:, raberlaurenceg@dot state lus CC
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