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Integration

The File Manager application provides a standardized folder structure for maintaining,
managing, and sharing project files with no storage limit.

Folder Types

["Controlied Folder | =) 5.0 Execution - Construction (shared)

s> @B 6.0 Closeout
| Media Folder]| =i M 7.0 Photos and Media (shared)

Pinnable DraWinﬂfl === 2.0 Pinnable Drawings

1. Controlled Folder — This type of folder is used as a robust Drawing Log and to manage
any type of document. This folder group offers revision management, Review and
approval workflow with ball-in-court tracking, and distribution management. For more
information on the Controlled folder, please refer to the Design Review Quick Reference
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Guide.

2. Files Folder — Enables files of any type to be managed and shared across both internal
and external project stakeholders.

3. Media Folder — Functions and behaves exactly like a standard Files folder, but it enables
media-related content, such as photos and videos, to be better described. Files put into
a Media folder have additional attributes, such as GPS coordinates, video play duration,
and photographer name.

4. Pinnable Drawings - This type of folder is compatible with the Punch List and Location
app. Users are able to upload drawings to this folder that will later be used to pin open
punch list items to.

5. Pining folders. Users have the ability to pin any folder from file manager to their launch
bar on the left-hand side of the screen to quickly access frequently used folders.

a. Right click on the folder.
b. Select Pin/Unpin from the pop up box.
4 B - -Region 0 Dummy Owned Building a B = B G
BB 1.0 Identification and Pre-Projec D 4 Name Modified | Size = Version Desc
4 [ 2.0 Initiation and Planning D E 2.1 Studies
> [@ 2.1 Studies
> [ 3.0 Execution - Integrated Files TR
> [ 4.0 Execution - Design (shared)

% MOVE
> [ 5.0 Execution - Construction (st

> [ 6.0 Closeout RENAME

P 7.0 Photos and Media (shared) DELETE
HISTORY
COPY
SEND LINK
SHARING

PIN/UNPIN

PROPERTIES

c. Once pinned an icon called Pinned Folders shows up on the launch bar on the
left-hand side of the screen and allows you to navigate to the Pinned Folders you
have chosen without entering the File Manager app.

> [ 3.1 Lease Project File (shar
|;| File Manager

> [ 3.2 Owned eCOR File (shar¢

5 Pinned Folders 5 > [0 4.0 Execution - Design (shared)
2.0 Initiation and Planning
D = Region 0 Dummy Owned Building - AL Above Praspectus 250k X
() 3.0 Execution - Integrated Files X

- - Region 0 Dummy Owned Building - RL Above Pr:s@us 2350k
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Navigate File Manager

1. Open the project using Project Finder in the left navigation pane.

2. Select File Manager from the Other column in the launch bar on the left hand side.

3. Drill down to the lower-level folders by clicking on the arrows on the left side of the folder
list.

4. Click on a folder and the contents of the selected folder appears in the middle pane.

5. Click on a file in the middle pane to open a preview of the document on the right.

Flat File View

To view all the files under the selected folder, whether or not they are in a sub-folder, select a
Folder Type ‘flat’ view from the drop-down list in the top right hand corner of the right pane.

m = Default ~» O

Current Folder

T~ Name Modified Size Version Description Contributor All subfolders (Files)
. 1.0 Identification and Pre-Project Planning Al Subfolders (Media)
All Subfolders (Controlled)

. 2.0 Initiation and Planning

- 3.0 Execution - Integrated Files
- 4.0 Execution - Design (shared)
. 5.0 Execution - Construction (shared)

. 6.0 Closeout

- 7.0 Photos and Media (shared)

O 0 0 00|00 0|0Es

Create a New Folder
This action is typically completed by the following roles: GSA-PM/COR.
Option 1:
1. In the folder list, select the folder where you want to create a sub-folder.
2. Click Create Folder in the top ribbon.
3. When prompted, select the folder type.
4. Enter the folder name, then select OK.
Option 2:
1. Right-click the folder where you want a sub-folder and click New Folder.

