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Section 1: Projectwise Managed Environment

Section 1

The ProjectWise Managed Environment

ProjectWise is the document management system that is mainly used for document
storage for highway and bridge plans at MoDOT. ProjectWise allows users to access
documents from the single database. During projects involving a number of sites, a
single instance of a document is available to every member of the project team.

ProjectWise Managed
Environment

-._

Tearmn hMember

Projectwise
Database
containing [
the: original
document

Tearmn Member Team Member

Original
Dacument

The document is stored in a location accessible to all team members. It can be viewed
by all users, but checked out by only one user at any time.

Check out and check in _

When a team member wants to edit a document, they can check it out simply by
opening the document within the ProjectWise Explorer. When they check out a
document, it is placed into their local working directory located on their hard-drive and
the database record is marked accordingly.

S [WIE] LU U g O o g (BB N R Y]
o

Ao plr05_007_i50_j0p0S51 . dan pln05_007_i50_j0p0s51 Chostted
1 blr05_008_i50_j0p0S51 . dgn pln0G_00_i50_j0p0est Checked Out
o) D7 _009_i50_j0p0851.dgn pln07_009_50_j0p08s1 "
R . o oo e e om—m . . f e e e o e am m e - . .

The database has been marked with a red checkmark showing that the document has
been checked out.

This places the document at the full disposal of that team member. While the drawing is
checked out, other team members can view the document but cannot make any
changes to it.
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Section 1: Projectwise Managed Environment

At the end of the workday, when another team member needs access to the file, or
when all work is completed, the document is checked in. This makes it available for edit
by other team members.

T T T e ———r-- -
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A user can always refresh the server’s copy so that other team members can view or
reference the latest version. See Chapter 5 Updating documents in ProjectWise without
checking them in.

Controlled Access I

ProjectWise is a controlled access system. Project participants are assigned rights to
various documents, and these rights can change at various stages throughout the
project.

There are five broad levels of access when using the ProjectWise Explorer.
e No access: The folder structure or documents cannot be seen at all.

¢ Viewing access: The folder structure or document file names and properties can
be seen in ProjectWise, but document content cannot be viewed.

e Read access: A document may be opened read-only. No changes can be made
to the document.

e Commenting or redlining access: A document can be opened read-only.
Comments can be made about the document, but no changes can be made to
the content.

e Editing access: A document can be opened and edited.

User settings and access controls are an administrative function of ProjectWise. The
administrator will define these settings in advance.
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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.

S8 ProjectWise Explorer V8i (SELECTseries 3)

Datasource Folder Document  View Tools Window Help
= Dp Rp e “ @ : @4 - Search (D

4 - - |¥ :Address [ pw:\\MoDOT - Electronic Plans

=-{ ) ProjectWise Explorer Datasources

f] MoDOT - Electronic Plans (MODOTDSgreencd)

[ ] MoDOT - Safe and Sound

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.
(d An individual datasource that you are logged into.

(4 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.
Ty

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

to.

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

(Al Saved Searches global folder. Only the datasource administrator can amend

items in this folder.

{4l 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.

AR pin11_013_50_j0p0851.dan

AV pinl 2_014_i50_i0p0851. dan
i pinl 3_015_i50_i0p0851. dan An example of the two

B pin14_016_50_0p085.dgn icons described above.
VR pin5_017_i50_jIp0&5 dan
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Section 1: Projectwise Managed Environment

Customizing ProjectWise Explorer _

You can change the ProjectWise Explorer window to suit your preferences. This makes
it easy to manage documents and to view and edit their properties. Each pane is
resizable. When the details view is selected, the columns in the documents window are
customizable as well. You can also create your own tool bars to hold tools that you use
frequently. As with any Windows application, you can maximize, minimize or resize the
window, as well as move the bars between the datasource tree, the documents window
and the preview pane.

Changing the Documents window view type _

You change the way documents are shown in the document pane by selecting different
view types, just as you can in Windows Explorer.\

S8 ProjectWise Explorer VBi (SELECTseries 3)

Datasource Folder Document View Tools Window Help

AR e | - B
<]:I - - LI : Address — pw:\\GHPWISE10.dot.missouri:MoDOT\Documents\Specifications and Estimates!,
i=-{_J ProjectWise Explorer Datasources List |ﬁ Spatial

E‘hﬁ MoDOT - Electronic Plans (MODOTDS\greencd)
E|1__ Documents

: @[ CADD_Standards

--1__,_ Central Office

Mame

#12°1 - Morthwest
# ' 2 - Mortheast

> i T R

This button will invoke the Thumbnail Image on the Standard tool bar, which
displays thumbnail images for the documents in the selected folder.

This button will invoke the Large application icons on the Standard tool bar in
horizontal rows, without details.

This button will invoke the Small application icons on the Standard tool bar in
horizontal rows, without details.

This button will invoke the List on the Standard tool bar, which will show the
Small application icons in vertical rows, without details.

This button will invoke the Details on the Standard tool bar, which will show the
Small application icons in vertical columns, including Details.
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Showing additional information in the details view _

An environment is a collection of custom document attributes that can be defined by the
ProjectWise administrator. The environment options in the Managed Views lets you add
columns to view this custom information for documents assigned to a specific
environment.

To create a Managed View:

1. Select View>Manage Views from the ProjectWise Explorer main menu bar.

58 ProjectWise Explorer V8i (SELECTseries 3)
Datasource  Folder Document Tools  Window Help

a0 E:JI Op 85 Te- & Toolbar b

- - | [ i address M | v | Preview Pane .
#-0- Boone v | Status Bar -
- Buchg Thumkbnails
-4 Butler
iy = Large Icons r
7 C
-2 Camd Small Icons C
- Carrol List C
@ Cass | @ | Details ¢
" Christ] C
{7 Clark Choose Columns... r
L Cole Sort... L
T Cane

2. Click New.
25 Manage Views HE

Create a new view n
Click the ‘New' button to create a new view ! New )
: :i

Open an existing view

[wr)
m
m
m
]
1

[ show dlobal Close j
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Section 1: Projectwise Managed Environment

3. The Create View dialog box will open. In here, enter the desired name of the
View name area. (MoDOT is the default view)

28 Create View IEI
Choose Columns | Set Defaults
elect an Environment:
[MaDOT_CADD v
-8 Basic Columns Edname
[H-{C Folder Columns = B2 Description
B~ File Properties E2File Name
-fE MoDOT_CADD hJ
Width:
[ Available to all users [ OK J ’ Cancel ]

4. In the Choose Columns tab, expand one of options by clicking the plus sign.

28 Create View @
Choose Columns | et Defaults
View name:
greencd
Select an Environment:
MoDOT_CADD -
=B E3name
- Folder Columns B2 Description
#-_ File Properties B3 File Name
88 MoDOT_CADD E3Fie size
E3 File Updated
= Folder 1d
Width:
[ available to all users [ oK ] [ Cancel

Pagel-7



Section 1: Projectwise Managed Environment

To add a column, double click the column name or highlight the column name and then
click the green arrow pointing to the Show Columns of pane.

..... D Updated

----- £

----- [] version
----- ] Workflow
-1 Folder Columns

- A E MName
E Description
E File Mame
E= File size
BB File Updated

‘ |~ Folder 1d
< |

= |

To change the order in which the columns will be displayed, use the green up and down
arrows. To remove a column, highlight it in the right pane and click the arrow pointing to
the Available Columns pane or drag and drop back to the left pane.

-fE Basic Columns
H-4_" Folder Columns
- | File Properties
--f MoDOT_CADD

[ o T oy IO o O e

:. @ Marne

E Description

= Fic N |
B2 File size

BB File Updated
| | Folder 1d

Once established, you can resize the columns by dragging the column headers’ edges.

TIP: These defined views are stored locally on your system and will not be available to
you on other systems. If you work on more than one system, you must have views
defined on each.

5. Add the columns of your choice.

6. When the desired columns have been added, click the OK button. Finally Close
out of the Manage View dialog.
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To change the order in which the columns will be displayed, use the green up and down
arrows. To remove a column, highlight it in the right pane and click the arrow pointing to
the Available Columns pane or drag and drop back to the left pane.

- Basic Columns
i, Folder Columns
:Ij File Properties
- MoDOT_CADD

32 File Name |
I B2 File Size

EE File Updated

| ||_,_ Faolder 1d

Once established, you can resize the columns by dragging the column headers’ edges.

=1...0=1 =1 1

TIP: These defined views are stored locally on your system and will not be available to
you on other systems. If you work on more than one system, you must have views
defined on each.

IMPORTANT: Here at MoDOT there will be a default view containing the following
columns; Name, Out to, State, File Name, Application, File Size, Folder ID, County
Name, Route No, Workflow, Folder GUID, Folder Name, and Folder Manager. You
choose to use this or create a view of you own.

Clicking the pull down allows you to choose document views that have been predefined
by an administrator or custom views that you have created. ->

View X /
Wiew| MoDOT v’

greencd [Personal

KMaDOT

Sorting documents in the documents window _

You can sort documents by an individual attribute by clicking on the column heading.
Clicking a second time will reverse the order.

Name Mame

A rcpil 03400 Dp0a51 . don AEepia 058 1100 {0p0RET . don
A8 ep2_036_100_j0p085T.dgn B cpia_057_i100_j0p0e5T . dgn
A8 tep03_037_i100_j0p0851.dan A8 opllz_136_i100_j0p0851. dan
AR tep04_030_100_j0p0o51 . dgn AR cpl_035_i100_j0p0851.dgn

There is also a menu option that allows you to sort the document list based on as many
of the displayed columns as you like. For instance, first by document name in ascending
order and then by document version in descending order.
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Section 1: Projectwise Managed Environment

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.

S8 ProjectWise Explorer VBi (SELECTseries 3)
Datasource  Felder Document Teools  Window Help

Y A 5 E;Ir Op 8o - & Toolbar b | v Standard
@ - - |¥ :Address ph | v’ Preview Pane v MNavigation "
_L_ Boond ¥ StatusBar v | View ol
B2 Buchz Thumbnails v Address
-1 Butler v Search
. Large lcons
= Interface
&-{ Camd Small Icons
__L’ Carrol Lict Background Map
-0 Cass | @  Details Spatial View
{7 Christ sample
1_‘_ Clark Choose Columns...
..1_‘_ Clay Manage Views... Customize...

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.

Address “ pwhWGHPWISELD. dot.missouri:MoDOT\Documents\Central Office\CADD SupportiDesigngreencd's-Extra'J5F - [:} Go

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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The preview pane gives you attribute information about a file or folder without having to

open the Properties dialog box.

Selecting the View pull down will show the Preview Pane option. This will toggle the

Preview Pane on/off.

28 ProjectWise Explorer V8i (SELECTseries 3)

Datascurce Folder Document Tocls Window Help

N & 5 = | Op 80

Thumbnails

Large Icons

g

When a folder is selected in the datasource tree, Folder Properties and Access Control

are displayed.

Foder Properties | Access Control
Prop operty value Property name

Property value

Folder Mame Plan Felder Description

Environment MName MoDOT_CADD Environment Description MoDOT_CADD
Workspace Profile Mame Workspace Profile Description

Storage CO CADD Classroom Qwner pwadmin

Created By pwadmin Creation Time 2/7/2008 T:40:48 AM
Updated By pwadmin Update Time 9/23/2009 10:12:08 AM
Workflow State

Document Count 8 Disk Usage 981.50 KB (1,005,056 bytes)
Parent Folder Central Office\CADD Support\...

When a document is selected, Document Properties and Photo Review are also
displayed. Switch between document and folder properties by clicking on the

appropriate tab.

