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Logging into Projectwise Explorer 

ProjectWise allows the use of Windows domain user names and passwords. Here at 
MoDOT, the single sign on is enabled and configured for a datasource. Therefore it 
allows Windows domain users to log in to ProjectWise without entering their Windows 
domain user name and password after the first time. They simply double click on the 
name of the datasource. 

When you log in, ProjectWise verifies your user name and password and determines 
your access rights. These access rights depend on your user group assignment, the 
user settings assigned to you by the administrator, the security on a particular folder or 
document, and possibly the state of a workflow to which a document is currently 
assigned. 

 

NOTE: As in most Windows applications, there are several ways to issue a command or 
perform an action. If in doubt, you can always check the Help file or press F1. 

Working Directories 

ProjectWise copies the files that you work on to your local hard drive. This area is called 
your working directory. It contains temporary copies of the document files that you 
checked or copied out from a ProjectWise server. Applications launched from 
ProjectWise Explorer will use these files automatically. 

WARNING: Never directly delete the directories or files created by ProjectWise from 
Windows Explorer. Deleting these folders or files can cause data loss. To maintain your 
working directory, use the organizer tool or the check in and purge commands. 

IMPORTANT: Always check documents out from ProjectWise. Working on local copies 
may result in data loss, as others may make changes to the document within 
ProjectWise and those changes will not be added to your local copy. 
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The Datasource Tree 

Icons are as follows in the datasource tree. 

 The ProjectWise datasources header.  All datasources are listed under this icon. 

 An individual datasource that you are logged into. 

 An active, open datasource. This datasource is the one you are currently working 
with. There can only be one of these. 

 A datasource that is open but not active. You are logged into this datasource, but 
the focus is on another datasource. 

 An unavailable datasource. 

 A folder or sub-folder. You will not see folders that you do not have view access 
to. 

 Saved Searches root level node. There may be one or more search folders 
below this node. 

 Saved Searches global folder. Only the datasource administrator can amend 
items in this folder. 

 Saved searches personal folder. Each user has their own personal folder. The 
ProjectWise administrator may or may not have enabled this feature. 

 Indicates that a personal folder contains a saved search. The ProjectWise 
administrator may or may not have enabled this feature. 

The Documents Window 

When you select a folder, its contents are displayed in the documents window. If you do 
not have the necessary permissions to a document or sub-folder, the document or sub-
folder will not appear in the documents window. 

Each document has two icons associated with it. The first icon indicates the general 
permissions and current status for the document. The second icon indicates the 
document’s type and its associated application. 

 

An example of the two 
icons described above. 



	

 

 

Custom

You can
it easy to
resizable
customiz
frequent
window,
and the 

Changin

You cha
view typ

 T
d

 T
h

 T
h

 T
S

 T
S

 

izing Proje

n change th
o manage d
e. When th
zable as we
tly. As with 
 as well as 
preview pa

ng the Doc

ange the wa
pes, just as 

This button w
isplays thu

This button w
orizontal ro

This button w
orizontal ro

This button w
Small applic

This button w
Small applic

ectWise Ex

e ProjectW
documents 
e details vie
ell. You can
any Windo
move the b

ane. 

cuments wi

ay documen
you can in 

will invoke 
mbnail ima

will invoke 
ows, withou

will invoke 
ows, withou

will invoke 
cation icons

will invoke 
cation icons

xplorer 

Wise Explore
and to view

ew is selec
n also creat
ows applica
bars betwe

indow view

nts are sho
Windows E

the Thumb
ges for the

the Large a
ut details. 

the Small a
ut details. 

the List on
s in vertical 

the Details
s in vertical 

	Section

er window t
w and edit t

cted, the co
te your own
tion, you ca
en the data

w type 

wn in the d
Explorer. 

bnail Image
documents

application 

application 

 the Standa
rows, witho

s on the Sta
columns, in

n	1:	Projectw

to suit your 
their prope
lumns in th
n tool bars t
an maximiz
asource tree

document p

e on the Sta
s in the sele

icons on th

icons on th

ard tool bar
out details.

andard tool 
ncluding De

wise	Manag

preference
rties. Each 

he documen
to hold tool

ze, minimize
e, the docu

ane by sele

andard tool
ected folde

he Standard

he Standard

r, which wil

bar, which
etails. 

ged	Environm

Page

es. This ma
pane is 

nts window 
ls that you 
e or resize 
uments wind

ecting differ

l bar, which
er. 

d tool bar in

d tool bar in

l show the 

 will show t

ment	

e 1 ‐ 5  
 

akes 

are 
use 
the 
dow 

rent 

 

h 

n 

n 

the 



	

 

 

Showing

An envir
ProjectW
columns
environm

To creat

1.  S

 

 

 

 

 

 

 

 

2. C

 

 

g addition

ronment is 
Wise admin
s to view thi
ment. 

te a Manag

Select View

Click New. 

al informa

a collection
istrator. Th
is custom in

ged View: 

w>Manage 

ation in the

n of custom
e environm
nformation 

Views from

	Section

e details vie

 document 
ment options

for docume

m the Projec

n	1:	Projectw

ew 

attributes t
s in the Ma
ents assign

ctWise Expl

wise	Manag

that can be
naged View

ned to a spe

lorer main m

 

ged	Environm

Page

e defined by
ws lets you 
ecific 

menu bar.  

ment	

e 1 ‐ 6  
 

y the 
add 

 



	

 

 

3. T
V

4. In

 

The Create 
View name a

n the Choos

View dialog
area. (MoD

se Columns

     

g box will o
DOT is the d

s tab, expa

	Section

pen.  In her
default view

nd one of o

n	1:	Projectw

re, enter th
w) 

options by c

wise	Manag

e desired n

 

clicking the 

 

ged	Environm

Page

name of the

plus sign.

ment	

e 1 ‐ 7  
 

e 



	

 

 

To add a
click the

To chan
arrows. 
the Avai

Once es

TIP: The
you on o
defined 

5.  A

6.  W
o

 

 

 

 

 

a column, d
e green arro

nge the orde
To remove
ilable Colum

stablished, 

ese defined
other system
on each. 

