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Kahua Quick Reference Guide
Messages

Project Lifecycle Applicability

Identification/ Planning Execution Closeout

Initiation

About Messages

Access the Messages App
Send a Message

Messages are used to send messages to other Kahua users within the system. All messages,
both sent and received, are available in the Messages application. Messages are specific to
your account and include all messages across projects and partitions. Messages can also be
copied to the Communications app of a specific project to capture any official project
communications.

Access the Messages App

1. To access your Messages, Click Messages on the top header bar.

Note: You may also access your Messages from the Getting Started app in the Recent
Messages section.

2. The Messages Inbox opens displaying all of your Messages. You can also select the

drop down next to the Inbox in order to toggle through the other lists views such as
Deleted Items, Inbox, and Sent ltems.
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.— List
= Inbox - NEW

= Deleted Items

= Inbox

= Sent Items

3. Select a Message to open on the right-hand side.
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From within your Message you may Reply, Reply All, Forward, Delete, Copy to

Communications, or View.

Messages

REPLY REPLY ALL FORWARD DELETE COPY TO COMMUNICATIONS VIEW

= [®, v  DELETE  NEW

Q,  Messages Not Read W B
O Frem Subject b Receive
Rachel Love  Please provide your comments fer this Action ltem: QRG Update 472472024
D Rachel Love  Please provide your comments for this Action Item: 4/24/2024
D Rachel Love Daily Report - 4/22/2024 on - - Region 0 Dummy Owned Building - RL Above Prospectus 250k ~ 4/22/2024

Send a Message

Please provide your comments for this Action ltem: QRG Update

v DETAILS

Received 4/24/2024 12:25FPM

From  Rachel Love

To Rachel Love

ce

Subject  Please provide your comments for this Action item: QRG Update
Rachel,

Please review the Action Item and provide your comments.
Project: - - Region 0 Dummy Owned Building - RL Above Prospectus 250k
Item: QRG Update

Due Date: 4/25/2024

Click this link to access your task in Kahua.

1. From your Messages Inbox, click New to open a blank message document.

Messages

REPLY REPLYALL FORWARD DELETE COPY TO COMMUNICATIONS

Please provide your comments for this Action ltem: QRG Update

Q, Messages NotRead v (& B
O Fem Subject & Receive ¥ DETAILS
|:| Rachel Love Please provide your comments for this Action Item: 4/24/2024 Received 4/24/2024 12:25PM
D Rachel Love Daily Report —4/22@24 on - - Region 0 Dummy Owned Building - RL Above Prospectus 250k  4/22/2024 il R
To Rachel Love
ce
Subject  Please provide your comments for this Action ftem: QRG Update
Rachel,

Please review the Action Item and provide vour comments.
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2. Enter the recipient(s) in the To, Cc, or Bcc fields. Use the drop-down list to select from
your Kahua Contacts. To send a message to someone outside your contact list, type
their email address and press Enter.

New Message “New B 3 X
v DETAILS > SECTIONS
DETAILS
To
ATTACHMENTS

Field is required.
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3. Subject is very important. The recommended subject is Project Name/Number —
followed by detail about the email’s content.

+ New @ i X

New Message

v DETAILS > SECTIONS

DETAILS

ATTACHMENTS

Field is required.

Cc

(] Copy to Communications

Subject
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4. Type the text and body of the message.

New Message “New B I X

v DETAILS > SECTIONS

DETAILS

ATTACHMENTS

Field is required.

Cc

(] Copy to Communications

Subject
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5. Check Copy to Communications to save a copy of the message to the
Communications application in the currently open project.

New Message “New B 3 X

v DETAILS > SECTIONS
DETAILS

ATTACHMENTS

Field is required.

Cc

| [] Copy to Communications |

Subject
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6. Upload any attachments in the Attachments section of the message. You may choose
to upload from your computer by clicking Upload or clicking Add Kahua Doc. This
allows you to attach any Kahua record as an attachment.

New Message “New B [T X
Subject > SECTIONS
DETAILS
0 © X B I U | Al - i ATTACHMENTS
S = = E E = = x X' x S v AI v @A~

This is the body of the message_|

v ATTACHMENTS

I UPLOAD ADD KAHUA DOC I

DOCUMENT | SIZE | PREVIEW STATUS COMMENTS

No Files
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7. Click Send to send the message.

New Message

Subject

U.S. General Services Administration

+ New @ e

> SECTIONS

DETAILS

ATTACHMENTS

This is the body of the message.|

v ATTACHMENTS
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Note: Messages can also be sent directly from any application (Ex: RFI). There is a
Send option on the detail actions bar in most apps that will bring up the same screen as
in the Messages app.

EDIT PROCESS VIEW DELETE HISTORY G2 URL

0048 Additional Rail at North End of Ped Bridge (Locked) preview |0 I X
Vv DETAILS > SECTIONS
DETAILS
Number 0048
Date 12/7/2022 OWNER
Subject Additional Rail at North End of Ped Bridge PRIMARY RESPONSE
Reason for RFI Alternate Proposal SECONDARY RESPONS...
Root Cause
Priority 2-High COMMENTS
Status Distributed MEDIA
Author Waynne Frias - GSA REFERENCES
Source Clark Construction Group, LLC
Source RFI CL-0023
Discipline
Csl Code
Location

Potential Cost Impact
Potential Cost Amount
Potential Time Impact
Potential Time Impact Days
Reference

Question Please reference A101 for the north end of Pedestrian
Bridge. There is currently no rail at the north edge of
sidewalk to prevent a fall hazard. Please confirm a 38
inch rail is to be installed at this location - reference
attached sketch (RFI-0424_Sketch 1)

Proposed Solution
Notification Ashley White - GSA

Dacnanes Nictrikotian Pillichs Kninkte  CCA Waunne Crine  "CA

Lo | oot |

All sent Messages will be from the inbox@kahuafn.com email address. You can send
emails from your email account (Gmail, Outlook, etc.) to inbox@kahuafn.com to
populate that message in the Messages app. You can also Reply All to a message, and
it will be received in your Messages inbox. The message can also be subsequently
copied into the Communications app of a project.

Resources

For additional help with Kahua applications, you can access the instructor-led training calendar,
self-paced videos, and Quick Reference Guides (QRGSs) from this link: Training: Project
Management tool | GSA

Related QRGs

Intro and Navigation
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https://www.gsa.gov/real-estate/design-and-construction/project-management-information-system/training-project-management-tool
https://www.gsa.gov/real-estate/design-and-construction/project-management-information-system/training-project-management-tool
https://www.gsa.gov/system/files/Kahua_QRG_Introduction_Navigation_v003.pdf