_ﬂ
‘ |Docmumpef..es FMM!MPMW'W

Property name Property value

Name 004_PP_I5P0243_i100.dgn
Folder Mare Plan

Environment MeDOT_CADD

File Mame 004_PP_J5P0243_i100.dgn
Workflow

Created By pwadmin

Updated By pwadmin

File Updated By greencd

Status Checked In

Wersion

File Revision

Local File Revision
Lecal File Directory
Shareable

Property name
Description
Folder Description
Storage

File Size

State

Created

Updated

File Updated
Node

Sequence
Conflicts

Local File Refreshed
Local Status
MIME Type

Propety value
004_PP_I5P0243_i100.dgn

CO CADD Classroom
12350 KB (126,464 bytes)

2/6/2008 8:22:00 AM
2/7/2008 11:19:11 AM
4/26/:0101:14:20 PM
0

False

image/vnd.dgn;ver=8
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Section 1: Projectwise Managed Environment

You can create additional tool bars for easy access to the commands that you use
often.

Select the Tools pull down and then Customize.

58 ProjectWise Explorer V8i (SELECTseries 3)
Datasource Folder Document View | Tools | Window Help

j o :_:'Ir Op 85 e EEEE Associations 3

& -9 - I.I‘ Address | pw:\\GH Messenger... \D
1.. Adair Local Docurnent Organizer...
a7 B
L- Barry Scan References and Link Sets...
[ Barton Load SLF... po
| oo
e Bates Scan Spatial Locations... o
-7 Benton Scan ESRI Files... o
- Bellinger
1.- Boone v Enable Auto-Scan for CAD Files
"1'; Buchanan q Customize... p)
- Butler
E 1" Interface...
1.- Carnden Wizard Manager...
1_, Carraoll Metweork Configuration Settings...
1- Cass User Management...

This will open the Customize dialog box and allow you to select the Toolbars tab.

e

Customize @
Command vboard I Options
Toolbars:
[ Reset ]
[ Background Map
[irteface ’ Reset Al ]
Navigation
Search l MNew... ]
[ Spatial View
Standard Rename. ..
[ View
Delete
[ Show text labels

o]
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Click the New button and add a toolbar name in the input field.

Toolbar Mame @

Toolbar Name: [_‘m
e [ Concel |

-

5 X

This will bring up an empty tool bar.

Also, you will have the Customize dialog box still out, select the Commands tab and
click the All Commands category.

( Custormize @
bars | Keyboard | Clptiuns|
Categaones: Commands:
New Menu " | Add Sheet -
Folders ‘o ® 7
View @4 Advanced Search =
Documents
Tools 4@ Back
u: Check In
o Check Out
[f,_‘g Code Reservation
o5l P i
Description:
[ Close
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Now you can scroll down the list of commands and choose one. Click on the desired
command(s), drag and drop it on the new tool bar. This will add the tool to the tool box.

sample *
# - X S B

Once you have added as many commands as you want you can dock the tool bar at th
top of the ProjectWise Explorer.

e ProjectWise Explorer V8i (SELECTseries 3)

Datasource Folder Document View Tools Window Help
h| S 2R | Op 2p e EEEE’EI @ : @4 v Search (B

P o - L?. Address | pw:\\GHPWISELD. dot.missouri MoDOT\Documents\District 5\DesigniWashington'J553006 57

Once a tool bar is created you can edit it by opening the customize dialog box and
adding or removing commands.

You can access a document’s properties in a couple ways; click on the selectien
. . . . New
Document Properties icon or right click on the document and choose the oven
Properties Option. gz:::::idﬂn‘y
Markup
58 ProjectWise Explorer VBi (SELECTseries 3) View
Datasourgg Folder Document View Tools Window Help Chec

CheckIn

A e EEEE @ : @4 - Search O -] T
r Copy Out
¢' = : o [.1 - Address H pwWGHPWISELD. dot.missouri: MoDOT\DocumentsiDistrict S\Design\WashingtoniJ553006E Erwi.
; Import

| g-{JJjProjectWise Explorer Datasources ~ | E Ust [@ Spatial|
Update Server Copy
Refresh Local Copy
Purge Local Copy
Purge Workspace

Document Properties by icon -

Copy
Paste...

Document Properties by right clicking over the document
Copy To...

Mave To...

Rename...

Delete

TIP: You can select the document and press the space bar to open the M.

Medify Spatial Attributes...

Properties dialog box. Dele Aucit Tri
Add Comment
Set

Send To

Copy List To
Aftributes

L Change State

Batch Print

Properties...

Make POF Reques:
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Section 2: Working with folders

Section 2

Working with folders

Folders are tools for organizing. They are arranged in a hierarchical structure. A parent
folder can have an unlimited number of child sub-folders, and each child sub-folder can

have an unlimited number of its own child sub-folders.

While Windows users will find ProjectWise folders similar to Windows folders,
ProjectWise folders have additional properties and features. Of particular interest:

The files contained in folders and sub-folders can reside in different physical
locations. From a user’s perspective, the physical location of the files is of little
consequence. Navigating ProjectWise folders is accomplished at a logical level
and is not directly related to where contents are physically stored.

The logical structure, which is displayed in ProjectWise Explorer, is not
implemented the same way as the physical storage area structure. You can get
an idea of how the physical storage locations are structured by looking at the
contents of your working directory in Windows Explorer.

@ ) L | Ch\Users\greencd\pwise_local_electronic_pla ns\d010898?|

File Edit View Tools Help

Organize = Include in library + Share with « Burn New folder

-~

= Mame Date modified Type Size

My Documents
o' My Music
- File folder
Bentley MicroStati... 177 KB
Bentley MicroStati.. 32KB
Bentley MicroStati... 45 KB
Bentley MicroStati... 43 KB

dms
] 002_TS_j5p2187_il0-RouteS.dgn
] cr.dgn
] Rte20_Morganford.dgn
] template.dgn

B My Videos
- pwise_local_electronic_plans
0108987
d0129826

Physical storage for your ProjectWise files as seen
through Windows Explorer

The physical storage of the files that YOU have opened or are working on will be located under

the folder named pwise_local_electronic_plans .

Warning: Only access the files in your working directory through ProjectWise

o otherwise you risk data loss!

NOTE: MoDOT users are able to create and rename folders in ProjectWise, given they have the proper
permissions under the parent folder. Users are NOT able to DELETE or MOVE folders in ProjectWise
though. This is due to restoration of folders on the server end. If a folder or set of folders need to be
deleted or moved to another location, contact CADD Support.
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Section 2: Working with folders

Creating Folders in ProjectWise _

There are a few steps when creating a new folder in ProjectWise. Keep in mind that
you must have write access to the parent folder that you are creating the new folder
under.

¢ Right click over the parent folder and select New Folder.

£ J5P0243 - List |@ Spatial
1__ data i
i olon_sheets| ;
o 28 New Folder...
" ErosCtrl = plates
| Lighting T
7 Plan pen ighwa
[ signals Open in Mew Window
= Signing Copy Dut
{" SpecSht i
[ Striping Purge Copies
7 Title Purge Workspace
- TrafCtrl Export...
el ;);psec Upgrade to Project...
iy
o project Cut
[ 1550929 T
- Greene Paste..
=" Holt
-~ Howard Rename... —
{7 Howell Delete prtrol
[ Jackson
Advanced Search...
- Jasper
[ Jefferson Scan References and Link Sets...
ia %nhl:snn Properties...
i Jun =] Storage
- Kevin_Test |r'“+m¢ e

e Fill out the dialog box as needed to create the folder. You should only need to fill
in the Name and Description (optional) fields. The rest of the fields can be left
alone. Click OK when finished. The new folder will inherit the same permissions
as the parent folder it was created under.

Create Folder gg
General
Name: Culvert Sections
Description: Optional
Parent: Central Office\CADD Support\Des | Change...
Environment: [MoDOT CACD v]
Description: MoDOT_CADD
Storage: [CO CADD Classroom V] E]
Owner: MODOTDS \greencd
ok || cancel || add

Page2-2



Section 2: Working with folders

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.

Folder Properties @
| Document Security | View | Audit Trail | Workspace
Genersl |  Spatial | Statistics | Worldflow & State | Project'\Folder Security
Name: Plan
Description:
Parent: Central Office’\CADD Support'\Design'greenc4"Z-Extra"J5P 024 3\plan_shests
Erwironment: MoDOT_CADD
Description: MoDOT_CADD
Storage: [CO CADD Classroom v] E]
Cwner: pwadmin
0K | [ Cancel
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Section 2: Working with folders

N ELEIRE]

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.

Folder Properties IEI
Document Security I WView Audit Trail I Workspace
Generl Spatil | Statistics Workdlow & State | Project'\Folder Security
(Geometry Spatial Location
Source: ’None ~
Modified:
Coordinate System
Edit Load SL
Lower Left: Upper Right:
% 0.0 x 00 Background Map
y- 0O y. 00 ’USE parent map v]
[ ok J[ cancel || e
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Section 2: Working with folders

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.

Felder Properties @I
Document Security I View | Audit Trail I Workspace
General I Spatial | Statistics | Workflow & State I Project'\Folder Security
Created By: pwadmin
Created: 2/7/2008 7:40:48 AM
Updated By: pwadmin
Updated: 9/23/2009 10:12:.08 AM
Wordlow:
Documerts: 8
Folders: 0
Digk Uszage: 581.50 KB (1,005,056 bytes)
oK | [ Cancsl
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Section 2: Working with folders

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.

Felder Properties

(e
Document Security | View I Audit Trail I Workspace
Geneml |  Spatial |  Statistics | Workdlow & State | Project\Folder Security
Wordlow: [ <none h ]

0K

] [ Cancel
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Section 2: Working with folders

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:

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

e Change permissions: You can change the folder permissions.

e Create sub-folders: You can create sub-folders in this folder (in the ProjectWise
Explorer Folder menu, the Create option displays).

e Delete: You can delete folders.

e Read: The folder displays in ProjectWise Explorer and you can view the folder
properties (attributes).

e Write: You can modify the folder properties (attributes).

e 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.

Folder Properties =
[ Document Securty. | View [ Audit Trail | Workspace
General | Spatal | Stamsties | Workflow & State | Project’Folder Securty
Securty Type [ Folder
Workdiow
State:
Inherited from:  folder TADD Support’
Name [ Full control
€3 Admin Access Lis [C] Change pemissions
FECo cAdD Support Create subfolders
e V|
€500 Development 1S Delete
Read
Wite
[ Mo zecess
Add Rem

Page2-7



Section 2: Working with folders

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.

o 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.

o 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.

o 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.

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

o 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.

e 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. e -

[+.3 ] Cancel
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Section 2: Working with folders

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.

Folder Properties IE'
General | Spatial I Statistics I Worldlow & State | Project'\Folder Security
Document Security | View | Audit Trail | Waorkspace

Document list view

Personal view assigned to this folder:

Znone: s

Global view assigned to this folder:

TNone

Calculated defautt view for this folder: MoDOT

Preview pane view

Personal view assigned to this folder:

“Nones: =

(Global view assigned to this folder:

TNONE*

Calculated default view for this folder: No default view

oK || Cancel Aoph
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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.

Folder Properties @
General |  Spatal |  Statisties | Wordlow & State | Project\Folder Security
Document Security I View | Audit Trail | Workspace

-

Object | Object Name | Action | Date/1=

Type Name 5

Document | Ref_PS_Marrow_Jt_Filler.dgn Checked out | 11/6/2013 2:0
Document | Ref_PS_Narrow_1t_Filler.dgn Checked in 11/6/2013 2::
Document | PCP1_PS_Type_2_3_4.dgn Checked out | 11/6/2013 2:!
Document | PCP1_PS_Type_2 3 4.dan Checked in 11/6/2013 2::
Document | PCP1_PS_Type_2_3_4.dan Sent to Folder | 11/7/2013 9::
Document [ PCP1_PS_Type_2_3_4.dgn Copied 11/7/2013 9::
Document | PCP1_PS_Type_2_3_4.dan Copied 11/7/2013 9:!
Document | PCP1_PS_Type_2_3_4.dgn Attributes 11/7/2013 9:]
Document | Ref PS_Girder_MNeon_Clip_End_Details.dgn | Copied out 11/7/2013 9:!
Document | Ref_P5_Girder_Details.dgn Copied out 11/7/2013 9::
Document | PCP1_PS_Type_2_3_4.dgn Checked out | 11/7/2013 9::
Document | Ref_PS_Narrow_Jt_Filler.dgn Copied out 11/7/2013 9:!
Document | Ref_PS_Details.dgn Copied out 11/7/2013 9:!
Document | Ref PS_Details.dgn Sent to Folder | 11/7/2013 9:«
Document | Ref_PS_Details.dgn Copied 11/7/2013 9ue
Document | Ref PS_Details.dgn Copied 11/7/2013 9::
Document | Ref _PS_Details.dgn Attributes 11/7/2013 9
Document | Ref_PS_Girder_Details.dgn Sent to Folder | 11/7/2013 9::
Document | Ref_PS_Girder_Details.dgn Copied 11/7/2013 9:«

Document | Ref_PS_Girder_MNon_Clip_End_Details.dgn | Sent to Folder | 11/7/2013 9:¢ =
< | 1 [
[ save. | [ Prnt.

oK | [ cancal |
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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.

