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The Project record houses the project’s details that are used for reporting, template selection,
integration links, and basic project information. After a project has been created, changes can
be made to any of the existing data, and fields that were initially left blank can be completed
from the Project form.

Edit a Project in the Projects App

The following roles have permission to perform this activity: GSA-Regional KPM, GSA-
PM/COR, GSA-Regional Manager, GSA-Project Creator, and GSA-Sustainability Admin.

Update the Project Type and Subtype

1. Open the project using Project Finder in the left navigation pane.
2. Click the pencil icon next to the project name to open the project for edits.
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Click the Edit button on the top toolbar of the Project Details.

Update the Project Type and/or the Sub Project type in the Details section.

Click the Save/Close button.

Click the Apply Template button at the bottom of the read-only Project form to update
the template used for the project. The Template Last Applied date will update.

ook w

Project Type Owned - Above Prospectus
Project Subtype 53.2M - S10M

Project Attributes

Status Active

Delegation Status Comment
Scope Indicators

Design Funding FY
Construction Funding FY
Acquisition Method

Delivery Method

v PROJECT SETTINGS

Template 0002 - Owned - Above Prospectus - $3.2M-510M
Milestone Configuration Schedule Driven
Allow Milestone Baselining Yes

Template Last Applied 8/19/2022

Apply Template Complete Project Cancel Project Held Project

Enable Baselining of Milestones

1. Open the project using Project Finder in the left navigation pane.
2. Click the pencil icon next to the project name to open the project for edits.
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3. Click the Edit button on the top toolbar of the Project Details.
4. Check the Allow Milestone Baselining box in the Project Setting section.

v PROJECT SETTINGS

Template 0002 - Owned - Above Prospectus - $3.2M-510M
estone Configurat

Schedule Driven

I Allow Milestone Baselining I

Template Last Applied 8/31/2022
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5. Click the Save/Close button.
Update IRIS Work Items or RETA Work Requests

The IRIS Work Items and RETA Work Requests listed in the Funding section are linked to
several Kahua apps and determine funding information that is available via integrations with
IRIS or RETA so it is important this information stays updated. You can delete, edit, and add
more items as needed.

1. Open the project using Project Finder in the left navigation pane.
2. Click the pencil icon next to the project name to open the project for edits.
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3. Click the Edit button on the top toolbar of the Project Details.
4. Edit the funding numbers:
a. To edit an existing ASID/Work Item, select the appropriate number in the
ASID/Work Item drop-down list.
b. To edit an existing RWA/Work Request, select the appropriate number in the
RWA/Work Request drop-down list.
c. To delete an existing ASID/Work Item or RWA/Work Request, put a check mark
in the row containing the current number and click the Delete link.
d. To add a new ASID/Work Item or RWA/Work Request, click the Insert link to add
a new row. Select IRIS or RETA in the Type drop-down list. Select the
appropriate number in the ASID/Work Iltem or RWA/Work Request drop-down

list.
~ FUNDING
Insert 1 item(s) (B4
a Budget Activity Type ASID/Work Item RWA/Work Request
PV =
o & 3 RIS ~ IDC03003 - VDCOOD32 - 1185 : ARRA FUNDING - PHASE 1 MODERNL € ~
v *
o & RETA ~ 1804302: N- The General Services Administration (GSA) isinneedo @ ~
nle

5. Click the Save/Close button.
Update the Roster: Project Manager
The Project Manager field in the Roster is a required field when a project is created, but it can
be changed at any time. Changing the Project Manager in the Project form gives the new
Project Manager GSA-PM/COR permissions and removes the permission from the previous

Project Manager.

1. Open the project using Project Finder in the left navigation pane.
2. Click the pencil icon next to the project name to open the project for edits.
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3. Click the Edit button on the top toolbar of the Project Details.
4. In the Project Manager field in the Roster section, click the arrow to open the list, and
click on the name of the new Project Manager.

~ ROSTER

Ashley White - GSA € -

Loretta Maine - GSA Q

Waynne Frias - GSA Q

Susan Mills - GSA €3

5. Click the Save/Close button.

Update the Roster: Contracting Officer, Property/Facility Manager, or Project
Executive/Sponsor

1. Open the project using Project Finder in the left navigation pane.
2. Click the pencil icon next to the project name to open the project for edits.
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3. Click the Edit button on the top toolbar of the Project Details.

4. In the Contracting Officer, Property/Facility Manager, or Project Executive/Sponsor
field in the Roster section, click the arrow to open the list, and click on the name of the
new team member.

£
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v ROSTER

Ashley White - GSA € -

Loretta Maine - GSA Q

Waynne Frias - GSA @

Susan Mills - GSA €3

5. Click the Save/Close button.

Note: Adding project team members to the Project Roster does not include them in the
Project Directory.

