SSR ~ ProjectTeam

MINING Quick Reference Guide
PROCESS REQUESTS FOR INFORMATION

Step 1 of the Request for Information (RFI) workflow goes to Document Control for review. The passed step

keeps the workflow (Step 2) in Document Control’s court with instructions to start the applicable
Engineering Review workflow(s) and wait for response(s) before passing Step 2. Step 3 returns the RFI to the
workflow Initiator. The Initiator must pass the step to confirm receipt and mark the workflow complete.

S5R Mining
Extemnal Users Document Control Document Control Initiator

Response

Submitted L

Processing In Review

STEP1 STEP 2 STEFP 3

To navigate this Quick Reference Guide, simply scroll down, or use the following hyperlinks to jump to a
specific section.

Review the RFI

Start Engineering Review Workflow

Review Engineering Response and Return to Initiator

Additional Resources

REVIEW THE RFI

When the Request for Information workflow is started, Document Control will receive an email notification
that workflow Step 1 is in their court. Document Control will review the RFI Details and supporting
documents for completeness and validity against construction documents.

1) Open the RFI by clicking on the link in the email or navigating to it from the RFI log view.

@ o N .
Expansion Project - - - ProjectTeam Admin -
SSR
Requests For Information shared with me D
Requested Contractor
Subjoct [F BRINGMEST poquest 11 Discipine 11 §jefieceived Goueioly  Comeatl™ Eelgvﬂ"sa Date  Document  Response 1L P00 Responder 11 CreatedOn 1L Related  Shared
Tender Process TEQ-0005  Request for clarification of tender 717/25 Acme, Inc. John Doe 7428125 1015/251217PM €00 &1

procedures, eval
requirements, and selection
criteria.

TEQ-0007 :?:’:\::é for supplier qualifications, 7125 ‘Acme, Inc. John Doe 7/28/25 10/15/25 12:17 PM éox a1
Risk Management TEQ-0006 717/25 ‘Acme, Inc. John Doe 7/28/25 10/15/25 12:17 PM €00 a1
contractual risk allocation.
2) Review the Details in the form.
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ss: Expansion Project - El @- X-  ProjectTeam Admin -

SHARED WITH (1) View All

ACTION ITEMS

(]
i

Show complete/obsolete items

Subject

Supplier Information Comments  Activity

RFI Number

TEQ-0007 Add @ to force a notification to users

Request
Request for supplier qualifications, references, and supporting documentation for evaluation.

Discipiine Make Private
Date Received
717125 No comments added to this document yet.

Be the first to comment.
Requested By Company

Acme, Inc.

Requested By Contact
John Doe

Requested Response Date a REFERENCE LINKS
7128125

Contractor Document Number

“Response
Response Date

Responder

WORKFLOWS

Request for Information is in Progress (Step 1 of 3)

3) Open and review the attached supporting documents.
a. Add Markups, as needed. **See Add markup annotations to a file for additional help.

ATTACHMENTS

Show obsolete attachments

Name Last Updated
MainSt Partners Supplies.docxll [m] ProjectTeam Admin (SSR Mining) E]
13 KB 10/15/25 at 2:52 PM
Supplier Information.docx ProjectTeam Admin (SSR Mining) E]
13 KB 10/15/25 at 2:52 PM

The red M signifies a markup on this document.
Open the document and turn ON markups to see them

Drag and drop to upload or

4) Click Take Action from the top of the page or from the Workflow panel of the RFI.

R fon Pr El
Expansion Project - @- - ProjectTeam Admin~
SSR

Request for Information requires your action X
Step #:10f 3 (Processing)

Due Date: 10/16/25

Step Instructions: 1) Review RFI for completeness and validity against construction documents. 2) If it is not a valid RFI, Cancel the Workflow and include a detailed explanation in the Note field, or Pass to the next step.

+ Requests For Information E]
Request For Information: S lier Information

Created By ProjectTeam Admin (SSR Mi 1 10/15/25 at 12:17 PM
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5) Pass the workflow step to move it to the Review step or Fail the step to Cancel the workflow and
notify the initiator. Use Notes to justify the cancellation.

Request for Information X

You are taking action on Step 1(Processing) for Reguest For Information:
Supplier Information.

1) Review RFI for completeness and validity against construction documents.
2) If it is not a valid RFI, Cancel the Workflow and include a detailed
explanation in the Note field, or Pass to the next step.

Your action

Pass

Mark as "Passed” and move forward to the next step (Step 2 - In Review).
[Cancel

Mark as "Cancelled" and stop the workflow

Notes

Days for next step to take action: (7) Due date for next step: (7}

6 Tuesday, October 21, 2025

e i

**Step 2 of the workflow remains in Document Control’s court. Do not pass Step 2 until you have
received the review response from the Engineering Review Workflow.