Folder Properties @
Genersl |  Spatial |  Statisties | Workflow & State | Project\Folder Securty |
Document Security | View | Audit Trai | Workspace
Warkspace type: [Workspace Profile -]
Workspacs Profie: |English - 1" = 100 Line Style Scale -
Property Value
B Name English - 1" = 100’ Line Sty...
EDescription 100 Scale

R MicroStation-specific set...
B2 MicroStation warkspa..
EAdditional command...
[ User configuration fil..  design
B Project cenfiguration ... i__100
[EE User interface name design
EAutDCAD—speciﬁc settings
[EE AutoCAD profile name

o) [ ] oy

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. [f 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.

| Paste folder 'Plan’ @

Copy —
Subfolders Cancel

V| Documents

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) - WWhen 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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i

| Paste folder 'Plan’

Advanced

Documents
Copy set references

Copy attributes

Copy versions

Folders

Copy folder workflow
Copy access control
Copy workspace profiles
Take ownership

Update GUI on each operation

==

-
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Section 3: Working with documents

Section 3

Working with documents

Document Icons |

Each document in the documents window has two icons associated with it. The first icon
indicates the permissions and usage for the document.

e 4 ProjectWise Explorer V8i (SELECT series 3)

Datasource Folder Document View Tools Window Help

il # & | bp 8y - @ : @ - search [0 - B Interface@
¢l = = H Address | pw:\\GHPWISELD dot.missouri:MaDOT\Documents\Central Office\CADD Support\Designiareencd\Z-Extra\J5F
=-{JJ ProjectWise Explorer Datasources - List | @ Spatial

Ellm MoDOT - Electronic Plans (MODOTDS\greencd)
£-{ Documents

-0 CADD_Standards

-7 Central Office

Mame

27a_modified.dgn
27b_medified.dgn

| &0 Bridge d178to07.dgn

G CADD Support # M d178tc08.dgn

. T GO Design # M d178t012.dgn
T 0-New . drainage.dgn
[ 0-0ld # B dtm.dgn

m

i 2004-VEi-Kevins j“ pattern_shape.dgn

Icons that indicate a document’s permission and status

Icon Description
v Pencil icon — Read/Write access.
B Open book — Read access only (either because access control is set

to read-only or because the document is not the active version).
Lock — Document is currently checked out or has been exported by

+ another user.

v Red check mark — Document is checked out by you.
= | Exported — Document has been exported by you.
© Exported — Document has been exported by you.
o Exported — Document has been exported by you.
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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
e A free standing document (a document not grouped in a set).
e An unassigned document (one which has not been assigned to an application).

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

o Aflat set (a set of documents at the same level).

e 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.
D Unassociated — +This icon displays next to a document which is not
associated to an application.
B Redline — ProjectWise Redline Document.
El Flat Set — Document Group.
" Logical Set (MicroStation) — MicroStation Master file with references
attached.
#a Logical Set (MicroStation) — MicroStation Master file storing a link set.
" Logical Set (MicroStation) — MicroStation Master file with references
. attached and storing a link set.
G Logical Set (AutoCad) — AutoCad Master file with references attached.

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.

Page3-2



Section 3: Working with documents

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.

4 v

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.

O 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 adocument 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.

CheckIn (=23
General
Documents
Mame Out to
f M 011_PP_J5P0243_i100.dgn greencd
4 T [
Folder: Central Office\CADD Support\Design\greenc4\Z-Extral)5P0243 plan_sheets\Plan
Create new version during Chedk In
Version:
[ Check In l [ Update Server Copy J I Free I [ Cancel J

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.

e 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.

e 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.

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

e 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

e 4 ProjectWise Explorer V8i (SELECTseries 3)

Datasource  Folder Document  View Tools
j af E:JI Op 25 e EEEE @ : @ - Search (O

QII - II'|> - L'J Address ﬂ pw\WGHPWISELD. dot missouri:MoDOT\Documents\Central Office\CADD Support\Design'greencd\Z-Extra\J5F = [}"Go

» > iinterface[MoDOT_CADD

~| : view[moDOT

= U_J ProjectWise Explorer Datasources
B[lﬁ MoDOT - Electronic Plans (MODOTDS\greencd)
E|1_, Documents
[-[Z CADD_Standards
E|L_ Central Office
& Bridge
£1[Z CADD Suppert
E|1__ Design
-2 0-New
- 0-0Id
-4 2004-V8i-Kevins
EHD A
-4 Adair
- B
{7 Bamy
-{_" Barton
{7 Bates
-\ Benton
- Bollinger
[#-{_" Boone
- Buchanan
-4 Butler
Wisle
- Camden
- Carroll
- Cass
-~ Christian
4" Clark
- Clay
@-io Cole
- Cooper
-~ Dallas
-1 Dent
{7 Eng_Services
- fischb
- Franklin
[-i_" gardnal
-4 Gentrv

-

m

List |. Spaiia||

Mame Out to State
o/ M5004_PP_I5P0243_i100.dgn
7 H4005_PP_I5P0243_i100.dgn
7 H4006_PP_I5P0243_i100.dgn Sl Vi
7 M4007_PP_I5P0243_i100.dgn sect few
/ M5008_PP_I5P0243_i100.dgn New
7 H4009_PP_I5P0243_i100.dgn
7 H4010_PP_I5P0243_i100.dgn Tpe
W4 011 _pp J5P0243 100.dgn Open as Read-Only ]
7 My utilities.dgn Open With...
9 2
Markup
View
h Cut
—~
<
Copy Out
Document Properties | Folder Properties |
Export...
View: [<Ddauh>
Import
Propert P I
i Update Server Copy roperty value
Name Aefrech Local Come 011_PP_J5P0243
Folder i Plan
Erviron  Furgelocal Copy MoDOT_CADD
File Na Purge Workspace 011_PP_J5P0242
Workfl Cut
Create: z greencd
Update] orY greencd
File Up Paste.. greencd
Status Copy To Checked Out
V.EFSIDI"I Move To...
File Rey
Local E Rename...
Local F Delete chusersigreenc

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.

58 ProjectWise Explorer V8i (SELECTseries 3)

Datasource Folder Document View m Window Help
N S e E[E
(]:I A I::> s L’j Addressﬂ pwitiGH

EUJ ProjectWise Explorer Datasources

£l MaDOT - Electronic Plans (MO
| &0 Documents Scan References and Link Sets...

Associations

& Local Document Organizer...

- CADD_Standards Load 5LF...
_ Central Office

- Scan Spatial Lecations...
i [+ Bridge

Scan ESRI Files...

Under the View menu, choose Checked Out Documents.

All of the documents you currently have checked out will display in the document
window.

22 Local Document Organizer - Checked Out Documents ol @ =
Organizer Action
[z]u H © Checked Out Documents
Fiters Copies
Datasource: Bpoies -
Folder: Workspace Copies
MName Large Icons Type File Name
VATHE  smalllcons
List
@ Details
Refresh F3
Select All Ctrl+A
< i v
1 object(s)

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.

52 Local Document Organizer - Checked Out Documents =] = =
Organizer View [Action
@u = I;T ‘ Open Coentaining Folder
Filters
Update S C
Datasource: | MoDX SR ETy -
CheckIn
Falder: Browse...
CheckIn - Leave Copy
Hame Free - Leave Copy n Type File Name
B4 {011 pp_35p( Free Checked Qut  ci\users\greenc4lpwise_local_electronic_plansldms318
< i »
1 object(s)

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

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 do
menu.

== |ﬂ puw\\GHPWISELD. dot.missouriMeDOT\Documentsh Central Office\CADD Support\De

File | Edit Element Settings Tools Utilities Workspace Applications Win

|'_j New... Ctrl+N 2 - @ - Ei;ll - ;
Open... Ctrl+0
Close Ctrl+W

st GUIL e i Ctrls

%54 V Tl Shift=5
10bae- — - Ctrl+ Shift+L
4ccdS- Save As...

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,

58 ProjectWise Explorer V8i (SELECTseries 3)

Datascurce Folder ‘u’iew Tools Window Help

NRFZ L New o
<}:' M T L! Open NoDOT\Docurgents'\Central ¢
=-{JJ ProjectWise Ex Open as Read-Only - List E
E""l‘:ﬂl MaDOT - § Open With... Name
= Docurr
__ cal Markup 2 004
- View & 005
B Cen
=D Check Out 7 005
=2is & #hoo7
&4 Check In /&IOOSJ
Free /ﬂ%lUUQJ
Copy Qut E /.ﬁﬁ(]l(]_l
« v A
Export 7 By utilit
Irmport y
C Update Server Copy s
Purge Local Copy
Purge Workspace
]
Cut ——
= Documert P
opy

Paste... View: [E
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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.

Organizer  View | Action

Em = RAL | Open Containing Folder ]
Filters
Datasource: =
Foler o)
eave Copy
Name Free - Leave Copy n Type File Name

. i100.dgn C s ise_| ctronic_plans'dms9185

JSPUZ53_11UU.agn T3 _i100.dan s | ctronic_plans\dms9185
5P0243_i100.dgn &I _i100.dan s | ctronic_plans'dms5185
3_i100.dgn . i100.dgn s ee | ctronic_plans'dms9185
5P0243_i100.dan ; _i100.dan s 2 | ctronic_plans\dms9185

3 i100.dgn 009_PP_] _i100.dan s ee |_electronic_plans\dms3185
5P0243_i100.dgn 010_PP_15P0243_i100.dgn ecked Out s \users\greencd\pwise_local_electronic_plans\dms9185
' J5P0243_i100.dgn Optional Checked Out c:\users\greencd\pwise_local_electronic_plans\dms9185

8 object(s)
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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.

El ﬁ pwe\WGHPWISELD dot.missour:MoDOT \Docurnents\Cent  (greencdZ-ExtraJ5P0243%plan_sheets\Plan®\010_PP_I5P02

Setting Work Design  Construction  Add-Ons  Help  Email

2 AN ) Ba 628

Element

Edit

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

|1 Make this wizard the default.

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

= ==
General
Folder oK
—
Mame: 011_PP_15P0243_i100.dgn

Description: | Optional
File Name: 011_PP_15P0243_i100.dgn

Application: Department:

[MicroSiaﬁcn V] [<ncne> v]

Source File:

t:\standard\wsmod'design'seed_i\_project_
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General Tab

Folder option — Displays the current folder location that the Design file will be created
in or choosing the Change button and then choosing the preferred folder location can
modify this.

Document options — Name & File Name need to be the same.

¢ Name: Name of the document that ProjectWise recognizes as the document
placeholder.

e File Name: Name of the file as required through MoDOT’s file naming convention
criteria.

e Description: (optional)

Application — Allows the user to pick through a list of applications that will be
associated with the file.

Department — Allows the user to pick from a list of departments that this document will
pertain to.

Source File — Allows the user to use a seed file or import a file from outside of
ProjectWise.