2. When prompted, select the folder type.
3. Enter the folder name, then select OK.

Manage Folders
Right-clicking a folder opens a list of other options for managing the selected folder:
Copy — Copy the folder and all of its contents to another location in the folder structure.

Move — Move the folder and all of its contents to another location in the folder structure.
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Rename — Change the name of the folder.
Delete — Delete the folder and all of its contents.

History — Open a pane showing a list of when the folder was created or edited and by
whom.

Send Link — Open the Send Wizard with a link to the folder and its contents in the body
of the email.

Sharing — DO NOT USE
Properties — Includes two tabs:

o Details — Lists the Name and Partition Path of the folder.
Notifications — Allows you to set up Notifications to be sent to specific Kahua
users when a file is Added, Edited, Deleted, Locked, Unlocked, and/or the Folder
is Updated.

Note: Users that are assigned as a Contributor or Moderator can modify folder permissions for
particular folders.

Add Files

This action is typically performed by the following roles: GSA-PM/COR, External A/E, External
CM, External Contractors, External Customers, GSA Client Project Agreement, GSA CO
Portfolio CILP, GSA Design Review Coordinator, GSA Measures Manager, GSA PBS
Budget, GSA Regional Manager, or GSA Regional Portfolio Manager & CILP.

Option 1:
1. Select the folder and click the Add Files button in the top ribbon.
2. Select whether to add files from your computer or from Google Drive. For more

information on enabling Google Drive uploads, visit the User Profile Settings QRG.
Select the appropriate file and click the Open button.

If necessary, add any comments or select the individuals you wish to notify.

Click the OK button.

If the file is considered Controlled Unclassified (CUI), click file name and select the Edit
link.

In the top right-hand side of the document, select the drop down to designate the
document as CUL. This is defaulted to blank when first creating a new document.

8. Click the Save button. The newly created document is now marked as a CUl document.
9

o0k w

N

Option 2:

If you are logged in via the Kahua desktop application, you can drag and drop a file into a folder
by opening the folder and dropping the file into the pane on the right side of the screen.
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Upload a New Version of a File
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1. Click Add Files in the top ribbon and select a file with the exact same name as the previous

version.
2. Click OK.

3. Inthe Add Files pane, select New Version then click the OK button.

Add Files X

Select action for existing files:
Freight Elevator plan.pdf

(St v oo

Comments:

Notify the following:

4. To access the earlier version of the file, click on the file to open the Details. Scroll down to

the Versions section. Select the version you wish to view, then click View.

Manage Files

Selecting a file opens a list of options for managing the selected file. The same options are
available when you right-click on the file name.

[m] N Name

o M = Default v O
Modified Size Version Descript

[0 ™, Freight Elevator planads

EDIT
DELETE
HISTORY
MARKUP
SEND FILE
SEND LINK
MOVE
COPY
RENAME
LOCK
UNLOCK
DOWNLOAD

LOCK AND DOWNLOAD

2

Current Folder ~

L

IEDIT DELETE HISTORY MARKUP SENDFILE SEND LINK

MOVE COPY RENAME LOCK I

Freight Elevator plan.pdf

Viewer Details

Edit — Open the Details of the file to be edited.

kahua’
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Delete — Delete the file.

History — Open a pane showing a list of who uploaded or edited a file and when the
changes were made.

Markup — Open Markup options and a list of previous Markups.

Send File — Open the Send Wizard with the file included as an attachment.

Send Link — Open the Send Wizard with a link to the file in the body of the email.

Copy — Copy the file to another location in the folder structure.

Move — Move the file to another location in the folder structure.

Rename — Change the name of the file.

Lock/Unlock — Lock the file, preventing other users from uploading a new version while
you are working on the file. This helps with version control. The file History displays who

locked the file. Unlock when you are ready to allow others to edit.

Download - Initiate a download of the file locally.
Manage Multiple Files
The checkbox to the left of the file name opens several of the same options with the addition of

Multi-Edit and Combine. You can select one or more files to manage at one time using the
options in blue on the left side of the top bar.

