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Module Objectives:

Overview of Request For Information (RFI)
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Create an RF|
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RFI Overview

e A Request For Information (RFI) form is created by internal/external parties to ask
‘official’ questions

e  RFIforms are routed for reply and completion
e  When completed, RFI comments and responses are part of the project record

e RFI's are monitored by GE for timely response and accuracy of answers

a Webtop - Microsoft Internet Explorer T Iﬁ' ﬁl
J File Edit Wiew Favorites Tools  Help | ‘?
J e Back d e B @ fb | ,O Search f'k Favorites 44 | [_jv & ~ [J
J Address I@ https:,l’;’cal\aburatinnspace‘gefenargy‘com;’pwcullab;’webtopfma\j Go “Links @ Customer Collaboration-5C @ Documentum @ 51
Search =N Logout| 7
¥ GEE_RENEWABLES : Filg Edit e Tools Callaboration
Inbox
aved sahrches ‘ e PR T rolder
P oS RFI Folder [7]
- #y Files " o
2t ; { i =
- Categores IS Pe < M B3 = 8 ]
[}%- :\‘j"l“:‘i”a“”” “9  Hamessubject | Status| RFi Due Date RFI Resolver created Creator Hame RFI Reviewer
iy MY
—H Groups ‘ Testing Reassign RFI Closed 272572011 7133 AM AF2T 2011 7132 b
|- Home P. )
£ Hom: Page o B Test ase 01272011 Closed 24342011 7:13 1127 /2011 7:20 b
"Test Caze 01272011 Clozed 201772011 713 AM TFETFZ011 7109 A
ODOTTC - iRk T 3
i G Test_012011 Closed 2/10/2011 3:073 PH 152052011 2156 Ph
+H-| 01 Proposal Documents
+-| 02 Wind Resource hszessment it ‘ Clarification on Drawing 222rrr5...  Open 1242011 9143 AW G 2011 939 &M
"Tesl Janice Cpen 22572011 11:06 &M AT L2011 1101 Ad
L 2

RFl is a ‘'node’ on the Navigation Tree to left of workspace - click it
to open the RFI Folder. Take all action on RFls here or from Inbox.
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RFI Overview

. RFls in the RFI node belong to project currently selected (in the example below, the RFIs
belong to project “000ITO - WRA Training")

e  GE team: All RFIs are listed and can be viewed, including RFls in which there is no direct
role; GE team can only act on RFls in which they have a role

. External Parties: Only can view and act on RFlIs they created or in which have a role

) Webtop - Microsoft Internet Explorer 8] x|
J Ele Edit Vew Favorites Tools Help | W
JeBa[k O -HAR G | ) Search <7 Favorites €2 ‘ B & -3

Jngdrass IE https:Hco\laborationspace‘ge-energy.com;’pwcollab;’componentfj Go |J Links a Customer Collaboration-5C a Documentum a (51

przsers m

u GEE_REMEWAEBLES : File: Edit Wi Toaols Callaboration
i NDOX
A_{ Sawed Searches Cabinets/... /RFI Folder
& subscriptions RFI Folder [7]
-2 iy Files
(5% Categories
[}%- :’:jTi:iStmtim | HamesSubject | Status ‘ RFl Due Date RFI Resolver Created Creator Hame: RFI Reviewrer
i #ylnfo
—quups ‘ Test RFI Open 22011 i P AZT2011 i3 PM
|- # Home P. 7
£ HomePage % vario0 Open 2A17/2011 4:36 Pl 12742011 4:37 P
DT CTeT
—"RF\S ‘ UA&T-R15 Cancelled AIZTI2011 i 23 PM
0001 TO - WRA Trainil ;
£ 'EJJ'”'” W Testing Reassin RFI Closed  2/25/2011 7:33 1427201 7:32 WM
"Tast Case 01272011 Clozed 232011 713 bbh ATITI2041 7220 Ak
"Tast Case 01272011 Closed ZATII011 TG A 72702011 7:09 Ak
‘Tast_ﬂﬂﬂﬂ Closed 2072011 3:05 PM 172002011 2:656 PM
‘ Clarification on Drawing 222rrr5...  Open 172472011 3:43 dth 1672011 3:39 M

*If the RFI name is bold = RFl is “Open” and you have a role
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RFI User Roles

e  Creator - always has access to RFl, recipient of final Reply/Completion

. Resolver - the single user responsible for providing Creator with Reply/Completion

. Reviewer - responsible for providing information to Resolver (comments and /or

attachments)

. Information - no responsibility, read-only access to RFI

. Forwarded RFI Recipient - responsible for providing information to Resolver (comments
and /or attachments)

a Webtop - Microsoft Internet Explorer

JEi\e Edit  Wew Favorites Tools  Help

JOBaEk 0 - [d & :h|p5&ar[h ' Favorites 421 | (2 &5 - M a

JAgdress @ https:,l’;'co\laborationspace‘ge—anergy‘com,l’pwcollab,icomponantll’j Go HLlnks @ Customer Collaboration-5C @ Dacumentum @ GSI