Add the col

When the d
ut of the M

double click
ow pointing 

er in which 
 a column, 
mns pane o

you can res

d views are 
ms. If you w

umns of yo

desired colu
anage View

k the colum
to the Sho

the column
highlight it 

or drag and

size the col

stored loca
work on mo

our choice.

umns have 
w dialog. 

	Section

n name or 
w Columns

ns will be di
in the right
drop back 

lumns by d

ally on your
ore than one

been added

n	1:	Projectw

highlight th
s of pane. 

isplayed, us
t pane and 
to the left p

ragging the

r system an
e system, y

d, click the 

wise	Manag

he column n

 

se the gree
click the ar
pane. 

 

e column he

nd will not b
you must ha

OK button

ged	Environm

Page

name and t

en up and d
rrow pointin

eaders’ edg

be available
ave views 

.  Finally Cl

ment	

e 1 ‐ 8  
 

hen 

down 
ng to 

ges. 

e to 

lose 



	

 

 

To chan
arrows. 
the Avai

Once es

TIP: The
you on o
defined 

IMPORT
columns
Name, R
choose t

Clicking 
by an ad

Sorting 

You can
Clicking 

There is
of the di
order an

nge the orde
To remove
ilable Colum

stablished, 

ese defined
other system
on each. 

TANT: Here
s; Name, O
Route No, W
to use this 

the pull do
dministrator

document

n sort docum
a second t

s also a me
splayed co

nd then by d

er in which 
 a column, 
mns pane o

you can res

d views are 
ms. If you w

e at MoDOT
ut to, State

Workflow, F
or create a

own allows y
r or custom

ts in the do

ments by an
time will rev

nu option th
lumns as y
document v

the column
highlight it 

or drag and

size the col

stored loca
work on mo

T there will 
e, File Name
Folder GUID
a view of yo

you to choo
m views that

ocuments w

n individual
verse the o

hat allows y
you like. For
version in d

	Section

ns will be di
in the right
drop back 

lumns by d

ally on your
ore than one

be a defau
e, Applicatio
D, Folder N
u own. 

ose docume
t you have c

window 

l attribute b
rder.  

 

you to sort t
r instance, 
escending 

n	1:	Projectw

isplayed, us
t pane and 
to the left p

ragging the

r system an
e system, y

ult view con
on, File Siz

Name, and F

ent views th
created. 

 

by clicking o

the docume
first by doc
order. 

wise	Manag

se the gree
click the ar
pane. 

 

e column he

nd will not b
you must ha

ntaining the 
ze, Folder ID
Folder Man

hat have be

on the colum

ent list base
cument nam

ged	Environm

Page

en up and d
rrow pointin

eaders’ edg

be available
ave views 

following 
D, County 

nager.  You 

een predefi

mn heading

 

ed on as m
me in ascen

ment	

e 1 ‐ 9  
 

down 
ng to 

ges. 

e to 

ned 

g. 

many 
nding 



	 	Section	1:	Projectwise	Managed	Environment	

 

Page 1 ‐ 10  
     

Tool and status bar options 

You can toggle the display of the tool bars and the status bar by clicking the View pull 
down and selecting the Toolbar option.  This will show the options. 

 

Address toggles the display of the Address bar, which displays the full path to your 
location in the datasource, including the selected folder and document. 

 

TIP: Text in the address bar can be cut and pasted into E-mail and sent to another 
ProjectWise user. They can cut and paste the address into their own ProjectWise 
Explorer address bar. 
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Folder Properties 

The properties associated with folders vary based on whether they are parent folders or 
subfolders, when they were created, who created them, workspace, securities, and 
states among many other useful items.   

General tab 

This tab controls folder name, description, location and ownership, as well as other 
properties. 

Name is the name assigned to the folder. 

Description allows the user to place a description of the folder in this input field. 

Parent is the folder that contains this folder.  If the Parent field is left blank, then the 
folder is at the root of the Documents folder tree in ProjectWise Explorer. 

Environment is the environment assigned to the folder. 

Description is the environment’s description. 

Storage is the default storage location for new documents created in this folder.  

Owner displays the user who is considered responsible for the management of the 
folder.  By default, the name of the user who created the folder will appear in this field.   

Change will allow you to assign an owner to a folder.  
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Spatial tab 

This tab controls what spatial data is applied to the folder, such as an aerial background 
map, coordinate system and source.  MoDOT currently doesn’t have spatial database 
setup for production.  This may be done at a later time, if needed. 
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Statistics tab 

This tab displays creation and modification information about the folder, such as the 
person who created it, the date and time created, the last person to update its 
properties and when, and the number of documents in it, along with other information. 

Created By lists the user’s name that created the folder. 

Created displays the date and time that the file was created. 

Updated By lists the user’s name that last updated the folder. 

Updated displays the date and time that the file was last updated.  

Workflow will display the workflow that is associated with the folder. (Currently not used 
at MoDOT) 

Documents show the total number of documents contained in the selected folder.  This 
does not include documents contained in the sub-folders. 

Folders list the number of sub-folders contained in the selected folder. 

Disk Usage shows the physical size of the selected folder.  This does not include 
documents contained in sub-folders. 
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Workflow and State tab 

This tab contains controls to assign or modify a workflow.  If you change the workflow, 
all the documents in the folder will be moved to the first state in that workflow.  