IDELETE MULTIEDIT LOCK UNLOCK DOWNLOAD LOCKANDDOWNLOAD SENDFILE MOVE COPY COMBINE

put 6.7 General Vendor Collaboration (shared)
Q, a = Default ~ O
Identification and Pre-Project Planning O I Name Modified Size
Initiation and Planning
Additional Elevator Estimate - Copy (2).xIsx  11/15/2021 401 PM 9 KB

Execution - Integrated Files

Execution - Design (shared) =, Freight Elevator plan - Copy (2).pdf 11/15/2021 401 PM 34 KB
By eoncep = Freight Elevator plan.pdf 11/15/2021 2:44PM 34 KB
4.2 Concept Development

O EH site - Copy.docx 11/15/20271 4:01 PM 45KB

4.3 Final Concept

Multi Edit — Allows you to make edits to the Details of multiple files at one time.

Combine — Combines selected files into one PDF document.

kahua. ¥ August 2024



A
G S"\ U.S. General Services Administration

Send File

Navigate to the folder where the file you would like to send is located.
Open the File to display the file within the Kahua File Viewer.
Click the Send File link at the top navigation bar of the File Viewer.

EDIT DELETE HISTORY OPEN MAm SEND LINK SEND FOR eSIGNATURE COMPARE MOVE COPY RENAME LOCK DOWNLOAD LOCK AND DOWNLOAD @D URL

Lease Project Fact Sheet Mockup_pdf

wnN =

Viewer Details

10fz2 h7s% -
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Lease Project Fact Sheet
May 22, 2023

PA - HARRISBURG - Sylvia H Rambo United States Courthouse - [3530] New Construction
1501 N 6th St Harrisburg, PA 17102-1104

4. A New Message window will populate, enter the Kahua usernames in the To, Cc, or
Bcc fields. The user may also add text to the body of the message.

@ o x

New Message

Cc

Copy to Communications a
Subject Kahua File Link: 3.A308 RESIDENTIAL LVL 32.pdf

EE | T X x A v Alv @

(] X B I U

FERNY

Here is a link to the 3.A308 RESIDENTIAL LVL 32.pdf file.

Open In Kahua

kahu@f’“K August 2024
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5. Click the Send button.

U.S. General Services Administration

Note: Sending CUI documents is not allowed in Kahua because it violates CUI

requirements. If you need to send CUI documents, a link may be sent directing the user to

access the file from Kahua. Security Groups in place will ensure the correct users have
access.

Send

1.
2.
3.

Link

Navigate to the folder where the file you would like to send is located.
Open the Fe to display the file within the Kahua File Viewer.
Click Send Link at the top navigation bar of the File Viewer.

| r—

EDIT DELETE HISTORY OPEN MARKUP SEND FILE §ENBEINK SEND FOR eSIGNATURE COMPARE MOVE COPY RENAME LOCK

Lease Project Fact Sheet Mockup_pdf

Viewer Details

1of2

e - 5 e hoQ

Lease Project Fact Sheet
May 22, 2023

PA - HARRISBURG - Sylvia H Rambo United States Courthouse - [3530] New Construction

1501 N 6th St Harrisburg, PA 17102-1104

DOWNLOAD LOCK AND DOWNLOAD

U.S. General Services Administration

GD URL

4. A New Message window will populate, enter the Kahua usernames in the To, Cc, or
Bcc fields. The user may also add text to the body of the message.

kahuéﬁ

August 2024




GSA

U.S. General Services Administration

New Message

To

Cc

Subject

il G

Open In Kahua

Copy to Communications O

Kahua File Link: 3.A308 RESIDENTIAL LVL 32.pdf

X B I U
= x X X s v Alv B

Here is alink to the 3.A308 RESIDENTIAL LVL 32.pdf file.

@ o x

5. Click the Send

button.

6. Once the user receives the message, they will need to log in to Kahua in order to view

the file.

Send for eSignature

Note: An active DocuSign account is required to complete this step. For complete
DocuSign account activation instructions, please refer to the DocuSign QRG.