Search

&I_@H

¥ GEE_REMEWAELES :
g Inbo

4;3\ Saved Searches
& subscriptions
—Jc My Files

—2%= Categories

[ B Administration
—I_ My Info

g Groups

—t Home Page

(= | Distribution Lists
4 RIS

[]—c 0001TO - WRA Training
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File Edit Wiew Toals Collaboration
iy e g L4
Cabinets /... /RFI Folder Project »
RFI Folder [7] T —_—)
Eports 3
[ - | Jrransmitttal Form 3
= Eupplier Document Submitkal 3
‘.Teﬂ RFI open ZIEF2011 4:44 Phi
"UA'HI]I] Cipen 201752011 4:35 PM
‘ UAT-R15 Cancelled
i" Testing Reassign RFI Clozed 22RS2011 7133 A
" Test Case 01272011 Clozed 2U32011 T 13 A
"Test Casze 0272011 Clozed ZAAF 2011 7213 A
W o

P-Create

Re-Assign
Reply Creator Hame
Forward
Canicel
Edit
Camment

Search
Expart To C3Y
Histary

172772011 7109 db

RFI Reviewer

To Take Action: Select RFI - Right Click for Menu
or Choose Icons for Commands
or Click on “Collaboration” Menu Option, then “RFI"




Create an RFl

1. Click “Collaboration” from menu, select “RFI”, then “Create”
2. From RFI node, click “Create” icon

Search

U GEE_MUCLEAR. : File Collaboration
:g Inbiox Company
Saved Searches Erois
—Q Subscriptions
[ My Files Fepons
Categories Transmitttal Farm
[=F.8 Administration “4 Lock Owner| Lock Date| Supplier Docurnent Submittal Form »
User Management —
Users I:-' 01 S0GIR-AMM-GEH Collaboration Falder
g;;:'ps I 02 AMN-GEH Collabaration Falder
"," Security I.’. 03 GEH Internal Collaboration Folder Search
@ Preszets
8 Mylnfo
ik Groups
—e Home Page
] Distribution Lists
= Ll
52 D00HTest - Training - GEH

Search

I GEE_RENEWABLES :
Inbox
Saved Searches
—Q, Subscriptions
2t My Files =
Categories E st
8- Administratio 2 Mame/Subject | Stat | RFI Due Date
8- Mylnfo
it Groups O et Closed 2212011 4:04 PM
_e; H'.me. Pag_e ) ¥ Notification E Closed  2/7/2011 1:34 PM
_ Hion Lists
E- @ Notification Open 20342011 1:31 PM,
WRA Training 9 Notification € Closed  2/3/2011 1:30 PM
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Create an RFI

3. Complete mandatory fields (optional
fields as needed)

Create RFI

Name/Subject I:I* REQUIRED Co-Author & Company | RFI Form FleldS'

Reference # | RFI Created On Behalf of External Party []
For all items requiring a response in less than 3 days, please enter a Critical RFl and communicate directly with your GE Co_Author & Com pq ny. u Sed to ind icqte
.

Contact person

Response Priorty | crtiea [ requises who is true ‘owner’ of request, if RFl is
Reason For Request| M being completed on someone’s behalf
M

Action Requested |

Reference #: used if organization has
specific numbering requirements

Information Requested

* REQUIRED

RFI Created on Behadlf...: used to indicate if
is created on behalf of an external party

Proposed Solution

Response Priority: criticality ranking for

Attach Files | Link Files R F I .
[sove s 0t Rovre] Cancel
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Create an RFl

: @ 4. "Attach Files” to RFI from local
Create RF| drive and/or “Link Files” from
project folders.

Name/Subject I:I i Co-Author & Company . . . .
e | * “Attached” files will reside only in
Reference # | RFI Created On Behalf of External Party [

For all items requiring a response in less than 3 days, please enter a Critical RFl and communicate directly with vour GE the RFI. "Linked" files from the

Contact person . . .

Response Prorty [ crca [ accuisen project folders will retain the

Reason Fo Request, security levels of their source folder

Action Requested | even when attached to the RFI.

