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LESSON 10 
 

RFIs   
 
 
Objectives 
 
This lesson will provide the user with the information required to initiate and 
track an RFI.  At the completion of this lesson the participant will be able to: 
 
• Create an RFI  

 
• Locate, View and Print RFI 

 
• Archive an Answered RFI 

 
• Respond to a request to revise the RFI 

 
• Archive a Rejected RFI 
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Create an RFI 
 
• Navigate to “!NAVFAC Internal Training Project 1” project. 

 
• Click on “Request For Information” folder #4. 

 

 
 

• From the RFI folder, click on the link to create a new RFI 
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Create an RFI (Contd…) 
 
• Fill out the form as appropriate. All required fields are marked with a 

“*” symbol. 
 

 
 

• The user must select an RFI Response By Date at the bottom of the 
form. [1] 

 
• Click on the              icon under RFI Response By Date and select the 

date. [1] 

 
 
• Notice that the initiators name automatically appears under RFI 

Originated By [2]. The user who has logged in and initiated the RFI 
will have their name stamped on the RFI as the RFI originator. 

 

• When the form is complete Click on Continue. [3]  
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Create an RFI (Contd…) 
 
• The following window will appear. 

 
• Click on “Forms” to view or revise the RFI 

  
  
  
  
  
  
  
 

• Always use the “Continue” (same as “Save”) button to save information 
entered in the form.  Failure to use the “Continue” button will result in 
loss of information entered.  A partially filled out form can be saved 
and completed later by clicking on “Save the current data as pre-filled 
default values for future RFI's” radio button. 
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Create a RFI (Contd…) 

• If you have some attachments like a word document, sketches or a photo, 
you can attach them to the RFI. To do this, click on Attachments [left 
side Frame]. 
 

 
• From the “Add New Item” menu [1], select Document [2]. 
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Create a RFI (Contd…) 
• Refer to Lesson 2 for uploading documents. 

 

• Select a document [WEBCMDEMO.DOC] to be included in the RFI. 
• The Attachment appears in the RFI package and will always be attached 

to the RFI. 
 

 
• Click on  to initiate RFI [will be going to the ROICC office]. 
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Create a RFI (Contd…) 
 
• The following window will appear. Click on Return button [1]. 

 

 
 
 
• The RFI Folder will appear. 
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Locate, View, and Print an RFI  
 
 

• This feature will be available in mid December. In the 
meantime, the ROICC staff can locate and print RFIs. 

• As a demonstration, we will navigate to “N6247403C9005 - DESIGN-
BUILD LIBERTY CENTER, NAS FALLON”. 

• Run the RFI Report as explained in lesson 3. 
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Locate, View, and Print an RFI (Contd…) 
 
• Click on “View Form”  for an RFI .[1] 
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Locate, View, and Print an RFI (Contd…) 
 
• View the RFI. Use the Print Icon or right click in the form and select 

“Print” to print the RFI 
 

 

• Click on the “X” [Top right 
corner].   
  

• Do not use the “Continue” 
Button on the bottom left side of the form. 
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Archive an Answered RFI 
 
 
• After the government has answered the RFI, it will appear in the Action 

Item menu of the contractor. 
 
• The following steps will serve as a guide to archive an RFI. 
 
• From the Action Item Window, locate the RFI, and then click on that 

RFI 129 Answered.  
 

 
 
• Notice that the RFI title says “RFI 129 Answered”. 
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Archive an Answered RFI (Contd…) 
 
• The following window will appear. 

 

 
 
• To view the RFI and the government response, click on Forms. 
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Archive an Answered RFI (Contd…) 
 
• The RFI will appear in the right window. 

 
 

 
    
• To view the governments repsonse, scroll to the bottom of the RFI.   

 
• When finished viewing the RFI, click on                     . [1] 
 
• The RFI will now be stored in the Archived RFI folder (#4.1) for the 

designated  project. 
 

• To view a Attachements or Comments, click on the links in the left 
window. 
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Revise an RFI 
 
 
• The government has the right to send the RFI back to the contractor to 

be revised. 
 
• As a demonstration, we will revise an RFI that has been sent back by 

the government. 
 
• The RFI will be sent back to the contractors Action Item menu with a 

request to be revised. 
 

• Click on RFI 96 Revise RFI. 
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Revise an RFI (Contd…) 
 
• The following window will appear. 

 
 
• To view the form and the reason that the RFI has been requested to be 

revise, click on Forms. [1] 
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Revise an RFI (Contd…) 
 
 
• The RFI will appear in the right window[Frame]. 

           

 
 
• To view the government response, scroll to the bottom of the RFI.   
 
• The RFI determination, response, and project manager’s name will 

appear at the bottom of the form. 
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Revise an RFI (Contd…) 
 
• To revise the RFI, complete the appropriate fields. 

 
       
• When complete, click on                        . [1] 

 
• The RFI will be sent back to the project manager at the ROICC office. 
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Archiving a Rejected RFI 
 
 
 
• The government has the right to reject the RFI. 
 
• As a demonstration, we will accept a rejected RFI. 
 
• The RFI will be sent back to the contractors Action Item menu. 
 
• Click on RFI 107 Rejected. 
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Archiving a Rejected RFI (Contd…) 
 
 
• The following window will appear. 

 
 
• To view the RFI and the government response, click of Forms.[1] 
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Archiving a Rejected RFI (Contd…) 
 
• The RFI will appear in the right window. 

 

            
• The government response will appear at the bottom of the RFI form. 
 
• To archive the RFI, click on                       . [1] 

 
• This is the only option. 

 
 
 


