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Kahua Quick Reference Guide
Introduction/Navigation

Project Lifecycle Applicability

|dentification/ Planning Execution Closeout

Initiation

About Introduction/Navigation

Access Kahua

Log In to Kahua from the Desktop — External Users (Login.gov)

Log In to Kahua from the Desktop — Internal GSA Users (GSA Auth)
Log In to Kahua from the Web App

Navigating Kahua

Kahua is the PBS enterprise-wide project management information system and the project
management system of record. The tool is where project work gets done and sets the
foundation for project excellence through Kahua’s ease of functionality. Through its use, Kahua
promotes electronic project collaboration to improve project delivery practices.

Access Kahua

To access Kahua, you can use either the Desktop or Web application.

1. Desktop Application
a. The desktop application is installed from BigFix for internal GSA users. For more
information on how to install the desktop application from BigFix, please see the
BigFix Download and Opening the App Quick Reference Guide (QRG).
b. For EXTERNAL users, install the desktop application from the web application
using one of two methods.
i. Viathe User Profile settings
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Susan Mills
GSA Test

My Settings
B  Lock Screen

?  Help
%  Diagnostics
(@  About Kahua

I8 Download Kahua for Windows

# Dark Theme o

[E SignOut

ii. Or the sign in page of the web app.

c. The desktop application when clicked will begin downloading.

Install Kahua for Windows?

2. Web Application
a. Navigate to the Kahua home page at https://launch.kahuafn.com.
b. The web application will automatically launch.
c. Kahua is browser agnostic, but the preferred browsers are Google Chrome or
Microsoft Edge.

Log In to Kahua from the Desktop — EXTERNAL USERS (Login.gov)

1. From the Kahua application, enter your email address in the Username field.
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2. Click the arrow button.

U.S. General Services Administration

K

kahua.
Email Address ‘
[0 Remember Me

3. Click the Sign In button.

4. When logging in outside of the GSA network, the system will prompt the single sign on
process through Login.gov. To create a Login.gov account, please see the Login.gov

QRG.

GSA Kahua is using Login.gov to
allow you to sign in to your
account safely and securely.

5. After reading the Official Use Only message, click OK.

Narning: Offici

oK

6. Enter your Registration Code and click the Submit button. You should now be logged

into the Kahua desktop application.

Note: When a Login.gov account is set up, it will ask you choose a delivery method, and
this will be the default method that is used. To change the delivery method, you will need

to modify your settings in your Login.gov account.
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Enter your one-time code

We sent a text (SMS)LMth a one-time code to (**%) ***-8340.
This code will expire in 10 minutes.

One-time code
Examalodooies

123456

Remember this browser

Log In to Kahua from the Desktop — INTERNAL GSA USERS (GSA Auth)

1. From the Kahua application, enter your email in the Username field.
2. Click the arrow button.

K
kahua =~ -
[J Remember Me

3. Click the Sign In button.

4. When logging in on the GSA network, the system will prompt the single sign on process
through GSA Auth. GSA Auth is a new single sign-on solution to access GSA
applications with multi-factor authentication and will replace the current authentication
platform (SecureAuth). Users will need to complete a one-time enroliment for GSA Auth
before logging into Kahua.

5. A web browser tab will open to the GSA Auth login page. If you would like to login using
your PIV card click Sign in using your PIV card and you may skip to step 11. If you
would like to login using your GSA Auth login please continue to step 6.

6. Enter your gsa.gov email address in the Email address field and click the Next button.
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GSAUTH

Sign in using your PIV card

OR

If you do not have a PIV card, please enter your
email address below to sign in.

Email address

waynne.frias@gsa.gov ‘

Forgot password?

7. Enter your password in the Password field, and click the Verify button.
[ )
GSAUTH

*kkk

Verify with your password

@ waynne.frias@gsa.gov

Password

Forgot password?

Verify with something_else

Back to sign in

8. You may now send yourself the verification email that will include a 6-digit code. Click
the Send me an email button.
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GSAUTH

4

Get a verification email

@ waynne.frias@gsa.gov

Send a verification email to w***s@gsa.gov by
clicking on "Send me an email"

Verify with something else

Back to sign in

9. The email will be sent to your inbox(gsa.gov) with the 6-digit code.

You are receiving this email because a request was
made for a one-time code that can be used for
authentication. %

Please enfer the following code for verification:

821431

10. Back in the web browser tab, you may now enter the 6-digit code in the Enter Code
field. Click the Verify button to complete the authentication.

GSAUTH

Verify with your email

® waynne frias@gsa.gov

Haven't received an email? Send again

We sent an email to w***s@gsa.gov. Enter the
verification code in the text box.

Enter Code

‘ 821431| ‘

11. You have now successfully authenticated your account through GSA Auth and can close
you web browser tab.
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©

You have successfully authenticated. You may now close this browser tab.

Log In to Kahua from the Web App

1. From the Kahua web application, enter your email in the Username field.
2. Click the Next button.

English 7 kahua

Click the Sign In button.

If you are logging in with a gsa.gov email and on the GSA network, you will use the
single sign-on method to log into Kahua and will be automatically logged into the system
and may skip steps 7 through 10 and proceed to the Navigating Kahua section of this
QRG.

5. If you are outside of the GSA network, the system will prompt the single sign on process
through the Login.gov. This is the same process as logging into the desktop app as
shown in the Log In to Kahua from the Desktop — EXTERNAL USERS (Login.gov)
section above.