Information Requested

* REQUIRED

Proposed Solution

Attach Files | Link Files

e oan] ot Cancel
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2} Select Files

Create an RFl e
Attach Files to RFI Form

I

il Test for demo 1.doc
@ Test for demao 11.doc
@ Test for demao 22.doc

el Test123.ppk

3 -- Web Page Dialog

Import: File Selection : RFI Folder

File name: I"Test for demo 1.doc” "Test1,xls" "Test123, ppt" (o] 4 |

Files of bype: I,q|| Files ;I Cance

Selected Files ;

B. Select file(s) and click “OK"

Import: File Selection : RFI Folder

Selected Files :

A

Test! ¥s
Test!23.ppt
Test far dema 1.dac

-
[
https:|/st-collaborationspace. ge-energy. comypweollab/collaborationy |4 Internet 4

A. Click “Add Files” to navigate to
local drive

T e ey

 Internet Y

https: fist-collabor stionspace. ge-energy. comjpweallablcollabor atic

C. Review files, select file to “Remove” as needed
D. Click “Next” or “Finish” to continue

) imagination at work




<} -- web Page Dialog

C r e G t e O n R F I import: Objact Dafinition : RF Folder (Fil 1 of 3

The data below might be a carry over from the previous document (if any}. Please check

'Y before hitting ‘HextFinish’ button.
‘ \tt 0 C I I e S t O I t I I I O r | I I File: CiDocuments and Ssthingsh I'"DezktopDesktop as of 062010

DemoiTest1xs

. ITESt1.X|S *
1
Type: IGE Drawing Document (ge_drawing_document): T ¥ Bhocument Type Help

Format: IMS Excel Worksheet §,0-2003 (Windows | Vl

23 -- Web Page Dialog

Import: Object Definition : RFI Folder (File 1 of 3)

Title: *

Drawing Humber:
The data below might be a carry over from the previous document {if any).
Please check before hitting ‘Hext/Finish’ button.

Sheet NHumber:

MLI / MDL Number:
File: CrDocuments and Settingst Desktop\Desktop as of 052010
" \DemoiTestd.xs

Document Status Code: j

Mame : ITESt1 s * Revision Level:

Revision Date: @112:00:00 Al

IGE Document (ge_document): Other Documents (ﬂ [

Type: cument Type

==y

Format: IMS Exeel Worksheet 8.0-2003 (indows) =l

Title: | *

o [
LI https:|fst-collaborationspace. ge-energy. com/pweollabjwebcomponent/library/conter | § Internet v

. [ [ e File Type:
hitkps: ffst-collsborationspace . ge-eneray  compeweollabcollabor atic o Inkernet 4

Reference: I

Drawing Document: used for GE drawings or
File Type: specifications that ARE version controlled.
Other Document: typically for non-version More attributes (file meta-data) are required
controlled files, non drawings/specifications and associated with file
with minimal attributes (file meta-data)
required

* Change “Name” if desired

« Select “Type" to define attribute fields appropriate to file
» Complete mandatory (*) fields... optional fields as needed
* Click "Next” to add attributes on next attachment or

imagination at work “Finish” if final attachment



Create an RFI
Link Files to RFI Form

Create RFI

Reference # [ 1

Contact person

Response Priority Ttrwti:al @ REQUIRED

Name/Subject |

REQUIRED

Co-Author & Company

RFI Created On Behalf

For all items requiring a response in less than 3 days, please enter a Critical RFl and

Reason For Request

Action Requested

\_nfprmation Req_L._:gsted

Proposed Solution

| *requiren

ek | Link Files

imagination at work

A

9 Choose a document -- Webpage Dialog
Choose a document :

GEE_THERMAL_EU/

OQ00EXTHUS - Training Project

*Use “Cookie Crumb” link at top to navigate
back through folder structure

GEE_THERMAL_EU/OOOEXTHUS - Training Project/

01 Pre-Contract]

N Starts with *|x

Name

00 Workflaw Farms

01 Pre-Contract
02 Contract Information
03 Schedule

04 Reports

05 Engineering
06 Quality

07 Purchasing

08 Shipping

10 Drawings-Specs (F)
11 Start-Up
12 Meetings
13 GE Financials
14 Correspondence
15 Customer
16 Customer AE~EPC
17 Partner

18 SDSF Forms

09 Canstruction Installat...

QOwner

-
w Starts with »[x

4
o R

ER DL

Hame Owner
UUULA | MU UKW WIS

(OO0EXTHUS-DR-00103 Michel...
(O00EXTHUS-DR-00105 Shane ...

000ExTHUS-DR-00117
Commen...

(00EXTHUS-DS-00013 Fix Te...
D00EXTHUS-DT-00008 test4l...
O00EXTHUS-DT-00009 test o...
OO0EXTHUS-DT-00055 Michet...
OOQOEXTHUS-DT-00065 Issue ...
01192010_Documentum Test ...
01192010_Decumentum Test ...
01192010_Documentum Test ...
01192010_Documentum Test ...
02012011_Decumentum Test ...

092bd839300290d6

Show Al

I

Items per page: |1C'O -

Items per page: | 100 =

A. Select “Link Files” to choose files from project folders
B. Double-click folders to ‘drill down'’ to files for linking

C. Select filels), click “OK” to continue




Create an RFI
Link Files to RFI Form

File Edit Wiew Tools Collaboration

Company
My Home Cabinet/01 Pre-Contract/01.