START ENGINEERING REVIEW WORKFLOW

Document Control will start the appropriate Engineering Workflow based on the related discipline of the RFI
and wait for the response before Passing the Review step of the Request for Information Workflow.

a. From the Workflow panel of the RFI, click Start New.

R g i -
Expansion Project -
SSR

WORKFLOWS [ start New

Request for Information is in Progress (Step 2 of 3)

ATTACHMENTS

b. Selectthe appropriate engineer(s) to respond and Start Workflow.
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Start New Workflow x
Workflow Name & Description Workflow Steps oy lorfust oep Due Date for First Step @
- . e . .
‘u::‘i:i“z:;?::n:w:;:: Tz:‘:: Submittal Package to Civil Engineering for a response. Civil Enginesring Response 6 Monday, October 20, 2025
ET;:::1:2(:;:wgir';e:r:i::?vzour::za| Package to Earthworks Engineering for a response. Earth Works Engineering Response s Monday, Octaber 20, 2025
Eﬁi::: :r;e;r[i:g[l:e::;:‘s; Submittal Package to EIC Engineering for a response. EIC Engincering Response 8 Monday, October 20, 2025
8 | e e o o B it Packageto Envirorementl Enginesring for 3 response, EnvitonmentalEnginsering Resporse s Monday, Octaber 20, 2025
ﬁ::;z;’:oz ';«39:::::3 ::557 g:zmiual Package to Geotech Engineering for a response. Geatech Engineering Response 8 Monday, October 20, 2025
E::g:da:: :«:::;:E; ::,":: \ri:gs:im:zackage to Health & Safety Engineering for a response. Health & Safety Engineering Response 5 Monday, Octaber 20, 2025
Ot 1o foraan n P or S Packoge tProcess Plak Eginseig o  esponse Process Plant Engingering Response s Monday, Octaber 20, 2025
E::iz:; ?i":::?;:: :F'\lz?;:';:iual Package to SMP Engineering for a response. SMP Engineering Response s Sunday, October 19, 2025

c. You should have 2 active workflows.

WORKFLOWS
Environmental Engineering Response is in Progress (Step 10of 1) s
Regquest for Information is in Progress (Step 2 of 3) Take Action RN

REVIEW ENGINEERING RESPONSE AND RETURN TO INITIATOR

When the Engineering Response Workflow is passed by the engineer, itis complete and Document Control
is notified. Document Control will review the Response fields and document mark-ups and Pass the
workflow step for Request for Information Workflow.

Open the RFI by clicking on the link in the email or navigating to it from the RFI log view.
Review the Response.

Open and review any new or marked-up Attachments.

Click Take Action for the Request for Information workflow.
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.
ss: Expansion Project - El @- - ProjectTeam Admin~
Requested By Company i N
Acme, Inc.
Requested By Contact
John Doe
Roquestod Response Dats [ rererence ks
7/28/25
Contractor Document Number
Response
See attached.
Response Date
8/27/25
Responder
Jane Miller
WORKFLOWS
Environmental Engineering Response is Done
Request for Information is in Progress (Step 2 of 3)
) ArTacHmENTs
Show obsolete attachments
Name Last Updated
MainSt Partners Supplies.docx [m] ProjectTeam Admin (SSR Mining)
@ Supplier Information.docx ProjectTeam Admin (SSR Mining) [:]
13KB 1015/25 at 2:52 PM
v
5) Pass the workflow step to move return it to the Initiator.
Request for Information X
You are taking action on Step 2 (In Review) for Request For Information:
Supplier Information.
1) Start the related Workflow(s) to gather responses, 2) Once the RFI response
is complete and it contains related attachments, Pass this step to send the RFI
back to the originator.
Your action
IPass
Mark as “Passed” and move forward to the next step (Step 3 - Response
Submitted).
Fail
Mark as "Failed" and move back to step:
Notes
~
Days for next step to take action: (7} Due date for next step: (3
2 Friday, October 17, 2025
Take Action ]
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RELATED RESOURCES

Help Pages:

e Batch Import Records

e Adding Attachments to Forms

Related QRGs:

e Create RFls
e Engineering RFI Review

ProjectTeam Quick Reference Guide support@projectteam.com
Last updated 16 October 2025 (703) 961-1007


https://help.projectteam.com/batch-import
https://help.projectteam.com/adding-attachments-to-forms

	Review the RFI
	Start Engineering Review Workflow
	Review Engineering Response and Return to Initiator
	Related Resources

