
RTIP Capture Form 
Request to Initiate (Capital Expenditure) Project 
 
 

COMMUNICATION 
 
The only system generated email notification is an email sent to the Requestor 
once an RTIP form has been submitted. 
 
Requestors and Endorsers are expected to communicate with each other when 
a request has been submitted for endorsement or if a request requires changes 
or additional information before it can be approved. 

START THE RTIP FORM PROCESS 
The RTIP form is launched from Working with Us section of the PF&D external 
web site 
 

 
 
 
 
 



COMPLETING THE RTIP FORM 
Field Notes 

 

• Select a Business 
Area, this will auto-
populate the Endorser 

• To free-select an 
Endorser select 
“Other” for the 
Business Area 

 

 

• To choose a specific 
required completion 
date, select “Other” 
from the Semester 
drop down 



 

• Use the Details 
section to add 
additional details 
about the RTIP in 
relation to the 
location; for example: 
refurbishment of all 
rooms or replacing 
reticulation in the 
front grass area 

 

 



 

 



 

 

 

 

 

• Submit for 
Endorsement once the 
form is complete  

• Save to complete the 
form at a later date 

* Either option moves the 
form into Ci Anywhere 
and from this point 
forward Ci Anywhere is  
where you need to go to 
access the form 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



REVIEW AND TRACK COMPLETED FORMS / 
FINALISE DRAFT FORMS 

To make changes to the RTIP form or view submitted forms, go to the Form 
section of Ci Anywhere 
 

 

• Go to Ci Anywhere 

• Click the Forms tile 

 

 

• Click Responses tab to 
see the list of RTIP forms 
you have created.  

• Each form has a status 

• To edit a Draft form, 
click View 

• For all forms you have 
the option to copy or 
download the form 

 
 

ACTIONS AVAILABLE TO THE ENDORSER  
 
Available actions for the Endorser: 
 

1. Endorse the RTIP 

2. Reject the RTIP 

3. Reassign the RTIP 

4. Request changes to the RTIP form 



 

• Go to Ci Anywhere 

• Click the My Tasks 
tile 

 

 

• Select the RTIP form 

• Click the Endorse 
button to endorse 
the proposal OR 

• Click the Action 
Arrow and select to 
reject, reassign or 
request changes to 
the form 

* There are no system 
generated emails, if 
action is required 
contact the Requestor 
directly to discuss next 
steps 
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