»

»

¥| Create
¥| Search
»

»

»

Project
My Home Cabinet (01.01 Custcrn{ RFI !
Epar

Export To C5V

g Lock Owne| M| Han Workflow Forms History
Supplier Document Submittal
@ 01192010_Documentum Test Doc 1-Michele.xds Test
@]-3-1192-3-1-3-_Dc>:umentum Test Doc 2-Michele.xls Training
@ 01192010_Documentum Test Doc 3-Michele.xls Training
@ 01192010_Documentum Test Doc 4-Michele.xls Training
@ 0201201 1_Documentum Test Doc 1-Michele.xls michele
- S5F-
5l 09abd839800290d46 0%9abdd39
@] A RFI Options-JR.ppt TEST
_—> ASubscript Notif CHANGE Folder. txt TRAIN

@ASuppﬁer Form-JR.ppt TRAIM

ZQ Bl A rain Check In-JR.coc train
L@JATrm’n Check In-JR.doc TEST

You may also highlight the desired file(s)
and then choose “Collaboration”, “RFI”,
"Create” and the form will open with the
selected files attached.

Or, highlight the desired filel(s), right click
and select “Start Workflows”, “Create
RFI”. The form will open with the selected
files attached.

) imagination at work

@j APRFI Options-JR.ppt
ASubscript Notif CHANGE Folder.txt
@j ASupplier Form-JR.ppt
A_rain Check In-JR.doc
I@l\ﬂrain Check In-JR.doc
A_rain RFI Attachment-JR.txt
@ATrain Test-JR.xis
@A'rain Test-JR.xls
@ATrain Version-JR.xis
@J AL Draw Type Doc-JR.ppt
0/27 Aarduark Search Test.txt
Apﬂllﬂ- Search Test.txt
Z ger3928c.pdf
1434 Helpesk.txt

@ Test_Szarch_DecContents.doc

TEST

11/3/2011 2:39 PM

Edit

Open (Read Only)
Check Out
Subscribe
Subscribe Others
Email as Link
Export

Annotate
Compare To Version
Compare To...
Braval Flash

Add Relationship
Quickflow

Export To CSV

Properties

Start Workflows I

Add to Clipboard
Add to Favorites

é,’

26/2011 2:49 PM
{26/2011 2:32 PM
/2172011 2:27 P
372011 2:39 PM
(102011 2:55 PM
5/2011 11:08 AM
/262011 232 PM
102011 2:55 PM
42712011 2:42 PM
2712011 2:48 PM

372011 2:46 PM

11437201
10/26/20
10/26/20
10/21720
11/3/20
8/10/2
7/5/2011
10/26/20
8/10/201
10427720
10/27/20

117320

Create RFI }201

/2772011 2:42 PM

2/2011 8:19 AM

10727720

8/2/2011




Create an RFl

Complete RFI Form

. edle

5. Review attached files and Create RFt
‘uncheck’ to remove as needed rem———

Response Priority | Critical ]. REQUIRED
*AttaChed files Can onl! be Reason For Request|ﬂlernatiue Suggestion

removed at time of attachment - Action Requested | Agproval
files cannot be removed after RFI information Requested
has been routed Provide more clarity around page 2 of spec # 234-D876

* REQUIRED

6. Click “Save as Draft” to Proposed Solution
complete RFI later; click “Route”
to send RFI, or click “Cancel” to

discard RFI form prreerer | P

Hote: To remove an attachment, unselect it. Only newly added attachments can be removed.

04132011_Test Doc 1_|E9 Compatbilty Check.doc
04132011_Test Doc 2_IES Compatbilty Check.doc

imagination at work
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Route an RFlI

Start Workflow: Info

1.

Commenits entered to this R il be viewable by ALL participants of the RF|

Start Workflow: Performers

Start Date: 831 /2010 3:05 P

(Contains » X Show Items | 100 =

~

T TR AT ST T T <TC T

B
=
a
=
2
E
@
E

imagination at work

<000

| o | (o o[ | o |

1. All comments are viewable to all
participants on the RFI.

2. The RFI due date will automatically
default to the present date. You may
enter any future date. Click “Next".

3. Select the Performers. Only one
person can be assigned “Resolution”*
responsibility. An unlimited number of
users can be assigned for “Review” or
“Information”. Click “Finish”.

*Not all users have “Resolution” permission.



Email Notification - Initial Routin

All performers on the RFI will receive an email notification. If you are the
Resolver or a Reviewer, a task is also placed in your Documentum Inbox.