Note:  This is mainly used for the Central Office – Bidding and Review section for the 
final highway and bridge plans that are pdf format. 
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Project/Folder Security tab 

This tab contains controls that set the security options on the folder. Think of Folder 
security when you see this tab. The controls let the users, groups, and user lists that 
need to have access to the folder. Users who not granted access to the folder are 
denied access to the folder. 

Note: At MoDOT, folder security can only be assigned or modify by a ProjectWise 
Administrator.   

Security Type shows whether security is for Folder, Workflow, or Real both folder & 
workflow. 

Workflow is available after changing the Security Type to Workflow or Real.  

State also becomes available after changing the Security Type to Workflow or Real. 

Inherited from shows the folder that the security permissions were inherited from. 

The following permissions can be assigned: 

 Full control: You have total access to the folder with all editing facilities (this 
option will include access to future editing facilities). 

 Change permissions: You can change the folder permissions. 
 Create sub-folders: You can create sub-folders in this folder (in the ProjectWise 

Explorer Folder menu, the Create option displays). 
 Delete: You can delete folders. 
 Read: The folder displays in ProjectWise Explorer and you can view the folder 

properties (attributes). 
 Write: You can modify the folder properties (attributes). 
 No access: You have no access to the folder. Once this option is enabled for a 

user, they will not be able to see the folder in ProjectWise Explorer. 
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Document Security tab 

This tab allows you to set the security options that apply generally to all the documents 
at the root of the folder. 

 Security Type — Folder — If selected, the Workflow and State lists are 
disabled. The list shows the folder's own Security Objects or security inherited 
from the Object Security hierarchy. 

 Security Type — Workflow — If selected, the Workflow and State lists become 
active. The Workflow list displays all the available workflows in the datasource. 
Selecting a workflow from the list assigns permissions to that folder, which 
become active when the folder is placed in the selected workflow. The State list 
displays all the available states within the selected workflow. Selecting a state 
from the list assigns permissions to that folder, which become active when the 
folder is placed in the selected state within the workflow. 

 Security Type — Real (Workflow & Folder) — If selected, the Workflow and 
State lists become active. This option displays the combination of permissions 
from both the Folder and Workflow, therefore the selected user's permissions 
cannot be changed when this option is selected. 

 Workflow — When Security Type is set to Workflow or Real (Workflow & 
Folder), this list displays all available workflows in the datasource. 

 State — When Security Type is set to Workflow or Real (Workflow & Folder), this 
list displays all states in the workflow selected in the Workflow list. 

 Inherited from — Displays the name of the item the documents in the folder 
inherits their rights from. The items can be global datasource, environment, 
workflow or workflow state. For example, in ProjectWise Administrator, if users 
are added to folder security at the datasource level, these are displayed in the 
User, Group, User List window (untitled) in the security tab page when creating a 
new folder. 
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View tab 

The tab lets you assign personal and global views to this folder or project. For complete 
information, see “Using Views To Display The Properties You Want” under the 
ProjectWise help. 

Document list view - In this section you can define which view will be applied to the 
document list in the documents window when this folder or project is selected. When 
both a personal view and a global view are assigned in this section, then that personal 
view will be applied. When neither a personal view nor a global view is assigned in this 
section, then whatever is set as the default view for the document list for all folders and 
projects in the datasource is applied. 

Preview pane view - In this section you can define which view to apply to the preview 
pane in the documents window when this folder or project is selected. When both a 
personal view and a global view are assigned in this section, then that personal view will 
be applied. When neither a personal view nor a global view is assigned in this section, 
then whatever is set as the default view for the preview pane for all folders and projects 
in the datasource is applied. 
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Audit Trail tab 

This tab will allow you to view that activity under the folder for the last 3 months.  Any 
activity past 3 months is removed from the database. 
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Workspace tab 

This tab lets you assign a (unmanaged) workspace profile or various managed 
workspace settings to the folder or project. 

 Workspace type - Sets the Workspace type as created by the ProjectWise 
Administrator 

 Workspace Profile - Lists the MicroStation profiles that can be assigned to the 
folder so all MicroStation files under the folder will open correctly.   

 

Copying a folder structure to another folder 

If you create a folder structure you want to reuse, you can copy and paste the structure 
to create new folders. 

You can drag a folder with the folder structure that you would like to copy to another 
folder.  

Paste folder dialog 

The paste folder dialog allows the user to choose options to copy subfolders and copy 
documents under the General tab.  This will also allow the user to change options in the 
Advanced tab. 
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General tab 

 Subfolders - When on, let’s you copy the selected source folder and its 
subfolders into the destination folder.  If off, you can only copy the contents of the 
selected source folder and its folders, but not the folders themselves, into the 
destination folder. 

 

 Documents - When on, let’s you copy documents from the source folder into the 
destination folder.  If ‘Copy Subfolders’ is also on, documents are copied along 
with their folder into the destination folder. 

 

 

 

 

 

 

 

Advanced tab 

 Copy set references - When on, set relationships are kept between any master 
documents included in the copy and their references. If any of a master 
document's references are in a folder included in the copy, then the new copy of 
the master document is linked to the new copies of the reference documents. If 
any of a master document's references are in a folder not included in the copy, 
then the new copy of the master document remains linked to the original 
(uncopied) reference documents. When 'Copy set references' is off, any master 
documents in the selected source folder will no longer be master documents 
when copied into the destination folder. 

 Copy attributes - When on, document attributes are copied. If both Copy 
documents and Copy set references are not turned on, this option is grayed out 
and unavailable. 
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 Copy versions (without reference sets) - When on, versions are copied into 
the destination folder; however, if any of the versions are master documents of 
logical sets, the versions will no longer be master documents. 

 Copy folder workflow - When on, the selected source folder's workflow is 
retained in the new copy of the folder. If off, the newly copied folder inherits the 
workflow of its new parent folder. 