To create a new document based on an existing ProjectWise document's file, click
Seed.

r

New e
General
Folder [I]
Plan - Cancel
Document [ Apply
Name: 011_PP_)5P0243_i100.dgn

Description:  Optional

File Name: 011_PP_)5P0243_i100.dgn

Application: Department:
| MicroStation - <none >

Source File:
t:\standard\wsmod\design\seed_i\i_projec

Page3-11



Section 3: Working with documents

Navigate to the CADD_Standards folder.

“ Select Document

Select

()

|_ CADD_Standards

Cep

#=E AR

Document

Mame Out to State
Z | Borders

/= County Survey Templates

/|7 Seed Files

A\ standard Plans for Highway Construction

A1 startlob

4 (1]

Address:
Description:

File Mame:

Application: MicroStation

[ open document as read-only

Navigate to the Seed Files folder.

“ Select Document

Select
E

==l

Cep=EE
Document

Mame Out to State

/| Bridge - English

| Bridge - Metric

/| Design - English

| Design - Metric

4 i | b
Address: pw:V\GHPWISE 10, dot. missouri:MoDOT\Documents\CADD_Standards'\Seed Files\Design - EnglishY_project_2d.dan -
Description:
File Mame:
Application: MicroStation

[7] Open document as read-only
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Section 3: Working with documents

Open the Design — English folder.

Select the document to be used as a seed file, and click Open.

ﬂ Select Document @
Select

Folder

=" Design - English - @ II' | EEEE| @

Documert
MName Out to State g
[:.lﬂﬁi_d_2b_summar}r_of_quantities.dgn /3
[::.]ﬂﬁi_d_3_summary_of_quantities_accel.dgn 2/

-i_ploject_Zd.dgn ;
= FE
[:lﬂﬁi_ref_pts.dgn 1/3.
lal - e Annn an & o B
4 | I 2
Address: pw: \WGHPWISE 10. dot. missouri:MoDOT \Documents \CADD_Standards\Seed Files\Design - EngMgi_project_2d.dgn -
Description: i_project_2d
File Name; i_project_2d.dgn
Application: MicroStation

[l open document as read-only
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The seed document's name and description display in the New dialog box's Source
Document section.

Nev =
General |
Folder OK
cosmer
Mame: 011 _PP_15P0243_i100.dgn

Description: | Cptional

File Name: 011_PP_15P0243_i100.dan

Application: Department:

MicraStation - ] [ <none >

Seed... ] [Import...]

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.
i List | @ Spatial |
Marme CQut to State
& H5004_PP_J5P0243_i100.dgn
& M5005_PP_J5P0243_1100.dgn
& ME5006_PP_J5P0243_i100.dgn
&~ M5007_PP_J5P0243_i100.dgn
& M5008_PP_J5P0243_i100.dgn
& HE009_PP_J5P0243_i100.dgn

greencd
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General Tab p010 pp 15P0243 1100.dgn =
‘@ Attributes | Mare Attributes | File Properties | Audit Trail | Workspace | Spatial

This tab displays information about system attributes. These attributes are related to the
management of the document. Some of these are editable and some are not.

System Attribute Editable

Document -
Name Yes
Description Yes
Version No
Sequence No
Application Yes
Status No
Out to No
Created/updated by No
Workflow No
State No
Department Yes
Node No

File -
File name and size No
Updated by No
Storage No
Dates No

Folder -
Name and description No
Environment name No
Environment description No

WARNING: If you change the application, the selected application will be used to open
the file.
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M 011_PP_J5P0243_i100.dgn =] & |EEs]
| General | Security ' Attributes | More Attibutes | File Properties | Audit Trail | Workspace l Spatial |
T DOCLmem l
Name 011_PP_J5P0243_i100.dgn
Description: Optional
Version: Workflow:
Sequence 0 State:
Document J Application | MicroStation »|  Depatment:  [<none> =
Status: Checked Out Node: COHA70881 -
Out to greencd On: 1/9/2014 7:46:56 AM
Created By: greencd On: 1/8/2014 12:45:55 PM
Updated By: greencd On: 1/8/2014 1:05:33 FM
File I
File Name: 011_PP_J5P0243_i100.dgn | E
File File Size: 43.00 KB Storage CO CADD Classroom
F File Updated By: greencd On: 1/8/2014 3:26:52 FM
Folder [
Name Central Office\CADD Support\Design'greenc4\Z-Extra'\J5P02¢
Description:
Folder
T Envionment Name:  MoDOT_CADD
Description: MoDOT_CADD
¥

Example of a document’s Document Properties

General document properties

The Document Properties dialog box has tabs across the top and buttons across the
bottom. The buttons across the bottom will allow the user to Save, Undo, Close, view
the previous document’s properties, view the first document’s properties in the folder,
view the next document’s properties or view the last document’s properties in the folder.

[ Save ] | Undo | f

View the first document’s
properties in the folder

View the previous

The number of documents in the folder and the
number of the document that is being displayed

Ex[r

i

View the last document’s
properties in the folder

View the next
document’s properties
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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.

Document
Name: 011_PP_J5P0243 i100 dgn

Description: Cptional

Version: Wordlow:

Sequence: ] State:

Application: MicroStation - Department: “nones -
Status: Checked Out Mode: COHA7DEE1

Ot to: greencd On: 1/9/2014 7-46:56 AM

Created By: greencd On: 1/8/2014 12:45:55 PM

Updated By: greencd On: 1/8/2014 1.05:33 PM

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. |

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
File Mame: 011_PP_J5P0243_i100.dgn -
File Size: 4300 KB Storage: C0O CADD Classroom
File Updated By: areencd On: 1/872014 3:26:52 PM

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

Folder
MName: Central Office’\CADD Support'Design‘greencd Z-Bxtra’J5P 024

Description:

Ervironmert Mame: MaDOT_CADD
Description: MaDOT_CADD

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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Security tab M 011_PP_J5P0243 1100.dgn =
. @ rity | Attributes | More Attibutes | File Properties | Audit Traill | Workspace | Spatial
The document security type and

properties can be viewed or changed on the security tab. If no security is set, then
everyone has complete access to the document. If there is at least one access control
set on the document, then any individual or group that is not given explicit access is
denied access to a document.

Permissions are assigned as follows.

Permission Document Rights
Full control You can perform every document function
Change

o . You can change document permissions
permissions

Delete You can delete documents

The document is visible in Documents window, you can view the

Read document's properties and attributes
Write You can modify document properties and attributes
(S:thaatzge Workflow You can change the workflow state of the document
File Read You can open the document's file in Read-only. You can copy out
the document, but not check it out
. . You can modify the document's file. You can check out the
File Write . .
document, make changes and check it back in
You can free the document, even if someone else has the
Free .
document checked out or export out in there name.
No Access You have no access to the document

Whether you can change these settings depends on the rights granted by your
administrator and possibly by the owner, or Manager, of the document.
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M 011_PP_I5P0243_i100.dgn El
General Secu Aftributes I File Properties I Audit Trall | Workspace I Spatiall
The Attributes tab allows the

user to plug in values that pertain to a specific project.

Attributes tab

Entering the project data in the Title Block Exchange section will allow the PDF file for
contract plans to generate properly and to the correct location.

A 011_PP_I5Paz4z_i100.dgn = | F )
Genem | Sscurty | Attriutes | Mom Atrinees | Fie Preperties | fuds Ted | Woscspace | Spaal
Title Block Information

° District Name  * Job Number " Seale
Cartenl »  GPOM3 - 1"« 100"

Route Shest & “ POF Create A A - Portrait or D
7 I o

Contract ID Project Manager
Project Humber

County

Camden

Brdgee Number o Propect Stages Destract
- 4

Project Information

Project Surveyor Grid to Ground Facter  Length of Project
2 BOD0O0

Begin Township Range Section

Project Information

* District allows a user to choose the project’s District. ~ 11tie Block Information
* District Mame * Job Mumber

* Job Number allows a user to select the job number Central v 5R0243 M
from a pull down list. Route Sheet #
Route information is automatically populated after Contract ID

choosing the Job Number.

Project Mumber
Sheet # will fill in the title block sheet number when the

user plugs in that number. County

Camden
Contract ID can be filled out in this input field and will Bridge Number or Project Stages
also show on the plan sheet title block. -

Project Number can be filled out in this input field and will also show on the plan sheet
title block.

County is automatically populated after choosing the Job Number.
** Bridge Number needs to be filled out for Bridge Plans.
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* Scale applies the English or Metric scale of the

project. This field is a required input field for f?gée -
producing the Adobe Acrobat PDF Contract Plans.

* POF Create A, A - Portrait or D
* PDF Create A or B allows the user to create and D e

Adobe Acrobat PDF in an A size (8 /2" x 11”)ora B Project Manager
size (117 x 177).

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 Information

Project Surveyor Grid to Ground Factor Length of Project
2.800000
Begin Township Range Section

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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More Attributes tab M 011.PP_JSPO243_100.dgn
_ , | General [ Securty | Atrbutel{{ More At
This tab will allow for

additional attributes to be added in the future.

=5

i Properties I Audit Trail I Workspace I Spatial|

M 011_PP_J5P0243_i100.dgn [Unsaved default values] * o]l & ]

| General | Security | Attribites | More Atributes | File Properties | Audit Trail I Warkspace | Spatia||

Project Location |

EPG Use Only -

File Properties tab Wb 011_PP_I5P0243_i100.dgn
_ _ _ | General [ Securty | Atibutes | More Atiouid !Fie Propeties | Judi
This tab lends information
about the particulars of a file.
ML 010_PP_J5P0243_i100.dgn o B [
| General | Security | Attributes | Mare Attibutes | File Properies | fudit Trail I Worlspace | 5patia||

[=] Summary Information

Author standard

Last Author greencd

Revision Mumber 507

Application Name MicroStation v8.11.5.17

Date Created 1/159/2005 6:53:19 FM

Date Last Saved 282010 1:17:28 PM

Edit Time 155:36:15. 2250000

(=] Document Summary Information

Comparry Missour DOT
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Audit Trail tab M 011_PP_J5P0243_100.dgn =]
rkspace

| General |S|ec|.|rit)r I Attributes I More Attributes | File Propertiecrﬂ.ld‘ Tld-

A document’s audit trail provides you with a list of all activities that have taken place for
the document. An audit trail record is created as an action or activity takes place.

#L 011_PP_I5P0243_i100.dgn =] @ (=3
| General I Security I Attributes I Mare Atributes I File Properties | Audit Trail | Workspace: | Spatial
Action | Date/Time User | Addit
Name Name
Created 1/8/2014 12:45:55 PM | greencd | In folder 'Plan’
Checked out | 1/8/2014 12:45:56 PM | greencd
Copied 1/8/2014 12:45:56 PM | greencd | Source document 'CADD_Standards/s

Checked in | 1/8/2014 1:05:33 PM | greencd | Copy left
Checked out | 1/8/2014 2:20:18 PM | greencd
Freed 1/8/2014 2:23:13 PM | greencd | Copy left
Checked out | 1/8/2014 2:48:05 PM | greencd
Checked in | 1/8/2014 3:26:51 PM | greencd | Copy left
Checked out | 1/9/2014 7:46:56 AM | greencd
Checked in | 1/9/2014 2:56:44 PM | greencd | Copy left

Attributes 1/10/2014 7:21:58 AM | greencd | New Sheet

4| n F

(o) Com ]

&9
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Workspace tab #L 011_PP_I5P0243_i100.dgn

| General | Security I Attributes I More Attributes | File Properties | Audit Ti “

This tab lets you assign a
workspace profile 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
document so the documents will open with the correct linestyle resource files.