Update the Internal Status, Client Status, Dates, Additional Scope or Sustainability

Several new sections that were not available in the Create New Project form appear after a new
project has been created: Internal Status, Client Status, Dates, Additional Scope, and
Sustainability. Edit mode allows you to complete these sections except for the Dates section,
which is managed by the Milestones app.

1. Open the project using Project Finder in the left navigation pane.
2. Click the pencil icon next to the project name to open the project for edits.
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3. Click the Edit button on the top toolbar of the Project Details.
Internal Status and Client Status

Each Internal Status and Client Status entry creates a new row in the section and
includes the Comment, Created By, and Creation Date (and time).

a. To enter a new Status, enter text in the New Internal Status Comment or New
Client Status field.
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v INTERNAL STATUS

Mew Internal Status Comment

A phasing plan has been developed for the currently available funds.
The second phase work will be dependent upon additional project funds and will be|

Comment Created By Creation Date

* Initial design funding in Presidents FY06 budget. D/B Contract & o

] CMa Contract awarded 3/30/10. The Final Concept Design was ~ Cillisha Knights  1/28/2022 9:41 AM
. nrocand ad tn tha Mammiccinnar an 0420710 and wae
* - The contractor has begun the framing and is currently on

A schedule Loretta Maine 8/31/2022 4:28 PM

Al itilitine haus haon dicsannartad snd tamnarsn nosar sod

» CLIENT STATUS

Comment Created By Creation Date

* The contractor has begun the interior framing and is currently on . o
(4 schedule for an early April completion. Loretta Maine  8/31/2022 4:29 PM

Allatilitine hnun hann disnannnstad and taraneeaes noware and

b. Click the Save/Close button.
Additional Scope

The Additional Scope section is used to enter the number of occupants, parking space,
and square footage information.

a. Enter values in the appropriate fields.
b. Click the Save/Close button.

Sustainability Financials
The Sustainability Financials section is where the PM or Sustainability Administrator can track
the sustainability financial information for the project. This section is not linked to the

Sustainability app and all financial information must be added on this Project form.

a. Enter values in the appropriate fields.
b. Click the Save/Close button.

Move a Project
If a project was added to the incorrect location, it can be moved to the correct location.
The following roles have permission to perform this activity: GSA-Regional KPM.

1. Click the Move button on the top toolbar of the Project Details.

2. Click the arrow beside GSA Domain and continue drilling down to the correct partition.
3. Click the Move button located on the bottom right corner of the window.
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Move

v [ GSA Domain
[ =N
v [ Training Partition
[ - Nick's Awesome Lease Training Project
£ - PUTNAM - US POST OFFICE - McGraw Courthouse
) CT-BRIDGEPORT - NORTH MAIN STREET PLAZA - Nicks Awesome Gwned Training Project
[ CT-HARTFORD - CAPITOL PLACE - MJM Start-Up

[ DC - WASHINGTON - 1800 G STREET N W - Building Modernization

| v [ DEMO Training Projects

3 CT- HARTFORD - New US Courthouse - Hartford - DEMO - Leased Acquisitions Below Prospectus
03 CT-HARTFORD - New US Courthouse - Hartford - DEMO - Owned Above Prospectus Project
03 CT- HARTFORD - New US Courthouse - Hartford - DEMO - Owned Below Prospectus 50k - 250k
3 Hi- PEARL CITY - 97-719 KAMEHAMEHA HW - Training

L3 Mick's Above Prospectus P6 Project

[ Monty's above 250K Template Test

01 Nick Test1.5.22

[ Repair and Replace HVAC Units

=

ation

History of the Project Properties Form

1. To view the historical changes made to the project properties form, click the History

button on the top tool bar.
2. To view a specific edit, click the View Edit link located to the right of the history

reference.
Nick Gicale Apply Template 1/6/2022 10:20:56 AM
Nick Gicale Edited 12/15/2021 9:54:54 AM
Nick Gicale Save / Close view edit 12/8/2021 4:37:54 PM
Nick Gicale Active view edit 12/8/2021 4:36:48 PM

View Complete History

3. To close the form, click the X in the top right corner.

Resources

For additional help with Kahua applications, you can access the Calendar for Instructor-led
training, Self-paced videos and Quick Reference Guides (QRGs) from this link: Training:
Project management tool | GSA

Related QRGs

Project Creation
Project Directory

Milestones

Sustainability
Reporting



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/cdnstatic/Kahua_QRF_Creating_a_Project_v001.pdf
https://www.gsa.gov/cdnstatic/Kahua_QRG_Project_Directory_v001.pdf
https://www.gsa.gov/cdnstatic/Kahua_QRG_Milestones_v004.pdf
https://www.gsa.gov/cdnstatic/Kahua_QRG_Sustainability_v001.pdf
https://www.gsa.gov/cdnstatic/Kahua_QRG_Reports_v001.pdf
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