 Copy access control - When on, the selected source folder's security settings 
are retained in the new copy of the folder. If off, the newly copied folder inherits 
the security settings of its new parent folder. 

 Copy workspace profiles - When on, the selected source folder's workspace 
settings are retained in the new copy of the folder. If off, the newly copied folder 
inherits the workspace settings of its new parent folder. 

 Take ownership - When on, the user performing the copy becomes the owner of 
the newly copied folder. If off, the user who is the owner of the selected source 
folder will also be the owner the newly copied folder. 

 Copy saved searches - When on, any saved searches in the copied project are 
retained in the new copy of the project. 

 Copy resources - When on, the resources currently set for the copied project 
remain the same in the new copy of the project. 

 Update GUI on each operation - When on, the ProjectWise Explorer window 
updates after each copy. If off, the ProjectWise Explorer window updates once 
after all copies are completed. 
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Icons that indicate a document’s type and associated application 

The second icon next to an entry in the document’s window indicates whether it is 

 A free standing document (a document not grouped in a set). 

 An unassigned document (one which has not been assigned to an application). 

 A redline document (one which has been created using the ProjectWise redline 
feature). 

 A flat set (a set of documents at the same level). 

 The parent (master) file of a logical set (a nested set of MicroStation reference 
documents). 

Icon Description 

 

Default – This icon displays when a document is associated to an 
application, but the application has no icon associated to it. 

 

Unassociated – +This icon displays next to a document which is not 
associated to an application. 

 
Redline – ProjectWise Redline Document. 

 
Flat Set – Document Group. 

 
Logical Set (MicroStation) – MicroStation Master file with references 
attached. 

 Logical Set (MicroStation) – MicroStation Master file storing a link set. 

 
Logical Set (MicroStation) – MicroStation Master file with references 
attached and storing a link set. 

 
Logical Set (AutoCad) – AutoCad Master file with references attached.

 

Checking Out and Opening Documents 

Checking out a document locks the document so that no other user can make changes 
to it while you are working on it. To check out a document, you must have read/write 
privileges for that document. 
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You can either check out the document or open it later, or you can check out the 
document and open it simultaneously. Opening a document to which you have 
read/write privileges checks the document out (if not already checked out), downloads a 
copy of the document from the ProjectWise server to your working directory, and then 
opens the document in the appropriate application. 

 

When a document is checked out, the document's read/write (pencil) icon is replaced by 
a check mark icon to show that you have checked out the document.  

 

To other users, a lock icon to show that another user has locked the document replaces 
the read/write icon. 

 

You can only check out documents for which you have read/write privileges, and 
which are not locked by you or another user. 

To check out one or more documents (to be edited later) 

1. In the documents window, select one or more checked in documents to which 
you have write access and from the Document menu, choose Check Out. 

To check out and open a document (in its associated application) 

1. In the documents window, select a checked in document to which you have write 
access and from the Document menu, choose Open. 
The document is checked out and opened. The program that launches depends 
on the ProjectWise application associated to the document, and the program 
defined to open documents associated to that application. 

To open a document in a new instance of the document's associated application 

1. Open a document from ProjectWise Explorer (Document > Open). 
2. After the document opens in its associated application, go back to ProjectWise 

Explorer and select another document associated to the same application. 
3. This time, press the <Shift> key and choose Document > Open. 

The second document opens in a new instance of the associated application. 
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You can also check out and open documents in applications other than their associated 
application. Opening documents in this way does not change the application's 
associated executable. 

To check out and open a document (in an application other than the associated 
application) 

1. In the documents window, select a document and from the Document menu, 
choose Open With. 
A standard file open dialog box opens, allowing you to search for the program 
shortcut or executable file for the application in which you want to open the file. 

2. Navigate to and select the appropriate executable (.exe) file or program shortcut, 
then click Open. 
The selected document is checked out and is opened in the selected application. 
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Document Check In 

Document “Check In” from the editing application 

When you close a document that is stored in ProjectWise, you will be prompted to 
check it back in. 

 

You have options to either Check In, Update Server Copy, Free, or Cancel. Normally 
you will select the Check In option, which updates the file back to the server and also 
checks the document back into ProjectWise to were other users can open and modify it. 
Checking in a document also replaces the document's check mark icon (or to other 
users, the lock icon) with its read/write (pencil) icon. 

 Check In – Updates the server copy of the document with changes you made in 
your local copy and returns the document's status to from Checked Out to 
Checked In. 

 Update Server Copy – Updates the server copy of the document with changes 
you made in your local copy and leaves the document's status set to Checked 
Out. 

 Free – Returns the document status from Checked Out to Checked In, but does 
not delete the local copy of the document. 

 Cancel - Closes the Check In dialog without taking any action on the document. 
If you later want to check in, update server copy, or free this document, you can 
do so from ProjectWise Explorer. 
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Document “Check In” from ProjectWise Explorer 

 

You can also check in a document through ProjectWise Explorer. Simply right click over 
the checked out document and choose the “Check In” option. 

Important:  If a checked out document is open in an application and you attempt to 
“check in” the document from ProjectWise Explorer, you will receive an error message 
and ProjectWise will not allow you to “check in” the document until you close the 
document. 
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Document “Check In” from the Local Document Organizer 

Open the Local Document Organizer dialog box by choosing Local Document Organizer 
from the Tools pull down menu. 

 

 

Under the View menu, choose Checked Out Documents. 
All of the documents you currently have checked out will display in the document 
window. 

 

In the document window, select one or more of the checked out documents. 

To check in the documents, simply choose either Check In or Check In – Leave Copy 
from the Action pull down menu. 