#L 011_PP_J5P0243 _i100.dgn [=] @ ==

| General I Security | Attributes I More Attributes | File Properties | Audit Trail | Workspace | Spatial

Workspace Profile:

Workspace type: [mme:’ {Inhes) v]
[Workspace Frofile '] <none: {Inhert) S
\ " Bridge Projects
Wotkspace Profle: Engish- 1" = 1’ Line Style Scale 0
[mone>{lnherit) English - 1" = 5 Line Style Scale
English - 1" = 10 Line Style Scale
English - 1" = 20’ Line Style Scale
P
el Engish - 1" = 30 Line Style Scale
Edname English - 1" = 40’ Line Style Scale
EH Description English - 1" = 50 Line Style Scale

English - 1" = 60 Line Style Scale
- 1" = 100" Line Style
English - 1" = 200' Line Style Scale
Enalish - Title Sheet Line Style Scale
Mapping - 1°= 1" Scale (Mo Custom Lines)

= MicroStation-specific settings
EE MicroStation workspace root direct...

m

[ Additional command-line arguments
@ User canfiguration file name

[EE Project configuration file name Mapping - 1= 100" 5cale (No Custom Lines)
B2 Userinterface name Mapp@ng - 1:= 2[:'D: Scale I;ND Custom |J:I‘|ES}
EE AutoCAD-specific settings Mapping - 1'= 300" Scale (No Custom Lines)

Mapping - 1°= 400" Scale {No Custom Lines)
Mapping - 1'= 500" Scale (No Custom Lines)
Mapping - 1°= 600" Scale {No Custom Lines)
Mapping - 1'= 700" Scale (No Custom Lines)
Mapping - 1°= 800" Scale {No Custom Lines) .
Mapping - 1'= 300" Scale (No Custom Lines)
Mapping - 1°=1000" Scale (Mo Custom Lines)
Mapping - 1'=1200" Scale (Mo Custom Lines)
Mapping - 1°=1500" Scale (Mo Custom Lines)
Mapping - 1°=1600" Scale (No Custom Lines)
Mapping - 1"=2000" Scale (Mo Custom Lines)
Mapping - 1"=2400" Scale (Mo Custom Lines)
Mapping - 1"=2600" Scale (Mo Custom Lines) e

R AutoCAD profile name
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Spatial tab #L 011_PP_I5P0243_i100.dgn =
| General |Sec1_|rity I Attributes I More Attributes | File Properties | Audit Trail I Woﬁcsp

This tab controls what spatial data is applied to the document, such as an aerial

background map, coordinate system and source. MoDOT currently doesn’t have spatial
database setup for production.

#L 011_PP_I5P0243_i100.dgn =] @ (=3
| General I Security I Attributes | More Attributes | File Properties | Audit Trail I Workspace | Spatial
Geometry Spatial Location
Source: lNone 'l
Modified:

Coordinate System

Lower Left: Upper Right:
¥ 00 % 00

&9
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Section 4: PDF Generation Process for Final Contract Plans, Preliminary Plans and R/W Plans

Section 4

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

MoDOT uses a process through ProjectWise to generate the contract plan PDF files
from the MicroStation files for the Project Manager, Structural Project Manager, District
Land Surveyor, etc. to sign and seal. These electronically signed PDF files will be
reviewed and then posted on the MoDOT online Plans Room website. Once the signed
PDF files are on the site, contractors can download the PDF files to estimate and bid on

the projects.

In order for the PDF files to generate properly, proper steps need to be done to the
MicroStation files. The instructions below will demonstrate what needs to be done for
the PDF files to generate properly and to the correct location.

The Attributes will need to be assigned to the
MicroStation contract plan files so the PDF
creation of the contract plan will work properly.
The PDF documents will not be created if the
attributes are not filled out properly for the
contract plan drawings.

¢ Right click over one of the MicroStation
contract plan files and select the
Properties option.

Step 1 - Assigning Attributes for the MicroStation Contra -M

List | @ Spatial

Mame

P 02 Pr_5p0243 [100.dgn
& MH005_PP_J5P0243_i100.dgn
 MH006_PP_J5P0243_i100.dgn
& MH007_PP_J5P0243_i100.dgn
& Hh008_PP_I5P0243_i100.dgn
# HH009_PP_I5P0242_i100.dgn
& Hh010_PP_I5P0242_i100.dgn
# P4 011_PP_J5P0242_i100.dgn
# MY utilities.dgn

P

Document Properties |E"de' Propertie

View: | <Default>

Prog

Marr|
Fold
Envi
Filel
Wor|
Crea
Upd
File|
Stat
Vers
File|
Locz

Locz
Shar

Out to St

Select View
MNew 3

Open

Open as Read-Only
Open With...
Markup

Wiew

Check Qut
Check In
Free

Copy Out

Export...
Import

Update Server Copy
Refresh Local Copy
Purge Local Copy
Purge Workspace

Cut

Copy
Paste...

Rename...

Delete

Maodify...

Madify Spatial Attributes...

Copy List To
Attributes
Change State

s

¥ v v T v v

Properties...

Make m Request
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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.

ﬂ I_project_2d_PowerGEOPAK [Unsaved default values] * — X

General Securty Aftrbutes More Attributes  File Properties  Audit Trail  Work Space
Title Block Information

* District Name  * Job Number Project Manager

|KansasCty | [3P3108 HUFFMD |
: : Contract ID

County Project Number

RAY |

Bridge Number

Project Information

Project Surveyor Grid to Ground Factor Length of Project
| | | [18.628000 |
Begin Township Range Section

* Required Fields For Contract Plans

Undo Close I < 4/6 > s

¢ Finally click the Save button at the bottom of the dialog box to save the attributes
to the document.
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Step 2 - Coping the Attributes to Multiple MicroStation D m

Once you have applied attributes to one of the MicroStation files, you can copy those
attributes to multiple MicroStation files for that project.

¢ Right click over the document that has attributes assigned to it and select
Attributes - Copy Attributes option.

[l List | ® Spatial |
Mame Out to State
/
5005 PP J5P0243 1100, dgn Select View 2/10/2010
# 5 006_PP_J5P0243 _i100.dgn 2/17/2012
. New »
# M5007_PP_I5P0243_i100.dgn 12/30/2010
# 5 008_PP_J5P0243 _i100.dgn Open 4/5/2011
# 5 009_PP_I5P0243_i100.dgn Open as Read-Only 4/5/2011
# M5010_PP_I5P0243_i100.dgn Open With.. 1/8/2014 -
# A 011_PP_I5P0243_i100.dgn 1/9/2014
# M utilities.dgn Markup 2/8/2010;
View
Check Out
CheckIn
Free
Copy Out
< |
Export...
Document Properties | Folder Propertie: e
o [ Scinde Update Server Copy
Prop Refresh Local Copy Property value
Nam Purge Local Copy 004 _PP_J5P0243_i100.dgn
Fold Purge Workspace Plan
Envir MeDOT_CADD
File Cut 004_PP_J5P0243_i100.dgn
Work Copy
Crea Paste... pwadmin
Updz pwadmin
File | Eoprlbe greencd
Statu Move Ta... Checked In
Versi Rename...
File Delete
Loca Modify...
Loca Madify Spatial Attributes...
Shar
Add Comment
Set 3
Send To 3
Document Code...
Lyl Ly Document Code Reservation...
Batch Print Copy Attributes
Properties... ET—
Make PDF Request e
Delete Sheet

¢ Next select the files that need to have attributes assigned to them.
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Finally, right click over the selected documents and select Attributes - Paste

Attributes option. You will be prompted asking "Do you want to override existing
attributes?". That is when you will want to select Yes to All to paste the attributes
to all the MicroStation contract plan files you had selected.

» Document Code Feservation...
»

Batch Print ="Copy
Properties... i B st r
Make PDF Request | . o .

1 Delete Sheet

List |. Spatial|
Name Out to State Fi
3.i100. .
V4 Eom_PP_Jspoza__!mo dgn T— N
PP i 005_PP_J5P0243_i100.dgn
P i 006_PP_J5P0243_i100.dgn New 3
i 007_PP_I5P0243_i100.dgn =
7 003_PP_ 3 i100.dgn
W4 i 005 PP _I5P0243 i100.dg pen
W 2 009_PP_I5P0243_i100.dgn Open as Read-Only
P4 :i: 010_PP_J5P0243_i100.dgn Open With...
Pd "Y011_PP_J5P0243_i100.dgn Markup
# M utilities.dgn M= 2/8/2010 1
Check Out
CheckIn
Free
Copy Out
< Export...
Document Properties | Falder Properties| Import
View: | <Defaults Update Server Copy
Propd Refresh Local Copy Propertyvalue
Mam gy ey 004_PP_J5P0243_i100.dgn
Eolde Purge Workspace Plan
Envir Cut MeoDOT_CADD
File M c 004_PP_J5P0243_i100.dgn
o]
Waork k7
Creat E=1es pwadmin
Upda Copy Tau. pwadmin
File U Move To.. greencd
Statu R Checked In
Versi ename...
Filep| ~ Delete
Local Madify...
Local Modify Spatial Attributes...
Share Add Comment
Set b
Send To 3
Document Code..
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Step 3 - Creating Renditions _

Once the MicroStation files for the job are completed and the attributes for the files are
filled out in ProjectWise, you will need to use Create Renditions to create the PDF
documents for the Project Manager to seal. The PDF documents for the job will be
created under the Contract Plans - District XX and then the job number for the
project. The Project Manager will then seal the PDF documents electronically, which
then the Reviewer for the job will review the sealed PDF documents.

Remember that the Attributes will need to be assigned to the MicroStation contract
plan files for the PDF creation to work.

e Select the MicroStation files that need to be processed into PDF files, right click
over the selected files and select the option named Create Renditions.

¢ When Creating Renditions you cannot mix single border files with multiple border
files. If you do only the first border of multiple border file will be created.

5& ProjectWise Explorer V3i (SELECTseries 3)

Datasource  Folder Document View Tools

Window Help

j - ‘_—2" Op 2y - ;;E; @ : g~ Searcnﬁ - [> InterfacE[MoDOT_CADD '] VIEW[MoDOT )
& - - |¥ ¢ Address [ pw\\GHPWISELO.dot.missouri:MoDOT\Documents\Contract Plans\é - CentralJ5PO243 - oo
= [ ProjectWise Explorer Datasources - List | @ Spatial |
=l M”';OT'E'E‘:’””i‘p‘a”S(MODOTD Narme Outto State File Updated  Application
- Documents .
[ CADD_Standards L:.004_PP_J5P0243_\100‘pdf In Review 1/14/2014 12:23:27 PM  Acrobat PDF
[ Central Office L,-GGSJPJSPGZBJIGO‘pdf In Review 1/14/201412:23:44 PM  Acrobat PDF
42 Contract Plans ("W 006 _PP_J5P0243 1100 pdf In Review 1/14/201412:24:17 PM  Acrobat PDF
[ 1 - Northwest _| | (X 007_pp_s5P0243 200 pdf In Review 1/14/2014 12:24:41 PM  Acrobat PDF
[ 2- Northeast ~ | | [ 0os_pp_I5P0243_i100.pdf In Review 1/14/2014 12:2519 PM  Acrobat PDF
{2 3 - Kansas City L:,.OOQJPJSPOZBJIOO‘pdf In Review 1/14/2014 12:25:34 PM  Acrobat PDF
1= 4 - Central L:,nﬂl(]JPJEPGZBJIOG‘pdf In Review 1/14/2014 12:26:07 PM  Acrobat PDF
& Archive - Central
: 1212161)
A0 261K
A7 Jane1L
12164
07 221640
A7 1212164M
Name Qutto
W 004_PP_J553207_120.dgn I
/7 M5005_PP_J553207_120.dgn New ’
o/ b 006_PP_J553207_120.dgn Oien
/ M5007_PP_J553207_120.dgn Open as Read-Only
/ #5008 PP_J553207_120.dgn —
/ Mh009_PP_I553207_120.dgn pen T,
/ #5010_PP_J553207_120.dgn Markup
/ K5 011_PP_J553207_120.dgn View
7 Hh012_Pp_J553207_120.dgn Check Out
/ M5013_PP_J553207_120.dgn o
Check In
/ 014_PP_J553207_120.dgn '
/ H015_PP_J553207_120.dgn Free
/ M5016_PP_J5S3207_120.dgn Copy Out
/ H5017_PP_J553207_120.dgn Export
/ H5018.PP_J553207_120.dgn
[aTatalas
/ #5019 PP_J5S3207_120.dgn =
7 4020 PP 1553207 120.dan Create Renditions...
L 4
Export Dependency Map(s)...