From:

To:

Ce

Subject: ' Notification of RFT ASSIGNMENT -'JOO]TO-RFI-00033 - 000D - WRA Training

Project: 000ITO - WRA Training

Number: 000ITO-RFI-00033

Subject: testing again

Sent to you by

Sent to you for: Review

RFI Notes:

Due Date: Wed Jun 08 11:39:57 EDT 2011

Information Requested:

e requesting information about the project

Proposed Solution:

Attachments:

s export control training cleared.doc
¢ EXPENSES.xlsx
¢ clear cache.doc

To access the RFI please follow these steps:

1. Click the URL: http://collaborationspace.ge-energy.com/pweollab/component/ridrl?strRFIID=0babb1298002a3ad
2. Enterthe 550 1D / Pwd
3. Select PAL Segment: RENEWABLES

) imagination at work




RFI - Save as Draft

1. After completing fields & webtop | &
and/or attaching files click — =
“ f " I mGEEE_I:,I;ZJNEWhBLB: File Edit View Tools Collaboration
Save as Draft” to complete E oo I ——
—.Q: ul riptions
later E: - ; yb;esp_t
H : E;g ‘E“::“?:‘::““” “®  Name/Subject | status | RFI Due Date RFI Resolver
2. RFl form is saved in RFI LT Myinfo ,
. —ﬂ Groups 2 " UATOO1 Draft Create
node. To perform actions on - Home age ® p—
. . . - Distribution Lises
Draft RFI, select; right-click it - wis B ® notincation £ Closed
. E]—E 000ITO - WRA Training ‘ e e Cancel
to open menu, select action & vcorntonc e
lonincanon Lo} Comment
% notifications B Open
@ notification 123 Replied E:;;?: Tocay
@ restrm Closed History
- e e e

*Draft RFls may be Edited, Cancelled, Routed

>~ for Resolution or Commented to.

RF| Crezted On Befalfof Extemal Farty []
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Other Creator Actions

« Always has access to RFI, recipient of final Reply/Completion.

« Can "“Edit” RFI content to provide more detail, request additional information and include
new attachments. May also choose “Comment” to add comments/attachments. Has the
ability to “Change Routing” to replace the Resolver and add more Reviewers or users
receiving the RFI for information. Email notifications will be sent (see next slide) to the
performers.

* Can “Cancel” an RFI as needed, removing tasks from Resolver/Reviewers’ queues. An
email notification will be sent to the performers.

* Can “Close” an RFl once the Resolver has performed the Reply - Complete action.

@Webtop J &
Search
W@ GEE_REMEWABLES : File Edit View Tools Collaboration
—.%';a. Inbox - -
- O saved Searches Cabinets/.../RFI Folder
—C* subscriptions RFI Folder [7] From the RFI nOde.
k. My Files - . = . .
—=Cal§g_uries_ IESI,;—) rlght CI|Ck Qn RFI tO
B0 Administration 9  Mame/Subject | Status | RFI Due Date RFI Resolver .
& Myinfo : T T— - take action
—% Groups @ vaToot Draft Create
— Home Page e Route
meLiicb ity ition Lists ;‘ 55 IR
-4 RFIs @ notification £ Closed
g - WRA Training ‘ Notification D Open Cancel
@ rotica Edit
Matification C Closed Comment
¥ notifications B Open Close
B nosircat ) Search
Motification 123 Replied Export To CSY
@ resten Closed History
i‘ll.ﬁT'iM Clveed FIATLIOAA A28 DA
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Email Notifications - Comment/Edit

From:
To:
ce From:
| Sent: Wednesday, May 25, 2011 10:22 AM
Subject: l Matification of RFI Comment AddedIOOOlTO—RFIOOOZS -000ITO - WRA Training To: Be ChmBuabiy == A
Subjecc* Motification of RFI Edit, additional information added by RFI Creatar IUUUITO—RFI—UUUZE - 000ITO - WRA Training

Project: 000ITO - WRA Training ot Tanes e
roject: = raining

Number: 000ITO-RFI-00028 Number: 000ITO-RFI-00028

Subject: BB Test Subject: BB Test

Comment Added by: RFI Status: Open
Comment added date: Wed May 25 10:00:57 EDT 2011 RFI Edited by:
Edit date: Wed May 25 10:21:48 EDT 2011

Comment added: Adding comments as creator

“ n . Additional Information Added: Please add revised drawings “ an .
Comment” Email Edit” Email
Information Requested: L H Information Requested: 1 H

Notification Notification

¢ Routing Test + Routing Test

» Additional Drawings Needed

Proposed Solution: Proposed Solution:

Attachments: Attachments:

. s A Train Subscriptions-JR.txt
s Project Locator.doc +  Project Lacator.doc

To access the RFI please follow these steps:
To access the RFI please follow these steps: P P

1. Click the URL: htt

1. Click the URL: http://collaborationspace.qe-energy.comy/pweollab/component/ridrl? strRFIID=0babb12980028a7d 2. Enter the 550 1D
2. Enterthe 550 1D/ Pwd 3. Select PAL Segment: RENEWABLES

2. Select PEL Segment: RENEWABLES

cllaborationspace.ge-energy.com/pweollab/component/ridr?strRFIID=0babb12980028a7d

*An email notification will also be sent when an RFl is cancelled.

imagination at work




RFI - Change Routing

The Creator is able to change the routing of an in-progress RFI. Select it, right click
then choose “Edit”, or you may open the RFl and choose “Edit” at the top of the form.