 

The Check In and Check In – Leave Copy options do the same action within MoDOT’s 
configuration. 
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Updating documents in ProjectWise without checking them in 

There may be times where ProjectWise users may need to see the most recent 
changes you have made to a document, while you may not be ready to disrupt your 
workflow and check in the document. In this scenario, you can use Update Server Copy 
option to replace the server copy of a document by the copy of the document you have 
checked out, without actually checking in the document, and while maintaining 'checked 
out' status. 

From MicroStation, you can choose the Update Server Copy from the File pull down 
menu. 

  

From ProjectWise Explorer, you can choose the Update Server Copy from the 
Document pull down menu.  Another option in ProjectWise is to right click over the 
checked out file, then select the Update Server Copy option. 
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You may also use the Local Document Organizer in ProjectWise and select Update 
Server Copy to update a file without closing and checking in the file. 
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Creating ProjectWise Documents from MicroStation 

There are two options when you choose to create a new document in MicroStation 
through ProjectWise, No Wizard and Advanced Wizard. 

The No Wizard option is an option that allows the user to create the document file and 
come back to fill in the attributes after the file has been created.  Using the Advanced 
Wizard allows the user to fill out the attributes as part of the creating file routine. 

 

Choosing to create a new file from MicroStation either by the pull down or the icon will 
open the New Document Creation Wizards dialog box. 

No Wizard option 

 

We will go through the No Wizard option.  Selecting the No Wizard option opens a New 
dialog box with the General tab. 
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Navigate to the CADD_Standards folder. 

 

Navigate to the Seed Files folder. 
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Open the Design – English folder. 

Select the document to be used as a seed file, and click Open. 
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The seed document's name and description display in the New dialog box's Source 
Document section. 

 

Click the OK button and MicroStation will open the newly created document.   

ProjectWise also now lists the file name and the Out To column shows your userid. 
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Document section 

The Document is the server “placeholder” name.  This is the name that the Oracle 
server will use and the name that the user will see in the ProjectWise Explorer. 

 

Name - Sets the display name for the document. The Name field is limited to 127 
characters. 

Description - Used to provide an optional description of the document. The Description 
field is limited to 127 characters. 

Version - Displays the version of the selected document. I 

Sequence - Displays the number in which the document falls in the sequence of 
versions.  

Application - Sets the application to be associated with the current document. 

Workflow - Displays the name of the workflow that is applied to the folder containing 
the selected document. If no workflow is applied to the folder, this field is blank. 

State - Displays the state of the workflow that the selected document is in. If no 
workflow is applied to the folder, this field is blank. 

Department - Sets the department to be associated with the current document. 

Status - Displays the status of the selected document (Checked In, Checked Out, 
Exported, Final, Not Checked In, Not Checked Out, Not Exported, or Not Final). This 
field is blank before the document is created; immediately after creation, the status of 
the document is Checked In. 

Node - Displays the name of the computer to which the selected document is checked 
out or exported. This field is blank if the document is in any other status. 
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Out to/Final by - Displays the user name of the user who has checked out, exported, or 
set final status on the selected document. 

On (Status last changed) - The On field to the right of the Out to/Final by field displays 
the time and date the document's status was last changed. 

Created By - Displays the name of the user who created the document. 

On (Created) - The On field to the right of the Created By field displays the time and 
date the document was created. 

Updated By - Displays the name of the user who last modified the selected document. 
If the document has not been modified since it was created, this field displays the user 
name of the user who created the document. 

On (Updated) - The On field to the right of the Updated By field displays the time and 
date the document was modified. If the document has not been modified since it was 
created, this field also displays the time and date the document was created. 

File section 

 

File Name - Displays the name of the file attached to the selected document. If no file is 
attached to the selected document, this field is blank. 

File Size - Displays the amount of disk space the attached file occupies. 

File Updated By - Displays the user name of the user who last modified the file 
attached to the selected document. 

Storage - Displays the selected document's folder's storage area. Every folder is 
associated to a storage area, which determines where the server copies of the 
ProjectWise files are stored. 

On (File Updated) - The On field to the right of the File Updated By field displays the 
time and date the file attached to the selected document was last updated. 
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Folder section 

 

Name — Displays the name of the folder the selected document is in, or the folder you 
are in when you create a new document. If you are viewing the properties of an existing 
document, the Change button is disabled. If you are creating a new document, clicking 
the Change button allows you to select a different folder in which to create the 
document. 

Description — Displays the description of the containing folder, if one exists. 

Environment Name — Displays the name of the environment that is applied to the 
folder containing the selected document. The environment determines which attributes 
display on the Attributes and More Attributes tabs. 

Description (Environment) — Displays the description of the folder's environment. 
This field is blank if no description exists. 
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* Scale applies the English or Metric scale of the 
project. This field is a required input field for 
producing the Adobe Acrobat PDF Contract Plans. 

* PDF Create A or B allows the user to create and 
Adobe Acrobat PDF in an A size (8 ½” x 11”) or a B 
size (11” x 17”). 

Project Manager is automatically populated with the Project Manager’s name after 
choosing the Job Number. 

*   Indicates a field that is required to be filled in for creation of Contract Plan PDF files. 
**  Indicates an additional field to be filled in by the Bridge division for creation of 
Contract Plan PDF files. 

Project Information 

 

Project Surveyor allows the input of the name of the Surveyor for the project. 

Grid to Ground Factor   

Length of Project will populate the value if the value has been entered into the Oracle 
database. 

Begin Township allows the input of the beginning Township that the project is located. 

Range allows the input of the Range. 

Section allows the input of the Section. 

NOTE:  The Attribute tab is explained in more detail in Section 4 – PDF Generation 
Process for Final Contract Plans, Preliminary Plans and R/W Plans for purposes at 
MoDOT. 
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Select the Attributes tab. In here, you will need to fill out the District and Job Number 
for ProjectWise to create the PDF file properly.  