Document Properties  Folder Prope

Import Dependen cy r1'FI (5)..
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Section 4: PDF Generation Process for Final Contract Plans, Preliminary Plans and R/W Plans

tad Create Renditions 7 X

Profile:  Contract Plans Submittal v

Profile Components

Presentation: Black & White Annotation D size (34"x22") w
Format: PDF i

File name: | Single Border >
Destination: Contract Plans - Design v

Folder: | pw:\\GHPWAPPWTOL dot. missouri:MoDOTTestiC
Send e-mail notification on completion

o

Here’s some additional information about the Create Renditions dialog.

Profile — Controls which components are available to the users when submitting a
rendition. Currently there is only one profile, but there will more in the future.
Components will change depending on the profile.

Presentation — Controls the appearance of the PDF file in regards to size, color and
line and text scale.

Format — Currently we are only outputting to a PDF file.

File name — There are two options to choose from based off the number of borders in
the selected file and will control how the PDF file gets named.
Single Border — The PDF file will be name exactly like the dgn file. [filename.pdf]
Multiple Borders — Quantity / Cross-Sections sheets with more than one border
in the file. The PDF files will be named filename_1.pdf, filename_2.pdf,
filename_3.pdf and so on.

Destination — There are Four options to choose from base on which division.
Contract Plans — Bridge —PDF files will be located within a Bridge number
below the project.
Contract Plans — Design — PDF files will be located at the root level of the
project number.
Contract Plans — Right of Way —PDF files will be located within an Approved
RW Plans Folder below the Project
Contract Plans — Standard Plans —PDF files will be located within the Standard
Plan Folder.

Destination: jj Contract [Nans - Design v |
IContract Plans - Bridge

Foder: YT —
. Contract Plans - Right of Way |
Send e-mail nof§Contract Plans - Standard Plans
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Folder — This is the location where the file will be placed.

Send e-mail notification on completion — you will get notified via email when the
submittal is complete.

The email you receive will give you some information and links to the input and
output files. If your email is green, that’s a good thing. If it's red, that’s a bad
thing. The error could mean that the file already exists or the attributes dialog
isn’t filled out correctly.

e |48 Database GHPWAPPUTO! SQLEXPRESS PUICS e |48 Dutabase GHPWAPPUTO! SQLEXPRESS PWICS
(Cremted By  schwacu R Tame 00 13 Created By schwac ua

Last Searted 292018 22303 PM Documents in Job 1 Lot Searmed  SB2018 22522 PM

Last Faniakrd 392008 225 28 PM Renditosns Complete | Last Famiched 397008 2 23 37 PM

Mhe follewing aer scousted on GHFWIPLTWTUL. ProjecWine
on while cresting mew version of documest

o4 PP 1IRIN0T 120 denl

¢ |t may take a few minutes for your PDF files to generate, depending on how
many requests are in the queue. Go to the Contract Plans - District XX - Job
Number folder and you will eventually see the generated PDF files from the
MicroStation files. The Project Manager can now review and seal those PDF
files.
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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.

e 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.

e 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.

e 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.

e 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.

e 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

File Edit View Favorites Tools Help

¢ Favorites | 4 @ Intellicast - NOWrad at St... & NOAA -7 Day Forecast 4 Web Slice Gallery =[] Design-Right of Way Shar...

S ProjectWise Support Training - CADD Wiki

page discussion view source history

ProjectWise Support Material

Support Documentation
navigation

= Wain Page Contents (o7
= Project Wise

= MicroStation

« GEOPAK Road Documentation by Topic

= GEOPAK Site

= GEOPAK Survey Contract Plans

= GIS Information . . N A

» GPS Information = PDF Generation Process for Final Contract Plans, Approved RW and Certified RW Plans B

= Drainage Apps = Issue With Logical Name In Border Files
= Other Design Apps

= How to Properly Prepare Files for Contract Plans B
= PC"How To's”

« Training = Questions and Answers on Electronic Plans

= Elecironic Plans == e it

= Construction I = Guidelines for Addendum or Revision Sheets l
links " hgs &
= CADD Staff
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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.

e 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).

e 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.

e 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.

e 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.

e 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.

INCORRECT

CORRECT

Attachment Settings: modot_de 2008.dgn

fi

il

Full Path: ..\dms0192%modot_de_2008.dgn

43I\ ORKDIR.dms01929'\MoDOT_DE_2008 dar e

Model: [Defautt

)

I Logical Name: | Border 1"=5'

Detail Scale: [CUSTOM -

Display Overmides: [Alow =

New Level Display: [Use MS_REF_NEWLEVELDH

Global LineStyle Scale: (Master =
Synchronize with Saved View

ClSy @ fw]> < @'

Toggles

4

[ oK ] | Cancel

Attachment Settings: modot_de_2008.dgn

File Name:
Full Path:

WORKDIR:dms0192% \MoDOT_DE_2008.dan
.. Adms01925 \modet_de_2008.dgn

Model: [Default -
—

Browse...

Border 5 Scale

Detail Scale: [CUSTOM hd

Scale (Master:Ref): | 5.000000 : | 1.000000 Scale (Master:Ref): | 5.000000 1.000000
Mamed Group: hd Mamed Group:
Revision: - Revision: -
lewel [ ~] ewel: [ ~]
Mested Attachments: |No Nesting - Depth: | 1 Nested Attachments: | No MNesting hd Depth: |1

Display Ovemides: | Allow hd
Mew Level Display: |Use M5_REF NEWLEVELDHK
Global LineStyle Scale: | Master hd

Synchronize with Saved View

EEha R ES A,

Toggles

[

OK J | Cancel |
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Section 5: Best Practices in the MoDOT Environment

Section 5

Best Practices in the MoDOT Environment

Topics |

e MoDOT’s Folder Structure

e Importing Folders and Files into ProjectWise
e Exporting Folders and Files out of ProjectWise
e Sets for MicroStation Files

e Clean Up Procedures

e Changing Application Associations

MoDOT’s Folder Structure in ProjectWise ]

The folder structure here at MoDOT for ProjectWise has been broken out into many subfolders to make
management and security of the folders and files easier to maintain. It also makes assigning permissions
to folders easier for the ProjectWise Administrator.

CADD Standards

CADD Standards folder contains all the standard files like the border file used in MicroStation, seed files

used in MicroStation, standard plans for highway construction, etc. that can be used in the plans or used
as a reference to gather information about a certain object or procedure. All the files and folders under
the CADD Standards folder and subfolders are read-only for everyone. This insures the files are kept the
same for everyone to use at MoDOT.

52 ProjectWise Explorer V8i (SELEC Tseries 3)

Datasource  Folder Document  View  Tools Window  Help

i @& Oy g e “ @ : % - search [0 - b
4 - - I_I Address | pw:\\WGHPWISELD.dot.missouri:MoDOT\Documents\CADD_Standards),
BU_] ProjectWise Explorer Datasources List |. Spatial‘
Elml'sﬂ MnIIZ:JJOT - Electtrnmc Plans (MODOTDS\greencd) Name
-2 Documents -
[=Wtsd CADD_Standards /L Borders
[ Borders # | County Survey Templates
F County Survey Templates #|L SeedFiles
[0 Seed Files | Standard Plans for Highway Censtruction
..[I Bridge - English &1 startlob

- Bridge - Metric

1__ Design - English

1__ Design - Metric

-y Standard Plans for Highway Construction
- Startlob

- Central Office

-1 Contract Plans
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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.

58 ProjectWise Explorer V8i (SELECTseries 3)

Datasource Folder Document View Tools Window Help

® | &= | Op b, va i 7 ~ | Search (L
a & [0 % ] @0 4 £

Q:l - ED - Ltl Address | pwe\\GHPWISELD. dot.missouri:MoDOT\Documents Contract Plans',

=-{}J ProjectWise Explorer Datasources

'-:-'[Iﬁ MaDOT - Electronic Plans (MODOTDS\greencd)
|_:_|1_, Docurnents

w-{’ CADD_Standards

1_, Central Office

e

-2 1 - Morthwest
1_, 2 - Mortheast
1_, 3 - Kansas City
1_, 4 - Central
= 5 - St. Louis
[ Archive - 5t.Louis
- J212165K
- 12121651
{0 J212165M
-7 13520081
-4 J5P0903
-4 J5P0904
- J5P0918
L J6IN9T8

»

m

List | @ Spatial |
Mame

1071 - Morthwest
#10°2 - Northeast
# | 3 - Kansas City
L0 4 - Central
#15 - 5t Louis
#10°6 - Southwest
#1077 - Southeast
Al -co

| Digital Ids
| Letting Setup

4
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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.

55 ProjectWise Explorer V8i (SELECTseries 3)

Datasource Folder Document View Tools Window Help
Y of S D 2y - EE[E] @ g4 - sean B - b
Q:I - I:[) - L'—'_] Address | pwe\GHPWISELD.dot.missouri:MoDOT\Documents\Central Office’,
EIUJ ProjectiWise Explorer Datasources List |. Spaﬁa||
B[lﬁ MDDOT - Electronic Plans (MODOTDS\greencd) Marme
=+ Documents V1 Bridge

@[’ CADD_Standards
e

- Bridge
CADD Support
Construction & Materials
Engineering Policy
Environmental Studies
Estimate and Review
Historic Preservation
15D
Multimedal
Photogrammetry
: Right of Way
-0 Traffic

m-{=" Ceontract Plans

i LTF Mhictrie+ 1

& | CADD Support

& | Construction & Materials
# | Engineering Policy
#|= Environmental Studies
| Estimate and Review
& | Historic Preservation
A0 15D

&= Multimedal

& | Photogrammetry
& Right of Way

F LT Traffic

58 ProjectWise Explorer VBi (SELECTseries 3)

Datasource Folder Document View Tools Window Help

i 00 8 e =E @ : % - search (O

g Interface@

Q:I - E{> - lzl Address | pwe\\GHPWISE1D.dot.missouri: MoDOT\Documents'\District 100Design’,

=-{JJ ProjectWise Explorer Datasources

-7 Documents

-[7" CADD_Standards
| Central Office
{_ Contract Plans
{_ District1

=1-L7 District 10

-

-7 Right of Way
-7 Survey
"L; Traffic

-4 District 2
¥~y District 3
({7 District 4
-4 District 5
£
£
£

H-i_ District6
t-L_ " District 7
t-4_ District 8

B[l‘_}] MoDOT - Electronic Plans (MODOTDS\greencd)

Lst | @ Spatial |
MName Outtr

A0 Transfer

P ats Bollinger

#7 Butler

#0 Camden

# | CapeGirardeau
A Carter

#7010 County Maps
# |7 D10 County Maps - additional counties
# | D6 County Maps
A Douglas

A Dunklin

|7 Eng_Services

# | Franklin

#12 Howell

#7 Tron

< |
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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.

28 ProjectWise Explorer V8i (SELECTseries 3)

Datasource Folder Document View Tools Window Help
Y = TR TS EEEE @ : @4 - search (O - P
<::' b '::> - l!.l Address [T pw:\WGHPWISELD.dot.missouri:MoDOT\Documents\Specifications and Estimates),

=-{_ 1 ProjectWise Explorer Datasources List | @ Spatial |
|_:_|[m1 MoDOT - Electronic Plans (MODOTDS\greencd)
- Documents

Mame

#12'1 - MNorthwest

&[0 CADD_Standards :
1_, Central Office ../I.- 2 - Mortheast
@[ Contract Plans #12 3 - Kansas City
--L_' Diistrict 1 #14 - Central
m- [ District 10 A5 - 5t Louis
1.. Diistrict 2 #0'6 - Southwest
{7 District 3 &7 - Southeast
G-[ District 4 /L Bridge
G- District 5
m-[ District 6
G- [ District 7
G- District 8
G- District 9
&[T District CADD
1_, Moodle Training Files
(" Safe and Sound MDBB g
i _
-7 1 - Northwest Folder Properties | Access Cantrol
"1.; 2 - Mortheast Property name
1-' 3 - Kansas City Folder Mame
1" 4 - Central Environment Mame
4L 3 - 5t Louis Workspace Profile Mame
1_, 6 - Southwest Storage
1" 7 Southeast Created By
-l Bncge Updated By

-3 Saved Searches

WA el Fl s
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Importing Folders & Files into ProjectWise ]

Folders and files that are located on a network drive, local hard drive, or external hard drive can be

brought into a ProjectWise location that you have write access to.