' GEE_THERMAL _EU : . File Edit Wiew Tools Colaboration

:3 Saved Searches

—g Subscriptions

__£ iles i
—gr:t;uries @.x.EF’ @D
Ay

[+}.8 Administration
—<- Mylnfo 5
— Groups
g Home Page test Route M
—3 Distributicn Lists ¥
‘ Michele DE_08261 7 AN
=@ OOOEXTHUS - Training Project w RFI_26Aug 0246 Cancel -,
00 Workflow Forms r—— Iﬁl
01 Pre-Contract “ Aug_26_0245 Comment M
02 Contract Information wh'.ichele Wednesda €10 BM
03 Schedule - Search
04 Reports “ Test_Aug240602 | Export To CSY AM
05 Engineering “ Test_Aug240545 History AW
08 Quality ——
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RFI - Change Routing

In the bottom portion of the opened form, the Creator is required to complete the “Edit
Notes” section and may add attachments. Click “Change Routing”.
The USER LIST will open.

Edit RF|

Request for Information
RFI Number : 000ExTHUS-RFI-00074

Status : Open Project + Q0OEXTHUS - Training Project
RFI Due Date :5ep9, 2011 3:24:19 PA Created 1Sep2, 2011 3:23:33 PM
Creator Name : Co-Author & Company  :

RFI Created On Behalf of External Party : [T

Namei/Subject i Change Routing Reference #

=
Action Requested i Iwﬁmn ﬂ Change Routing b

Original Information Requested New Information Requested

Reason For Request

2 I.Ntémahve Suggestion

RFINotes
(Maximum 2000 Characters) tc this RFI wil be viewable by ALL participants of the RFI

’ El

& Re-Routing to new RESOLVER

Original Proposed Solution New Proposed Solution

j 5

(Maximum 2000 Characters)

(Maximum 2000 Characters) I Attach F\Ie‘ Link F\\es‘ I

Routing

3 ASubscript Notif CHANGE Folder.txt
RFIResolver

.
RFI Reviewer H Cu rrent Routlng
RFlInformation User :

RFI Due Date 15ep 9, 2011 3:24:19 PM

Change Date tfsep 9, 2011 ()

| okl cance

) imagination at work




RFI - Change Routing

You may choose a new Resolver, add reviewers and users receiving the
RFI for information. Click “Ok” to complete action.

"} USER LIST -- Webpage Dialog

-
=
-
-
-
=
-
-
=
=
-
-

(| (| | (| (| | (| [
(| (o (| (][
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RFI - Change Routing

The screen refreshes and the form opens to show the changed routing.
The information is also updated in the RFI node.

Routing

RFI Resolver

RFl Reviewer

RFl Information User :

RFI Due Date 1 5ep 9, 2011 3:24:19 PM

Change Date : ISEp g, 2011

Ghange Rﬂuting
_> For Resolve :

h Saved Searches

g_ Subscriptions |...i
2k My Files 1 =3
> cotegories BLOK =L |28
Administration = Hame/Subject || Stalus" RFI Due Date || RFI Resalver

: L3
& Groups A 4
g
< H‘_’“‘E_ Pa‘?:e ) L o Open  9/16/2011 1:49 PM 8/26/2011 1:43 PM
=y Distribution Lists .
% Aris ’MT{:hete_DE_ﬂBZﬁﬂ Closed 8/29/2011 11:57 AM 8/26/2011 11:55 AM
= _ P 3 e
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RFI - Change Routing

From:
To:
Co

Sent:  Fri9/2/2011 3:34 PM

Subject: Motification of RFI Edit, additional information added by RFI Creator - 000ExTHUS-RFI-00074 - 000EXTHUS - Training Project

&

Project: 000EXTHUS - Training Project
Number: 000ExTHUS-RFI-00074
Subject: Change Routing

RFI Status: Open

“Notification of RFI Edit, additional
information added by RFI Creator”

RFI Edited by:

Edit date: Fri Sep 02 15:34:26 EDT 2011

Additional Information Added: Re-routing to new Resalver
Due Date: Fri Sep 09 15:24:19 EDT 2011

Information Requested:

+ Re-Routing to new RESOLVER

Proposed Solution:

Attachments:

s A Subscript Notif CHANGE Folder.txt

To access the RFI please follow these steps:

2. Enterthe SS0ID / Pwd
3. Select PA&L Segment: THERMAL (Non-Export Control)

1. Click the URL: http://callaborationspace.ge-energy.com/pweollab/component/rfidri?strRFIID=09abd8298012bc2b

T AT

4 Inbax
Saved Searches

—Q’, Subscriptions
3 My Files
Categoriss
8-, Administration
User Management
!Eﬁ Users

Eﬁ-': Grouns

Jid GEE_THERMAL EU: File
@ GEE_ |

i sybiect

The new parties will receive an
email notification and those with
action items will see a task in
their Documentum Inbox.