The Project Manager, County, Length of Project and Route will automatically fill 
out once the Job Number has been filled out. That information is pulled from the 
TMS Database from the job number that is selected.  For Bridge plans fill out the 
Bridge Number to create the folder in the Contract Plans. 

 

 Finally click the Save button at the bottom of the dialog box to save the attributes 
to the document. 

 

 

 

 

 



Se

 

 

Step 2 –

Once yo
attribute

 R
A

 N

 

ection	4:	PDF

– Coping th

ou have app
es to multipl

Right click 
Attributes -

Next select t

F	Generation	

he Attribut

plied attribu
le MicroSta

over the do
 Copy Attr

the files tha

Process	for	F

tes to Mult

utes to one 
ation files fo

ocument tha
ributes opt

at need to h

Final	Contrac

tiple Micro

of the Micr
or that proje

at has attrib
ion.  

have attribu

ct	Plans,	Prel

oStation Dr

roStation file
ect.  

butes assig

utes assigne

liminary	Plan

rawings 

es, you can

gned to it an

ed to them.

ns	and	R/W	

Page

n copy thos

nd select 

 

. 

Plans	

e 4 ‐ 3  
 

se 



Se

 

 

 F
A
a
to

ection	4:	PDF

Finally, righ
Attributes o

ttributes?".
o all the Mic

F	Generation	

t click ove
option. You 
 That is wh
croStation c

Process	for	F

r the select
will be pro
en you will 
contract pla

Final	Contrac

ted docume
mpted aski
want to se

an files you 

 

 

 

 

ct	Plans,	Prel

ents and se
ing "Do you

elect Yes to
had select

liminary	Plan

elect Attribu
u want to ov
o All to past
ted.  

 

ns	and	R/W	

Page

utes - Past
verride exis
te the attrib

Plans	

e 4 ‐ 4  
 

te 
sting 
butes 



Se

 

 

Step 3 –

Once th
filled out
docume
created 
project. 
then the

Remem
plan files

 S
o

 W
fi

ection	4:	PDF

– Creating 

e MicroSta
t in ProjectW
nts for the 
under the C
The Projec

e Reviewer 

ber that the
s for the PD

Select the M
ver the sele

When Creat
les.  If you 

F	Generation	

Renditions

tion files fo
Wise, you w
Project Ma
Contract P
ct Manager 
for the job 

e Attributes
DF creation

MicroStation
ected files a
ting Renditi
do only the

Process	for	F

s 

r the job ar
will need to
nager to se

Plans - Dist
will then se
will review 

s will need 
n to work.  

n files that n
and select t
ons you ca

e first borde

Final	Contrac

re complete
 use Create

eal. The PD
trict XX and
eal the PDF
the sealed 

to be assig

need to be 
the option n

annot mix si
er of multiple

ct	Plans,	Prel

ed and the a
e Renditio

DF documen
d then the j
F document

PDF docum

gned to the 

processed 
named Cre
ingle borde
e border file

liminary	Plan

attributes fo
ons to creat
nts for the j
job numbe
ts electroni
ments. 

MicroStatio

into PDF fi
eate Rendit
er files with 
e will be cre

 

ns	and	R/W	

Page

or the files a
te the PDF 
job will be 
er for the 
cally, which

on contract

les, right c
tions.  
multiple bo
eated. 

Plans	

e 4 ‐ 5  
 

are 

h 

t 

click 

order 



Se

 

 

Here’s s

Profile –
rendition
Compon

Present
line and 

Format 

File nam
the sele

S
M
in
fi

Destina
C
b
C
p
C
R
C
P

ection	4:	PDF

some additi

– Controls w
n. Currently
nents will ch

tation – Co
text scale. 

– Currently

me – There
cted file an

Single Bord
Multiple Bo
n the file. Th
ilename_3.p

ation – The
Contract Pl

elow the pr
Contract Pl

roject numb
Contract Pl
RW Plans F
Contract Pl
Plan Folder.

F	Generation	

onal inform

which comp
y there is on
hange depe

ontrols the a

y we are on

 are two op
d will contr

der – The P
orders – Qu
he PDF file
pdf and so 

re are Four
ans – Brid
roject. 
ans – Des
ber. 
ans – Righ
older below
ans – Stan
. 

Process	for	F

mation abou

ponents are
nly one prof
ending on t

appearance

nly outputtin

ptions to ch
ol how the 

PDF file will
uantity / Cro
s will be na
on. 

r options to
dge –PDF fi

ign – PDF 

ht of Way –
w the Projec
ndard Plan

Final	Contrac

t the Creat

e available 
file, but the
he profile.

e of the PD

ng to a PDF

oose from 
PDF file ge
 be name e

oss-Section
amed filena

 choose fro
iles will be 

files will be

–PDF files w
ct 
s –PDF file

ct	Plans,	Prel

te Renditio

to the user
ere will more

F file in reg

F file. 

based off th
ets named.
exactly like 
ns sheets w
ame_1.pdf, 

om base on
located wit

e located at 

will be loca

es will be lo

liminary	Plan

 

ons dialog. 

rs when sub
e in the futu

gards to siz

he number 

the dgn file
with more th

filename_2

n which divi
hin a Bridg

t the root lev

ted within a

ocated withi

 

ns	and	R/W	

Page

bmitting a 
ure. 

e, color and

of borders 

e. [filename
han one bor
2.pdf, 

sion. 
e number 

vel of the 

an Approve

in the Stand

Plans	

e 4 ‐ 6  
 

d 

in 

e.pdf] 
rder 

ed 

dard 



Se

 

 

Folder –

Send e-
submitta

T
o
th
is

 It
m
N
M
fi

 

 

 

 

 

 

 

 

ection	4:	PDF

– This is the

-mail notifi
al is comple

The email yo
utput files. 
hing. The e
sn’t filled ou

t may take a
many reque
Number fold
MicroStation
les.  