Importing Folders
e Select the folder in ProjectWise that you wish to place the folder that is outside of ProjectWise
into.
e Open Windows Explorer and select the folder that you want to place into ProjectWise. It may
be helpful to get your monitor setup to see both ProjectWise Explorer and Windows Explorer.
e Drag the folder from Windows Explorer into the storage area (highlighted below) from the
previously selected folder in ProjectWise.

ZE ProjectWise Explorer V8i (SELECTserics 3)

Datasource Folder Document View Tools Window Help

£ 2 op o, 5555 @ @ - |search B ~ [p> :Interface MoDOT_CADD |  view| moDOT -
46 - & - | |3 Address [ pw\GHPWISELO.dot missouri:§DOT\Dacuments\Central Office\ CADD Support Desigr greencd\Z-ExtralSF » (B Go
" Element Extractor Ust | @ Spatial
-7 Geographics Testing Name Outto State File Updated  Application File Size Descr
[-{ Geopak Plan Prep Class
- Lidar S data
#-{7 Quantab o plan_sheets
(- Standard_Plans_Updates AL project
{7 Testing District lssues
2 Z-Bara
[ Bxtra-d4_county_maps
31
[ J550929
[ Greene
I Hokt
I Howard
7 Howell
[ Jacksen
7 Jasper
(I Jefferson
(I Johnson | i
7 junk |
{7 Kevin_Test R B
= koppg Property name Property value Property name

e Toggle the options off/on as needed in the Import Directories dialog box. Select OK to import
the folder into ProjectWise.

| Import Directories

Imnport

Lo 5w

Parent Folder: J5P0243

[ 1ndude Subdirectories

|| tmpart Files Only

|| 1mpart and rename duplicates

Falder

Environment: [MoDOT _CADD

Storage: |CO CADD Classroom

1.15 MB space needed in server

Page5-5




Importing Files

Section 5: Best Practices in the MoDOT Environment

Select the folder in ProjectWise that you wish to place the files that is outside of ProjectWise

into.

Open Windows Explorer and select the files that you want to place into ProjectWise. It may be
helpful to get your monitor setup to see both ProjectWise Explorer and Windows Explorer.
Drag the files from Windows Explorer into the storage area (highlighted below) from the
previously selected folder in ProjectWise.

35 ProjectWise Explorer V8i (SELECTseries 3)

Datasource Folder Document View Tools Window Help
@ | #A - |search

Address |= pw:\\GHPWISEL0.dot missouri:M

0l
& -

2 & | op 2y T

B

« [p :Interrace MoDOT_CADD

-]

pOT Documents Central Office\CADD SupportDesign greencd Z-ExtrallSF + [ Go

- Element Extractor
-{-" Geographics Testing
[ Geopak Plan Prep Class
{7 Lidar

{Z' Quantab

{7 Standard_Plans_Updates
{7 Testing District lssues
eI Z-Bdra

[ Extra-cd_county_maps
I

{7 I550929

Greene

Holt

Howard

Howell

Jacksen

Jasper

Jefferson

Johnson

junk

Kevin_Test

(GACASASACASASASASAS

T
x
]

=

£

a

3 | E Lst | @ Spatial
| Name Outto State
| L dota

I plan_sheets

L project

Folder Properties | Access Control

File Updated  Application File Sze  Descr

B R A T

The files will then be copied from the Windows Explorer location into the ProjectWise location.
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Exporting Folders & Files out of ProjectWise ]

Folders and files stored in ProjectWise can be exported out to a network drive, local hard drive, or
external hard drive. This is done when someone doesn’t have access to ProjectWise and they need
access to files stored in ProjectWise to look at. This will also be done when the design and detailing
process of the project has been completed and the project information needs to be placed out to the
MoDOT Project Office that is handling the project, since they are not connected to ProjectWise.

Exporting Folders

e Right click over the folder in ProjectWise that you need to export out and select Export.

{07 Extra-d4_county_maps A 18D
Il 15P0243 Phrsya w1
-0 J550929 New Folder... etry

-4 Greene New Project...
-4 Holt

- Howard Open

-0 Howell Open in Mew Window

-y Jackson

'
G Jasper Copy Qut
@ Jefferson Purge Copies
@-{_ Johnson cess [
-0 junk Export...
- Kevin_Test

- koppg

- Laclede Cut e
-l Lafayette T

[T Lawrence oot

07 Lewis aste...

i Lincoln Rename...

e Mau:!|son Delete
-4 Marion

-[7" McDonald Advanced Search...
E-LT Miller Scan References and Link Sets...

- Missouri_River - =
G-I mitchal roperties..,

..... 7 Manitean |

¢ You will have the options to Export or Send to Folder. Select the Send to Folder
option and select Next.

Folder Export Wizard =]

Welcome to the Folder Export
Wizard

Choose an action to perform

() Export - Locks all files, changes can be redmported
@ Send to Folder - Creates unmanaged local copies
This wizard will guide you through the Folder Export process

The wizard helps you selecting export folder, settings and
resolving file name conflicts.

Document files will be copied out to specfied export folder.
“You will not be able ta import them back.

Click Mext to proceed, or click Cancel to exit this wizard.

< Back Neat > @E
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e 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.

Folder Export Wizard @
Define the export settings : ¥
Flease specify the export folder and settings. Press Next to start folder export.
Srg
Falder:
T:'de-projConstruction  Browse..

| Create subfolders for empty folders
| Create subfolder for selected folder
lUse folder descriptions as folder names
Copy reference documents into master document folder

Export child documents which are not included in exporting hierarchy to
the special folder.

/| Rewrite reference attachments to new paths

| < Back |[ MNext = ] | Cancel

e Click Finish after the export has completed.
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Right click over the selected files in ProjectWise that you need to export out and

select Export.

List |. Spatial|

MName

/ @ traffic_cntr_01.dgn
/ @ traffic_cntr_02.dgn
e traffic_cntr_03.dgn
/ @ traffic_cntr_04.dgn
e traffic_cntr_05.dgn
/ @ traffic_cntr_06.dgn

Select View
Mew

Open
Open as Read-Only

<« |

/H traffic_cntr_07.dgn Open With...
Po 'i: traffic_cntr 08.dgn Markup
/ @ traffic_cntr_09.dgn View
 Mhtraffic_cntr_10flagger.
/&trafﬁc_cntr_llstriping Check Out
CheckIn
Free
Copy Out
pre— - Export...
Document Properties | Falder : mpo

View: |<Default>

Update Server Copy

Select Next in the Document Export Wizard dialog box.

You will have the options to Export or Send to Folder. Toggle on the Send to
Folder option. Browse to the location of which you desire to export the files out

to. Select Next to export the files

Document Export Wizard

Define the export settings

X5

=

Please choose an action to perform and specify the export folder. Press Next to E

start document export.

Choose an action to peform

() Export - Locks file, changes can be reimported
@ Sendto Folder - Creates unmanaged local copy

Export folder:
T:\de-proj\Cass

[ <Back |

Ned> | [ Cancel |

Finally select Finish once the export has been completed. The files are now
copied from ProjectWise to the designated network location.
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gical 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 attached reference files to a MicroStation file

¢ Right click over the MicroStation file and select Set >> Show References.

G AIEY 1 e wa g o

 Mh008_PP_J5P0243 _i100.dgn New » 4/5/20
_PP_ _i100.dgn /5/
# Mh009_PP_J5P0243 i100.dg 4/5/20
e _t _| «agn
PP 010_PP_5P0243_i100.dgi Ly 1/17/20)
011_PP_J5P0243_il00.dgn pen as Read-Only 1/13/20
/ Myon1_pp_ X g o} Read-Onl
utilities.dgn Open With... 2/8/201
7 M g p
Markup
View
Check Out
CheckIn
Free
4
Copy Qut

Document Properties | Folder Propsl

Export...
View: | <Default>

Import

P P al
1 Update Server Copy RS
i e @ 010_PP_J5P0243_i100.dgn
Ed resh Local Copy Plan
En Purge Local Copy MoDOT_CADD
Fil Purge Workspace 010_PP_J5P0243 i100.dgn
W Cut
Cr z pwadmin
Uy opy greencd
Fil Paste... greencd
St T o Checked In
v
_E Move To...

Fil
Le Rename...
Le Delete
Sk Maodify...

Modify Spatial Attributes...

Add Comment

3 New...
- *
Copy List To L4
Attributes % Referenced By
» -

Change State

Show References

Batch Print

Properties... Scan References and Link Sets...

¢ You will now see the reference files that are attached to the master file, given
that the reference files are stored within ProjectWise. If there are reference files
attached to the master file that are not stored in ProjectWise, those files will not
show up in the listing.

[e! 010_PP_J5P0243 _i100.dgn - 010_PP_J5P0243_il00.dgn [ =] ]

List |. Spatiall
Mame Out to 5
g 010_PP_J5P0243_i100.dgn reencd
g g

# P 27b_medified.dgn

# P d178t008.dgn

(71 mMoDOT_DE_2008.dgn
.,/’“ plan.dgn

_/"“ plan_rw.dgn

# P plan_utility.dgn
.,/’“ prefile.dgn
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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

o pan- Ly vre:
V4 lan-test.dgn 6/2¢
P g
Moo e N 2
an_bypass.dgn ./t
# M plan_bypass.dg 4
_/“ plan_censultant.dgn Mew » 4t
Pd plan_exist_drainage.dg 4t
Pd plan_gutter.dgn Open 4t
Pd plan_masshaul.dgn Open as Read-Only 4t
# M plan_murry.dgn Open With... 4t
P y-dg P
# M plan_old.dgn Markup 4!
# M plan_oldalign_rck.dgn Wz 4!
Pd plan_passrd_consultan 4t
# M plan_rw.dgn Check Qut 4
# M plan_signing.dgn CheckIn 4
lan_statepark_rw.dgn 4/
./|“ plan_: park_rw.dq Free
]

Copy Out

Document Properties | Folder Py
Export...
View <Default>

Import

Property value
Update Server Copy perty

plan.dgn

Refresh Local Copy data
Purge Local Copy MoDOT_CADD
Purge Workspace plan.dgn
Cut .
C pwadmin

opy pwadmin
Paste... greencd
Copy To.. Checked In
Move To...
Rename..
Delete
Modify...

Modify Spatial Attributes...
Add Comment

2 New...
v Modify...

Copy List To 3 -
Attributes
Change State “
. Show References
Batch Print 3 Show Markups
Properties... Scan References and Link Sets...