1. Click on the document that requires an eSignature.

Q,
O A~ Path

O

", .\6.1 General Vendor Collaboration (shared)
=, | .\6.1 General Vendor Collaboration (shared)

.\6.1 General Vendor Collaboration (shared)

a = Default ~ )

Name

Punch item.pdf
Punch item 2.pdf

Photo 1.pdf

Modified

12/8/2022 10:30 AM

12/8/2022 10:30 AM

12/8/2022 10:30 AM

2. Once the document is open, additional action buttons appear in the ribbon above. Click
Send For eSignature.

Punch item.pdf

Viewer Details

EDIT DELETE HISTORY OPEN MARKUP SENDFILE SENDLINK | SEND FOR eSIGNATURE | COMPARE MOVE COPY e G2 URL

Preview @ ooX

> SECTIONS

1 Viewer

kahua’
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3. The eSignature screen appears for users to begin completing steps 1-4 to send their

document for signature. The eSignature form pre-attaches the document needed for
signature in the Documents section.

& Send For eSignature

@ o x
= T Person not found?
_ Recipients ~1 ey Wesis Add Person
Subject 2 Please review and sign
Message Punch List itemn complete and ready for sign off!
S
Documents

UPLOAD v ADD KAHUA DOC

DOCUMENT MARKUP? = CONTRIBUTOR DATE SIZE PREVIEW STATUS COMMENTS

'd S

[ Punch item.pdf No Ashley White 12/27/20223:44PM 621 KB Unavailable

kahua/K August 2024 10
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4. |If users need to add additional documents to the request, select Upload or Add Kahua

Doc.

| upLoan | ano karua poc |

DOCUMENT MARKUP? CONTRIBUTOR DATE

SIZE PREVIEW STATUS COMMENTS

(Y Punch item.pdf No Ashley White 12/27/2022 3:44PM 621 KB  Unavailable

5. Once complete, click Send to request signature from the user listed in Recipients.
6. After clicking Send, a consent notification appears requesting authorization for DocuSign to
send a signature request on the sender’s behalf. Click Ok if you agree.

Send For eSignature

Ashley White - GSA X
Recipients

Subject Please review and sign

Message Punch List item complete and ready for sign offl

Doe anents UPLOAD %  ADD KAHUA DOC

DocuSign Consent Required

Person not found?
Add Person

u must

behalf before

SIZE PREVIEW STATUS | COMMENTS

4PM 621 KB Unavailable

7. You can close the window after the previous step has been completed.

Fix

kahua’
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GSA

Receive a Document for eSignature

Recipient receives a message from Kahua with the subject DocuSign Consent Required in

their Messages inbox.

1.

= jbex ¥ NEW

Q boxv O

O | Frem Subject Received

[J  Kahua DocuSign Consent Required s 12/27/2022 4:27 PM

2. Click on the message to display split screen. Within the Details section, user is prompted to
click Login to DocuSign and Grant Access.

= box ¥ NEW REPLY REPLY ALL FORWARD DELETE COPYTO COMMUNICATIONS VIEW
Q mbxv O B DocuSign Consent Required Preview @ o x
O  From Subject v DETAILS > SECTIONS
% DETAILS
O  Kahua DocusSign Consent Required Received 12/27/2022 4:27 PM
ATTACHMENTS
From Kahua
To Ashley White
Ce
Subject  DocuSign Consent Required
Please click the following link to grant consent for Kahua to
send DocuSign signature requests on your behalf. You will be
required to |ggin to your DocuSign account in order to grant
consent
Login to DocuSign and grant consent]
v ATTACHMENTS
DOCUMENT  SIZE PREVIEW STATUS COMMENTS
No Files
August 2024
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3. After clicking, some users may be redirected to the DocuSign login page. If this is the case
for you, click Next. If users have already granted access to DocuSign via Kahua, skip to
step 6.

DocuSign

Log In

Email *

ashley.white@gsa.gov

NEXT

4. User is requested to sign in using either Single Sign On (SSO) or Multi-Factor
Authentication.

GSA

DocuSign - MFA

This is a U_S. General Services
Administration Federal Government
computer system that is "FOR OFFICIAL
USE ONLY." This system is subject to
monitoring. Individuals found performing
unauthorized activities may be subject to
disciplinary action including criminal
prosecution.