B w

Navigating Kahua
Landing Page

1. The Landing Page opens upon logging in to Kahua. This is your home screen.
2. The Landing Page displays:

a. My Projects — Projects that have been starred in Project Finder

b. Open Tasks — Any task not yet completed

c. Unread Messages — Messages that have not been read

d. Help Center — Link to General Kahua Support Page
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GSA Domain

¥ My Projects

0001 - DC - WASHINGTON - GSA - DEMO - (D)
Owned Above Prospectus Project

B3

0= 1000

Ashley White
VN Froject Manager

2 Open Tasks (1)

H

YOU HAVE NO OPEN TASKS

Edit My Settings

Ea

000028475 - - - Region 0 Dummy Owned (1)
Building - RL Above Prospectus 250k

Kahua User
Project Manager

) Unread Messages

[Z openapp C

Punch List Item 0001 - QRG Review has been assigned to you
has been assigned to you. P

Kahua , Punch List ltem 0001 (QRG Review)

concerning this Punch List ltem, please contact Kahua User . Click this link to access your task in Kahua.

Field Observation 0002 returned on - - Region 0 Dummy Owned Building - RL Above Prospectus 250k
rvation 0002 bove Prospectus 250k. Subject QRG 2

Rachel, Field
Reason: QRG review

ition 0002 has been

1. Click on your Username at the top right of the screen.

2. Click My Settings to display the pop-up window.

My Settings

returned on

- Region 0 Dummy Owned Building - RL Al

Date

Date

Help Center

c -

[4 openapp C

ease resolve this item by 5/31/2024. If you have any questions

Kahua User
Received 5/24/2024

Rachel Love
Received 5/24/2024

3. You can make any changes to your profile within the My Settings sections. For more
information of each section of My Settings, refer to the Profile Settings QRG.

a. General — Message Options, Time zone, Language, and Partition Navigator

b. Profiles — User Information, Profile Picture

c. Signature — Set up Signature, Image, and 4-Digit PIN. Signatures are used to
acknowledge or approve documents within certain Kahua apps

d. Out of Office — Set out of office time periods and assign a delegate that can act

on your behalf.

kahua™
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My Settings

General
Profiles
Signature

Out of Office

Navigate to a Project

1. Click on the Project Finder app. You can also right-click the app to display the projects
that you have designated (select star icon next to project name) as My Projects.

2. Under the GSA Domain, select the GSA partition.

3. Select the Region number of your project. Under each region there are several partitions
setup dividing each region by Division and Service Center.

4. Select the appropriate Division or Service Center of your project. There may be another

partition level within your selection.

5. Navigate to the appropriate partition. You can see the number of projects listed within
each of these partitions.

6. Click on the Project Name. The partition that you are in is displayed at top workspace
context with your Project Name and Project Details.

7. For more information on the Project Finder app, please see the Project Finder QRG.

ALL PROJECTS MY PROJECTS RECENT PROJECTS Q

#&  GSADomain Testing Partition TEST Region 1 SELECT
Number N@jme
- 0001 - PORTLAND - ME0034 - Gignoux Courthouse HVAC and Fire Alarm Replacement x4 Va

Navigate to an Application

1. From within your project, click Apps on the launch bar on the left side of the window.

2. Within the middle panel, the Applications have been grouped into their perspective
sections. Once a group is selected, the Apps from that section appears in the right
panel. You can also select All Apps to show all apps that are available. Please
remember that the available apps are dependent on your group level access within the
partition or project level you are in.

3. Click on the desired application title (e.g., RFIs or Submittals) to open the application.

4. The app also appears in the launch bar on the left side pane once opened. You can also
right-click the app title to close the app.
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K kahua ) / 000028475 -- - Region 0 Dummy Owned Building - RL Above Prospectus 250k (& / Apps
Apps Recent Q
E Project Finder All Apps Document Management
Administration E Communications
OF  Dashboard
Cost Management Ib Daily Reports
B  calendar
Document Management E‘Fj Design Review >
Q,  search
Index Management I‘} Field Observations
I':I—l RES Project Identification, Initiation and Planning |;| File Manager
Reference 9 Meetings
Schedule Management B Packaged Submittals >
Sustainability Punch Lists

Pin and Unpin Apps

If desired, pin an app to always have that app appear in your launch bar every time you enter
this partition or project.

1. Right-click an app in the launch bar to open the app menu.
2. Click Pin to Launch Bar.

kahua -

Official RFls
Apps
= List
= Construction ¥
E I%JrojectFinder
Q  Dpefaut v
nﬂ
20 Dashboard D s Number = Subj;
O ooo1 Ract
E Calendar
Q Search
B2y Rrs

[ OpenIn New Window

R Pinto Launch Bar

X Close Application
3. If the app is no longer needed, right-click the app name in the launch bar and click
Unpin from Launch Bar.
Search

The Search feature can be used to search Kahua. You have the option to search the entire
GSA Domain, Current partition / project, or My Messages / Tasks.
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1. Click the Search icon in the launch bar.

« kahua

aas Apps

E Project Finder

Q Search

Pr Projects

2. Select the radio button for GSA Domain, Current partition / project, or My Messages /
Tasks.

3. In the Search field, enter the information that you would like to find.

4. Results For populates if the search item is found in Kahua.

5. Click the results title to open on the right-hand side of the screen.

Show Results For
Q | X
(® GSA Domain
(O current partition / project
O My Messages / Tasks

Search All Apps
[[] search Files

Resources

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

Related QRGs

BigFix Download and Opening the App

Uninstalling and Downloading the App for External Users
Profile Settings

Project Finder

Messages
Tasks
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