
Subcontractor RFIs 
 
The Subcontractor RFIs application is where a subcontractor creates and submits an RFI to the general 
contractor 
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Selecting the Correct Project 
 
Before getting started, make sure the correct project is selected. 
 

• At the top center of the Kahua window, notice that the currently selected project is identified 
 

 
 

• If necessary, change the currently selected project using Project Finder 
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General Contractor Contact Information 
 

• Before creating an RFI, ensure the general contractor’s information is added to Contacts so that 
the To field can be populated 

 

 
 
Back to Top 
 
 

 
Creating and Submitting an RFI 
 

• Open RFIs, and on the My RFIs tab, click New 
 



 
 

• In the Details section, enter all necessary information 

• In the To field, search for and select the general contractor 
 

 
 

• In the References section, attach any necessary documents 

• Click the Upload button to attach an external document 

• Click the Add Kahua Doc button to attach a document that already exists in the Kahua 
platform 

 



 
 

• When complete, click Submit 

• Alternatively, click Save/Close in case more time is needed to gather information and submit the 
RFI later 
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Status Updates 
 

• Once submitted, the general contractor will be notified of the new RFI in Messages 
o A new entry will appear in the general contractor’s RFI app 

 



 
 

o The status in the subcontractor’s RFIs app will be Submitted 
 

 
 

• Once the general contractor has acknowledged receipt of the RFI, the status in the 
subcontractor’s RFIs app will change to In Review 

 



 
 

• Upon receiving a response to the RFI: 
o The subcontractor will be alerted to the arrival of the RFI in Messages 
o The status in the subcontractor’s RFIs app will change to Responded 
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