F	Generation	

e location w

cation on 
ete. 

ou receive w
If your ema
rror could m

ut correctly.

a few minut
sts are in th
der and you
n files. The 

Process	for	F

where the fi

completio

will give yo
ail is green,
mean that t
 

tes for your
he queue. G
u will event
Project Ma

Final	Contrac

le will be p

n – you wil

ou some info
, that’s a go
he file alrea

  

r PDF files 
Go to the C
ually see th

anager can 

ct	Plans,	Prel

laced. 

l get notifie

ormation an
ood thing. If
ady exists o

to generate
Contract Pl
he generate
now review

liminary	Plan

ed via email

nd links to t
f it’s red, th
or the attrib

e, dependin
ans - Distr

ed PDF files
w and seal t

ns	and	R/W	

Page

l when the 

the input an
at’s a bad 

butes dialog

ng on how 
rict XX - Jo
s from the 
those PDF 

Plans	

e 4 ‐ 7  
 

nd 

g 

 

ob 



Section	4:	PDF	Generation	Process	for	Final	Contract	Plans,	Preliminary	Plans	and	R/W	Plans	

 

Page 4 ‐ 8  
     

Step 4 – Making a Revised PDF File 
Once the Project Manager reviews the generated PDF files to seal, there may need to 
be revisions done to the plans before he seals the PDF files. This is when you will make 
the revisions to the MicroStation files that the Project Manager is requesting and then 
generate new PDF files for the Project Manager.  

 PDF files can now only be submitted once with the original name. If you have to 
resubmit the file again you will have to delete the existing PDF file before 
submitting. Users have access to delete files within the contract plans location in 
the review state if resubmittal is required. 

 Once this has been done and the MicroStation files have been edited 
accordingly, you will do the instructions exactly like in Step 3 to process the new 
PDF files.  

 When the PDF files get generated, you will see the new PDF files under the 
Contract Plans - District XX - Job Number folder.  

Making a Revised PDF File after the Project has been posted to the MoDOt Online 
Plans Room 

Once the Project Manager reviews the Contract Plan PDF files and seals them, they are 
placed on the MoDOT online Plans Room web site for contractors to bid and estimate 
off the plans for constructing the project.  But you may run into a situation where you 
need to make addendums or revisions to sheets if they find an error in the project plans.  
This will show you what needs to be done for those addendum or revision sheets for 
those sheets that needed to be corrected.  

 A Save As will need to be done to the original dgn file with the name reflecting 
the proper file naming convention for Addendums as defined in the EPG. This 
ensures the PDF file corresponds to an actual dgn file. The link below will guide 
you on that format. 

 The Designer or Technician will make the corrections in the MicroStation files or 
make additional sheets as need for the project revisions. 

 Once this has been done and the MicroStation files have been corrected or 
added accordingly, you will do the instructions exactly like in Step 3 to process 
the new PDF files.  
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NOTE: Use the link below to see more information on what needs to be added or done 
to the MicroStation files when you are making an addendum or revisions sheets. 

http://caddnet/index.php?title=Guidelines_for_Addendum_or_Revision_Sheets 
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INCORRECT  CORRECT 

Proper preparation of MicroStation files prior to making PDF files for signing 

There are a few items that need to be reviewed on the MicroStation files prior to going 
through with the “Make PDF Request” process.  This will insure that the PDF files are 
created properly, created in the correct location, and help avoid possible delays that 
may cause your files not to process or even lock the system down to where no one can 
process files. 

 Make sure Attributes are filled out properly in Projectwise for the MicroStation 
files being processed into PDF files (as stated in the beginning of the section).   

 When working with Cross Section sheets, there is a maximum 50 border sheets 
for the “Create Renditions” routine.  Anything that exceeds 50 border sheets shall 
be split onto another cross section sheet file. 

 Any blank border files (whether they are displayed or not) will be created into a 
PDF files when using the “Create Renditions” routine in ProjectWise.  Please 
delete any border sheets not used (like in cross section sheets) in the project.   
This will allow the PDF generation process to just process the sheets that are 
needed for the project and also eliminates the Project Manager to manually 
delete all unused border sheets. 

 Detach all unused reference files and unused raster images attached to the 
MicroStation files prior to running the “Make PDF Request” routine.   
The performance of the “Make PDF Request” process drastically slows down and 
takes longer to process the PDF files when there are unused reference files or 
raster images attached to the files.  This is because the “Make PDF Request” 
routine downloads all the files attached to the file that is being processed. 

 When attaching a border to the MicroStation file, do not have the symbols of ‘ 
and “ (feet and inches) in the Logical Name field.  This will cause the PDF file 
not to generate from the MicroStation file. 
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Contract Plans 

Contract Plans folder contains all the PDF files that are created from the MicroStation files for highway 

plans and bridge plans.  Other PDF files like the JSP (Job Special Provisions), Bid Book, etc. may also be 

placed under the job number under the Contract Plans location.  The Contract Plans folder is normally 

read‐only for everyone at MoDOT, except individuals that need to sign and seal the PDF files or need to 

review the sealed PDF files.   

Note:  Refer to Section 4 for details on how the PDF files get created from the MicroStation files. 
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Central Office & District XX 

Central Office and District XX folders are the locations where you will store the files for the project or job 

you are working on.  You are given read‐only access or write access to certain locations, depending on 

what locations need access to.  These folders will also be broken down into subfolders (divisions, 

counties, job numbers, etc.) to make management and security of the folder/files easier to maintain.  
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Specifications and Estimate 

Specifications and Estimate folder structure is for the storage of job related files that will be used for the 

bidding and estimate of the project.  Example of files that are stored here are design exceptions, 

transmittal memo, asbestos reports, work day study reports, conflict of interest, D12 Checklist, and 

many other documents that pertain to the particular project.  This folder structure will also be broken 

down into subfolders (district, job numbers, etc.).  

