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1. You will need to create a folder named Digital 1D under C: drive to store some files

Creating Digital Id Folder Setup

that we are going to create and export out of Projectwise. To do this, go into

Windows Explorer, navigate to your user id folder (C:/Users/userid), and then right
click on the userid folder. Then select the New - Folder option to create the folder.

Then simply rename the folder to Digital ID.
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2. Now you will need to export out your seal from within ProjectWise, which has been
created for you. Once you log onto ProjectWise, go to the following location and
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find your district to export out your seal. The seal is in a PDF format that can be used

by Acrobat Reader.

MoDOT/Documents/Contract Plans/Digital 1Ds/Seals

22 ProjectWise Explorer VBi

Datasource Folder Document Batch Print View Tools

|

- (= | @

View [MoDOT

-

=

(L]

#-| 0

Address

Window Help

pwz\\ghpwise10:Mol

Interface [MoDOT_CADD

9

-0 Documents

w7 ATC

CHHEEERREE
2

- CADD_Standards
- Central Office
E|1___ Contract Plans

=i Digital Ids
=7 B2
- Central Office

| Central Office
— | /D
D10
b2
A3
A4
Al Ds
#1 D6
Al o1
Z o8
g



3. Right click on your seal and select the Export option.
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4. Select the Next Option
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Document Export Wizard

Welcome to Document Export
Wizard

This wizard will guide you through the Documert Export
process which allows the selected files to be placed in a
chosen local folder.

The Export option should be used for files that will be edited
extemally and later retumed {imported) back to ProjectWise.
This option will mark the documents as Exported {ocked) and
prevent further editing urtil imported.

The Send to Folder option should be used when the files wil

naot be retumed. This option will not lock the documents in
ProjectWise.

Click Mext to proceed, or click Cancel to exit this wizard.
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5. Make sure Send To Folder is selected. Now we have to define the location to place a
copy of your seal. We will use that existing folder, C:\Users\userid\Digital 1D,
which we created earlier. So you will have to Browse for that folder. Then select
the Next button.
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6. Click on the Finish button. Now that you exported out a copy of your seal we can use
it within Acrobat Reader.
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Document Export was successfully completed. Press Finish button to exit.
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