Take the appropriate action as
required to complete your action
in the RFI as you normally would.

| Date Received | Task Name

!!! QO0EXTHUS-RFI1-00074 Change Routing...

9/2/2011 3:34 PM Resolve RFI

!!! O00EXTHUS-RFI-00073 test - Resolve...

YT prm

8/26/2011 1:49 PM  Resalve RFI
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RFI - Reply

Only the “Resolver” has the authority to “Reply” to an RFIl. The Reviewers may add
comments/attachments. The Resolver can act on the RFI from the link in the email
notification. To reply to an RFI from the RFI node, select it, right click and choose
“Reply”. You may also use the menus icons. To reply from the Inbox, double click on
the RFI to open, then right click (see next slide).

tearch -

GEE _REMEWABLES : File Edit Wiew Tools Colaboration

Vv

Re-Assign
Reply
Forward

Cornmenit
Search

Export To CSV
History
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RFI - Reply

From the Inbox, choose and double click the RFI to open, then right click to take action

GEE PEMEWABLES : File Edit View Tools Collaboration

C subsc

2 My Files 000ITO-RFI-00027 JA. Test - Resolve Rl [
= Categories Description:  ir_rfi_workflow 2011-03-23
¥ Administration Fromi:
¥ Mylnfo Recsivad: 5/23/2011 3:40 PM
it Groups WorkFlow Instructions:
F' Home Page
/-4 Distribution Lists
RFls
O00ITO - WRA Training

—) Requirements : Instructions : To take action on this RFI, please right click on the RFl below, and perform the tasks.
none

Create

Re-Assign

Reply
Eorgard

Cancel
Edit
Comment

Search

History
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RFI - Reply

Input the “Final RFI Notes”, choose “Action” (the Resolver has the option to reply but leave the
RFI open, complete the RFI and it will be closed by the Creator, or complete and close the RFI).
The Resolver can attach or link files with the reply. Click “Ok” to complete action.

An email notification will be sent to all performers.

Reply/Complete RFI

Information Requested

* Confirm routing

Propesed Solution

Resolution

Routing

RFI Resolver

RFI Reviewer

RFI Information User 5

RFI Due Date £ Jun 13, 2011 3:40:18 PM

RFI Notes

I Final RFI Notes I

Comments entered to this RFI wil be viewable by ALL participants of the RF|

H

Action Reply - Complete - Close v

le

Basic Cause Code
Near Root Cause

Root Cause

Attach Files | Link Files

¥ Project Locator.doc
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Other Resolver Actions

* Re-Assign - The Resolver may designate the resolution responsibility to
another user, therefore removing themselves as a performer altogether (and
removing their Documentum Inbox task).

« Forward - The Resolver may “Forward” an RFI to other users for response and
the exchange between the Resolver and the Forwarded parties is private .
The Resolver may elect to, or not to include these responses in their reply to
the RFI Creator.

Search

lg# GEE_REMEWABLES:

Inbgx
faved Searches

—.Q’, Subscriptions

Collaboratien

N
-2k My Files B 3 =N I
Categories Ol o<1 [ [
I~ :"5‘" "f‘; “®  Name/Subject | Status RFISequence Number ¥ RFIDue Date RFI Resolver
- ome Page
L rFIs @ BB Test Open  000ITO-RFI-00028 5/ Create
[ - .
B QO0ITO - WRA Training 9 JRName Change  Closed 000ITO-RFI-00018.01 343 :
Re-Assign
Reply
Select and Forward
right click RFI
for actions Comment

Search
Export To CSV
Histaory
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RFI - Re-Assign

P} Reassign RFI — Webpage Dialog
erergy. comJpwcollbjcallaberationjcomponentsjrfifcommanificantainer jsp7_dmfRequestid=_clientanrdt,_dnfFromModalPopup=lrusEReload=130650728322

1. Complete the mandatory field
“Reassign Notes".

2.  Select the user (one only) for e

RFl Information User q
RFI Due Date ] Jun 13, 2011 3:40:18 PM

reassignment and click the radio

button in the “Resolution” column.

Attach/link additional files as needed (—

4. Click "Reassign”. The reassignment
is complete. :

5. The re-assigned user will receive an
email notification and is now the
“Resolver” and responsible to
“Reply” to this RFI.

RFI Notes

W

Rokitowski, Janice

Attachments

Attach File| Link Files

¥ Project Locator.doc
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RFI - Forward

1. Complete the mandatory field
“Forward Notes".

2. Select the user(s) to forward to by

checking the boxles) in the “Review”

column.

Attach/link additional files as needed

LR

The Resolver and user(s) chosen for
forwarding will receive an email
notification.

o

imagination at work

Click “OK". The RFI will be forwarded.