Only ProjectWise users that have the ability to sign and seal PDF files will have access to create job 

folders in this location.  Once the job folder has been created though, all users have write access to 

create or place job related documents in this location. 

 

 



 

 

Importin

Folders an

brought in

Importing

 Se
in

 O
b

 D
p

 To
th
 

 

ng Folders

nd files that a

nto a ProjectW

g Folders 

elect the fold
nto. 

Open Window
e helpful to g

Drag the folde
reviously sele

oggle the opt
he folder into

s & Files in

are located on

Wise location

er in ProjectW

ws Explorer an
get your moni

er from Windo
ected folder i

tions off/on a
o ProjectWise

Sec

nto ProjectW

n a network d

n that you hav

Wise that you

nd select the f
itor setup to s

ows Explorer 
n ProjectWise

s needed in t
. 

ction	5:	Best

Wise 

drive, local ha

ve write acce

u wish to plac

folder that yo
see both Proj

into the stora
e. 

the Import Dir

t	Practices	i

ard drive, or e

ss to. 

ce the folder t

ou want to pla
jectWise Expl

age area (hig

irectories dial

in	the	MoDO

external hard 

that is outsid

ace into Proje
lorer and Win

hlighted belo

og box.  Selec

 

OT	Environm

Page

drive can be 

e of ProjectW

ectWise.  It m
ndows Explor

ow) from the 

ct OK to impo

ment	

e 5 ‐ 5  
 

Wise 

may 
rer. 

 

ort 



 

 

Importing

 Se
in

 O
h

 D
p

 Th
 

 

 

 

 

 

 

 

 

 

 

 

g Files 

elect the fold
nto. 

Open Window
elpful to get y

Drag the files f
reviously sele

he files will th

er in ProjectW

ws Explorer an
your monitor

from Window
ected folder i

hen be copied

Sec

Wise that you

nd select the f
r setup to see

ws Explorer in
n ProjectWise

d from the W

ction	5:	Best

u wish to plac

files that you 
e both Project

to the storag
e. 

Windows Explo

t	Practices	i

ce the files th

want to plac
tWise Explore

ge area (highl

orer location 

in	the	MoDO

at is outside o

e into Project
er and Windo

ighted below

into the Proje

OT	Environm

Page

of ProjectWis

tWise.  It may
ows Explorer.

w) from the 

ectWise locat

ment	

e 5 ‐ 6  
 

se 

y be 

 

tion. 



 

 

Exportin

Folders an

external h

access to 

process o

MoDOT P

Exporting

 R

 Y
o

ng Folders

nd files stored

hard drive.  Th

files stored in

f the project 

roject Office 

g Folders 

ight click ove

You will hav
ption and s

s & Files o

d in ProjectW

his is done wh

n ProjectWise

has been com

that is handli

er the folder i

ve the optio
select Next

Sec

ut of Proje

Wise can be ex

hen someone

e to look at.  T

mpleted and t

ing the projec

n ProjectWise

ns to Expor
. 

ction	5:	Best

ectWise 

xported out to

e doesn’t hav

This will also 

the project in

ct, since they

e that you ne

rt or Send t

t	Practices	i

o a network d

e access to P

be done whe

nformation ne

y are not conn

eed to export 

to Folder.  S

in	the	MoDO

drive, local ha

rojectWise an

en the design 

eeds to be pla

nected to Pro

out and sele

 

Select the S

 

OT	Environm

Page

ard drive, or 

nd they need

and detailing

aced out to th

ojectWise.  

ct Export. 

Send to Fo

ment	

e 5 ‐ 7  
 

 

g 

he 

older 



Section	5:	Best	Practices	in	the	MoDOT	Environment	

 

Page 5 ‐ 8  
     

 Browse to the network location that you need to export the folder to and also 
toggle off/on the options as needed so the folder gets exported properly.  Click 
Next to export the folder. 
 
NOTE: For Design projects that need to be exported out of ProjectWise to be 
placed on the Project Office’s T:/drive, fill out the dialog box exactly as shown 
below.  This will insure that everything gets exported properly and all reference 
files will be attached when they open the files outside of ProjectWise. 
 

 
 

 Click Finish after the export has completed. 
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Logical Sets for MicroStation Files 

A logical set is any document, but particularly DGN and DWG documents, which has 
other documents attached to it. These attachments are referred to in MicroStation as 
references. The document to which other documents are attached is also referred to as 
the master document of a logical set. The document icon for a master document will 
have a hierarchical tree symbol in the lower right corner of the icon. 

The actual referencing of one file into another is performed in your editing application, 
such as MicroStation or AutoCAD. For example, when you open a DGN or DWG 
document from ProjectWise and then attach other ProjectWise documents to it in 
MicroStation or AutoCAD, checking in your changes to the master document 
automatically creates the logical set in ProjectWise. 

When you are in integrated MicroStation and you attach a shapefile to your DGN, 
ProjectWise will create two sets upon check in of the master DGN — one for the 
relationship between the master DGN and the attached shapefile, and one for the 
relationship between the shapefile and its own related files. Similarly, when you attach a 
raster file to your DGN, and that raster file has its own related files (whether a world file 
or some other file(s)), ProjectWise again will create two sets upon check in of the 
master DGN — one for the relationship between the master DGN and the attached 
raster file, and one for the relationship between the raster file and its own related file(s). 
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Viewing what files are using a MicroStation file as a reference file 

 Right click over the MicroStation file and select Set >> Reference By 

 

 You will now see the files that are using this MicroStation file as a reference file 
within it. 
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