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

# plan.dgn - Referenced By ===
Name Outto State =
7 Mystriping3.dgn Design In Progress
# Khsignals.dgn Design In Progress
7 Merosion2.dgn Design In Progress
# Khsignalls.dgn Design In Progress
7 Mplansheetbseeding.dgn Design In Progress =
# Khlighting_dashed.dgn Design In Progress
7 M spesht8_stage2widening.dgn Design In Progress
# Khlighting4.dgn Design In Progress
/ M5007_PP_J5P0243 100.dgn
# Khplan_signing.dgn Design In Progress
7 Mylightingl.dgn Design In Progress
# Mhspesht02_intersection_details.dgn Design In Progress
/f@stmpmgl.dgn Design In Progress
7 Merosionl.dgn Design In Progress
# Khsignall2.dgn Design In Progress
7 MplansheetSseeding.dgn Design In Progress
# K4008_PP_J5P0243_i100.dgn
./ M5006_PP_J5P0243 1100.dgn
# Bhspeshtl0_median_barrier.dgn Design In Progress
,/Iﬂ'asmmal; dashed.dan Desian In Proaress =
< 1 v
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Clean Up Procedures |

A good habit to do in ProjectWise is to occasionally clean up the local copies on the
computer and deleted the local folders that are created when opening files in
ProjectWise on the computer. This can be done at any time and should also be done if
you are having issues with ProjectWise not opening up the files properly. The Local
Document Organizer will allow you to purge (delete) the local copies on the computer,
but you will need to use Windows Explorer to remove the folders that are created when
opening files through ProjectWise on your computer.

Using “Local Document Organizer”

e Make sure you don’t have any files open in ProjectWise and check in all
files that previously had been opened or checked out. This will help
prevent accidental loss of data with the files in ProjectWise.

e From the Tools pulldown in ProjectWise, select Local Document Organizer.

28 ProjectWise Explorer V8i (SELECTseries 3)
Datasource Folder Document  View ITqus Window Help

_‘l af = % Op 2g e EE Ascociations b
@~ E' EAddressL: pwGH

Messenger... oft
L: Boone | Local Document Organizer...

Buchanan
"~ Butler Scan References and Link Sets...
y
C Load SLF... H

e Select the Copies icon in the dialog box. In the area where you see all the files
that are copied out to your local machine, you will need to select all the files in
that area (select one file and then click Crtl-A on the keyboard).

28 Local Document Organizer - Copies EI
Ea View Action
™ RO TEITEEL

DamscuroIE: [MoDOTfEectronicPlans v]Node: [ooha?OS&l ']

Folder:

Name Description Type File Mame ot
003_5E_F‘.eg\onaI_DFﬁce_F'Ian_SheEt.pdf Copied Qut c:\users\greencd\pwise_local_electronic_plans\dD216358)

@004 _pp_signal ADA.dgn 004 _pp_signal_ADA Copied Out c: lusers\greencd\pwise_local_electronic_plans\d02 12304

004_5E_F‘.eg\onaI_DFﬁce_F'Ian_SheEt.pdf Copied Out c:luzersigreencd\pwise_local_electronic_plans\d02 16368
A’ 005_PP_02_1953081_150.dgn Copied Out c:users\greencd\pwise_local_electronic_plans\do220673)
[ 008_SN_01_J952247_SG_PLM_I5.dgn 008_SM_01_1952247_SG_PLN_I5.dgn Copied Out c:usersigreencd\pwise_local_electronic_plans\d02306 19
2 009_PP_J5P0243_i100.dgn 009_PP_J5P0243_i100.dgn Copied Out c:\users\greencd\pwise_local_electronic_plans'\dm: 3]
010_PP_15P0243_i100.dgn Copied Out c:\users\greencd\pwise_local_electronic_plans\dm:
@011 PP_]15P0243_100. Optional Copied Out c:\users\greencd\pwise_local _electronic_plans'dm:
0297PP7267]653)437I 029 _PP_26_J&653043_I10.pdf Copied Out c: lusers\greencd\pwise_local_electronic_plans\d0232854!
3 27a_modified.dgn 27a_modified Copied Out c:luzersigreencd\pwise_local_electronic_plans\dms913338)|
m 27b_modified.dgn 27b_modified Copied Out c:users\greencd\pwise_local_electronic_plans\dms31833)
B [ 61610AQ01.dgn Temporary Traffic Control Devices Copied Out c:usersigreencd\pwise_local_electronic_plans\d0230594)
Temporary Traffic Control Devices Copied Out c:\users\greencd\pwise_local _electronic_plans\do230594
Temporary Traffic Control Devices Copied Out c:users\greencd\pwise_local_electronic_plans\d0230594 184

67 object(s)
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¢ Right click over the selected files and choose the Purge Copy option. This will
now go through and purge the local copies off of your machine.

2Z Local Document Organizer - Copies EI

Organizer View Action

vOa IS Fd Five % Bk

Filters

Datagource: [MoDOT—EIactronicPIans v]che: [ooha?os&l v]
o
Mame Description Type File Mame it

003_5E_F‘.egicna\_Dfﬁce_F‘Ian_sheEt.pdf Copied Out t\usersigreencd\pwise_local_electronic_plans\d0 216868

004 _pp_signal_ADA.dgn 004 _pp_signal_ADA Copied Out e reenc4ipwise_local_electronic_plans\d0212309!

L:. 004_SE_Regional_Office_Plan_Sheet.pdf Copied Out B reencd\pwise_local_slectronic_plans\d0216368!
Bl 005_pp_02_1953081_150.dgn Copied Out e reenc4ipwise_local_electronic_plans\do220679!
@008 _SN_01_J952247 SG_PLM_I5.dgn 008_SN_01_ 1952247 SG_PLM_I5.dgn Copied Qut ncdpwise_local_electronic_plans\d02306 19
B Copied Out ncdpwise_local_electronic_plans'd
Copied Out el ncdpwise_local_electronic_plans\d
Check Out Copied Out s ncdipwize_local_electronic_plansid
Copied Out - ncdpwise _local_electronic_plans\d0232889'

Open Containing Folder

Copied Qut 3 reenc4ipwise_local_electronic_plans\dms% 1833|
E:_lﬂ 27b_modified.dan Copied Out 3 reenc4\pwise_local_electronic_plans\dms31833]
i [ 61610A001.dgn pm— Copied Qut 3 reencd\pwise_local_electronic_plans\d0230594'
Temporary Traffic Control Devices Copied Out e reencdipwise_local_electronic_plans\do230594'

Temporary Traffic Control Devices Copied Qut H\users'greencd'pwise _local_electronic_plans\d0230594 184

67 object(s)

Deleting Local Directory Folders on Local Computer

e Open Windows Explorer and navigate to this location:
o0 C:\Users\(Your Userid)\pwise_local_electronic_plans

e Select all the folders under the pwise_local_electronic_plans folder and delete
those folders.

Changing Application Associations I

The files stored in ProjectWise are opened by the program that is assigned to the
application as defined by the ProjectWise Administrator. But there are situations where
you want the files to open up using a different program. This is where you can define a
user association to override the global association that is defined by the ProjectWise
Administrator.

Changing the Association

¢ In ProjectWise, navigate to the Tools>>Association>>Programs.

25 Project\Wise Explorer V8i (SELECTseries 3)
Datasource Folder Document  View ITouIs Window Help

_‘] ﬁ ﬁ ‘g‘ DD Bp e EEEE Associations b Icons...
C - - B Address M pwiir Messenger... at

e BExtensions...

L: bookse Local Docurnent Organizer...
-7 br-let
L: broseml Scan References and Link Sets...
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Change the association view to User associations.

i

5| Program Associations

Associations

(]

Select an association view:

Applications

Acrobat PDF

&l associations (global and use v'
User assocations

Global assocations
All assodations (global and user)

-4 General Programs
el

M autocaD
Bentley Navigator V&i
Comma Delimited File

@4

ESRI ArcMap

GEOPAK Criteria
GEOPAK Cross Section
GEOPAK, D&C Database
GEOPAK DTM

GEOPAK DTM Data
GEQPAE Files

GEOPAK Input
GEQPAK Library
GEOPAK Report
GEOPAK Settings File

AN AL Carcamss

PEPPPDEDLY D0

Corridor Modeler Preference File

m

Ok ] [ Cancel

Scroll through the list of applications and
select the one you wish to change (we
will use Text for this example).

Expand the application (Text) by clicking
on the “+” symbol.

Right click over the Open option and
click on Add Association.

. Program Associations

Assodiations

Select an assodation view: User assocations

Applications

[~ ] InterPlot Plot Set

ﬂ InterPlot Settings

[ ] Microsaft Excel

-] Microsoft PowerPeint
j Microso ft Visio

-] Microsaft Word

# MicraStation

j MicroStation Geographics
j Opus

j Outlook Message

[~ ] SignCAD
= e
L] Text
+-=f B2
#-2) Viewer |
-2 Markup
» :
rm—

Add Association

| e ST

Ok
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e Select the program that you need to association to the application. If the
program is not listed, you can browse for the program by clicking the Browse
button and navigating to the location of that program. Once the program has

been selected, click OK.

Associate Program with application 'Text'

Programs
E AcroBxch PDDoc %8 Photoshop Elements Application
@ﬁpplicaﬁon Class h Power GEQPAK V& (SELECTseries 2)

(2 Bitmap Image

@Intemet Explorer (Ver 1.0)

| £/ Java(TM) Flatform SE binary

| £:| Java(TM) Platform SE binary

|E] Microseft Office 2010

@ Microsoft Visual Studio 2005 Tools for Applications

h Power GEOPAK V8 (SELECTseries 3)
(%) UttraEdit-32 Professional Text/Hex Editor
Q WVLC media player

|£% Windows Disc Image Bumer

8 Windows Essertials

 Windows Media Certer

@ Microsoft Visual Studio Version Selector
[E Microsoft Word Application
ﬂ MicroStation V8 (SELECTseries 2)

@Windows Media Player
‘P‘Nindows Media Player Digital Media Controller Application
E.WordPad Document

% System Root % \system 32 notepad exe

Click here for a list of suggested document viewers

[ ok |[ caneal |

e The Program that you selected will now be associated the application that you
defined. Click OK to accept the changes.

7| Program Associations

Assodations

Select an assodation view:

=X

User assodations ']

Applications

J Microsoft Visio -
[ ] Microsoft Word
(-l MicroStation
_'| MicroStation Geographics
j Opus
j Outlook Message
[ SignCAD
_NJ SMI Transfer
B | Text

5af Open i
oy T
E Command Line Arguments:
: Enable Legacy Integration: Mo =
Replace Default Arguments: No

y Markup
F-| ] Vissim

[ m I BT Sy Py

Cancel
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¢ In ProjectWise, navigate to the Tools>>Association>>Programs.

S8 ProjectWise Explorer V8i (SELECTseries 3)

Datasource Folder Document View | Tools | Window  Help

) g | & |y 2p e [
d - - L'-'_] Address M pwnGH
I ..1_; bookse

w7 br-let
{7 broseml

e Change the association view to User

Acszociations b Icons...

Messenger...

Local Document Organizer...

[ Programs... .

File Extensions...

Scan References and Link Sets...

[ 5| Program Associations

associations.

e Scroll through the list of applications
and select the one you wish to change
(we will use Text for this example). 'g General Frograms

e Expand the application (Text) by

clicking on the “+” symbol.

e Expand the Open option by clicking on

the “+” symbol.

e Right click over the program
associated to the application and select
Unassociate to remove the user
association for that application.

[#-{,~ Acrobat PDF
- AutoCAD
Bentley Mavigator Vai
é Comma Delimited File
j Corridor Modeler Preference File
[~ ESRI ArciMap

é GECPAK (Criteria
"] GECPAK Cross Section
"] GEOPAK D&C Database
G- ] GEOPAK[JTM
[ ] GEOPAK DTM Data
[ ] GEOPAK Files
[ ] GEOPAK Input
[ | GEOPAK Library
[ ] GEOPAK Repart

n.] Program Associations

Assodiations

Select an assodation view:

Applications

-] InterPlot Plot Set R
InterPlot Settings
Microsoft Excel

Microsoft PowerPaint
Microsoft Visio

Microsoft Word

- MicroStation

[ ] MicroStation Geographics
j Opus

[ ] Outlook Message

[ ] SignCAD

|l

el

User associations E

a‘l GEOPAK Settings File
RSN 1 W =Tat cT =N

Al associations (global and user)

m

[ o

J ’ Cancel

| :l ™.
= Text b
== Open
R ]l 7SystemRoct%lsystem32\notepad.exe
8-2) Viewer Unassociate
-2 L
e ey
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