2 Forward RFI -- Webpage Dialog

Forward RFI

RTTRESONE
RFI Reviewer

RFl Information User :

RFl Due Date : Jun13,2011 3:40:18 PM

RFI Notes

|Forward Notes |

Comments entered to this RFI wil be viewable by ALL participants of the RFI

L’ B

=+

(Maximum 2000 Characters)

RFI Due Date: |Jun 1, 2011 B

Forward To

|[contai » (x| @@ rage[ 1 ofzz@E Shaw Item: |
___|

|| | | |

Attach Files | LinkFiles

¥ Project Locator.doc




RFI - Forward

The recipients may either “Comment” or “Reply” (also “Forward” to other users as
necessary) and attach or link files with either action. An email notification is sent to the
Resolver and all forwarded parties. When the Resolver closes the parent RFI, the separate
forwarded RFI (denoted by .01, .02, etc. following the RFI sequence number) is also closed
and the task is removed from the forwarded parties’ Documentum Inbox.

Reply/Complete RFI

Reply to a forwarded RFI: RF1 Notes
1. Complete the mandatory field “Final R

RFI Notes”. s et e v g o
2. Attach/link additional files as needed S
3. Click “OK”. The RFI will be returned to =

the Resolver. asic cause Cote] 5]
4. The Resolver and user(s) chosen for . g

forwarding will receive an email

notification.

imagination at work



RFI - Reply - Include Forwarded Responses

The Resolver of an RFI may elect to include the response and files from RFI's that were
Forwarded to other users by following the steps listed below. The Resolver would then add
“Final RFI Notes”, choose an “Action” and select “OK” as outline on Page 26.

Reply/Complete RFI

Include Forwarded Responses:
1. Inthe Resolution field check “Include

Routing

in my reply” e

2. Attach any files from the Forwarded
RF1 by checking the box next to the ——
file to be attached.

Comments entered to this RF| will be viewable by ALL participants of the RFI

3. Proceed with Reply actions as
outlined on Page 26.

imagination at work



RFI - View and Print

!Esal':r O\ j—

@ GEE_RENEWABLES :

A subscrip 2

2 My Files

il

Q00ITO-RFI-00049 JR Training - Resolve RFI |
Description: ir_rfi_workflow 2011-08-24

From: -

Received: 9/2/2011 2:10 PM

WorkFlow Instructions:

0O0ITO-RFI-0:004% JR Training - Resolve RFI

Histor
1234567-DR-00006 Training Documentation - Reuﬁz—mew

File | Edit  View

1 I'*Je'.\'I
Edit
Open (Read Only)

Check Out

—> BB Test

"'JRHame Cha

nge

2

RN

To open (view) the RFI from the:

1. RFls node - select and double click the RFI
or choose “File”, “Open (Read Only)".

2. Documentum Inbox - select the RFl,
choose “File”, “Open (Read Only)” or right
click the RFI, Select “View” and in the
window that follows both options, double
click the RFI to open.

If you received an email notification as a
role member, you may also use the link at
the bottom to access the RFI.

Requirements : Instructions : To take action on this RFl, please right click on the RFl below, and perform the tasks.

nene

I Dot ble click to 0P e, |y

- 4

‘- Q00ITO-RFI-0:0049 JR Training

imagination at work

Format

Format for RFI

Modified

8/24/ 2011 7:38 PM



RFI - View and Print

Rr1 view: N [EET [T OO Y ) ) T

To print the RFI, open (read only) the
form and choose the “Print “ button at

Request for Information

RFNumber: WITOOTR 7100014 the top. A new screen will load to
) " H H n H H

Statis : oo proect Confirm Print”. Click to print the RFI.
RFI Due Date 1 oJan 4, 2012 9:00:15 AM Created v
Creator Hame : Co-Author & Company
RFI Created On Behalf of External Party H
Name/Subject : Attach File Test Reference #
Reason For Request : Action Requested

Information Requested

+ Areexternals able to see attachments on this RFIT

Confirm Print

Request for Information
RFI Number : WITOOTR-RFI-00014

Status : Open Project :
RFI Due Date 1 Jan4, 2012 9:00:15 AM Created B
Creator Name : Co-Author & Company

RFI Created On Behalf of External Party N

) imagination at work




The Table Below Lists the Actions Allowed Within the Specific RFI Roles

Comment Cancel Edit Forward Re-Assign Reply-Complete Reply-Complete-Close Close (only After Reply-Complete)

Creator Yes Yes Yes No No No No Yes

Resolver Yes No No VYes Yes Yes Yes No

Reviewer Yes No No No No No No No

Information No No No No No No No No
FYI:

*Email notifications are sent to all involved parties when there is an action taken on the RFI.
e Once an RFl is closed or cancelled, it cannot be re-opened and no further actions can be taken.
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