ENT User ID:

]

kahua. ‘ August 2024
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5. Click Allow Access.

DocuSign

KahuaKFN is Requesting
Permission

« This application will be permitted to request access to
your account without you being present.

« Create and send envelopes. Obtain links for starting
signing sessions.

necting to is not provi
ALLOW ACGESS,
our information in

terms of service and

ALLOW ACCESS

CANCEL

6. User receives an email requesting review and action on the documents attached.

DSS Services Please review and sign

7. Click Review Document.

DSS Services -dss@dacusign.gsa.gov- e

@
@ e~

DocuSign

Ashley White sent you a document to review and sign.

REVIEW DOCUMENT

Ashley White
ashley.white@gsa.gov

Punch List item complete and ready for sign offl

ka hua|< August 2024 14
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8. Once opened, click Continue.

Please Review & Act on These Documents DocuSign?

Ashley White
Kahua

Punch List item complete and ready faor sign off!

Please review the documents below. CONTINUE OTHER ACTIONS v

9. Select from the list of actions on the left side of the screen.

FIELDS

Signature
Initial

Stamp

O kIZ ™

Date Signed

Name

First Name
Last Name
Email Address

Company

B E Mk bk

Title

Text

|_]

Checkbox

&

- August 2024 15
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10. Drag the selection to the area in which the user wants their signature to appear. For some, if
a signature and initials have not been adopted by the user profile, DocuSign requires this
step prior to signing the document.

Adopt Your Signature 2

Confirm your name, initials, and signature.

“ Required
Full Name* Initials*
Ashley White AW
SELECT STYLE DRAW UPLOAD
PREVIEW Change Style

Ebocusigned by: :Ds
DFBDAZCSGCBMGﬁ :
By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all

purposes when | (or my agent) use them on documents, including legally binding contracts - just the same as @ pen-and-paper signature or
initial.

ADOPT AND SIGN CANCEL

11. Click Adopt and Sign once signature style has been selected.

12. User’s signature appears on the document. During this step, the signature can be
repositioned or enlarged if needed.

13. Once the signature has been captured, click Finish either on the top or bottom of the page.

Done! Select Finish to send the completed document.

FIELDS

DDSULSﬂrlEnveIEpEID BCD387CB-6CD1-4A27-9EB9-040242DBABE2 0430 FO8 Drone Diffud

w¥%
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https:idrive. google.com/driveffolders/1w7_o70EMpEenFKgdd8OVhY QINWWILp8vc

Punch item.pdf

FINISH

message, if needed. Once complete, click Send.

Almost Done

Send a completed copy to others.

Email +

Enter email address

; N

ashley.white@gsa.gov X
.. Y. @gsa.g )

Subject 2

Here is your signed document: Punch item.pdf

Message -3

Messages are aoptional

Characters remaining: 250

4

No Thanks

15. Once the last step has been completed, a confirmation screen appears informing users the
process is complete.

%
'i\';,:K

kahua.
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You've finished signing!

You'll receive an email copy once everyone has signed.

16. The original sender requesting an eSignature receives an email notifying them that their
document has been signed.

£k
kahU£T August 2024

U.S. General Services Administration

18



A
U.S. General Services Administration

h DSS Services <dss@docusign.gsa.gov> e “

tome =

SA

Your document has been completed.

VIEW COMPLETED DOCUMENT

All signers completed Here is your signed document: Punch item pdf

Fowsrad by DocuSign

Integration

Kahua will soon have integration with EDMS/EASI. Through this integration, files uploaded in
the 3.2.1 through 3.2.9 subfolders will be synced with EASI. If there are files that you want
synced with EASI, they must be in any of the 3.2 sub-folders.

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

Controlled Unclassified Info (CUI)
Design Review

External users: Download Kahua App
Internal users: BigFix Download

kahua/K August 2024 19
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User Profile Settings

DocuSign
Markups

kahua
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