ProjectWise
1 The 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.
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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.
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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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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 N R Y T
"

g pin05_007_50_j0p0251.dg pln05_007_i50_j0p0351 Sintiaiun
a_s pln06_00S_i50_j0p0551.dan pln06_008_i50_j0p0351
Pt pln07_009_i50_j0p0851.dgn pln07_003_i50_j0p0351 Checkedln

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

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.

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

Working Directories

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

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

IMPORTANT: Always check documents out from ProjectWise. Working on local copies may result in

data loss, as others may make changes to the document within ProjectWise and those changes will not
be added to your local copy.
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The Datasource Tree

Icons are as follows in the datasource tree.
The ProjectWise datasources header. All datasources are listed under this icon.
An individual datasource that you are logged into.

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

another datasource.

An unavailable datasource.

£l
@ A datasource that is open but not active. You are logged into this datasource, but the focus is on
Ty A folder or sub-folder. You will not see folders that you do not have view access to.

ih

Saved Searches root level node. There may be one or more search folders below this node.
(] Saved Searches global folder. Only the datasource administrator can amend items in this folder.

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

&5 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.
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An example of the two icons described above.
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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. \
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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.
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2. Click New.

58 Manage Views

Create a new view

Click the 'Mew' button to create a new view

Open an existing view
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3. The Create View dialog box will open. In here, enter the desired name of the View name area.

106

4.

(MoDOT is the default view)

58 Create View

Choose Columns | 5et Defaults

X5

View name:
greencd
Select an Environment:
[MoDOT_cADD -
@ Basic Columns B Name
{7 Folder Columns = | Bl pescription
[+~ 7 File Properties i
z j P E File Mame
=-fE MoDOT_CADD
Width:
[ Available to all users [ OK. ] [ Cancel

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

28 Create View @
Choose Columns | Set Defaults
View name:
greencd
Select an Environment:
[MoDOT_cADD )
R 3] Cor| EBtame
{1 Folder Columns = E Description
_‘] File Properties BB File Name
[ MoDOT_CADD | BB Fie size
BB File Updated
= Folder 1d
Width:
[ Available to all users I 0K ] [ Cancel
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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.

----- [ Sequence - | A 2 Name

..... [] state EDescripﬁDn

..... [] status E2 File Name

..... E Storage E2 File Size

----- Updated ERFile Upd
pdated

----- & I Folder 1

----- [ versian N

----- ] workflow ‘E <

-7 Felder Columns —

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.

E Basic Columns a ENamE

-1 Felder Columns B2 Description

j File Properties @
G-fBH MoDOT_CADD B File Size

EaFile Updated

. = Falder 1d

W
W

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.

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.

E Basic Columns Ename

-1 Felder Columns B Description

j File Properties E

[+-fB8 MoDOT_CADD B2 File Size

B2 File Updated
| Folder Id
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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.

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. ﬁ

View

Wiew| MoDOT -
greencd [Persona
MoDOT

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.

Y ame Name
WRtcpOl 035 1100 {Up0B5T. dan A \BitcpDd 038 100 j0p0651. dan
W& tep2 036 1100 0p0e5T . dgn AR ep3 037 1100 j0p0851 dan
W& tep3 037 1100 j0p0851.dgn A8 tepl2_036_i100_j0p0a51.dan
W tep4_038_100_j0p0851.dan A V8 tepl1_035_i100_i0p0851. dan

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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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.
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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 ﬂ pwWGHPWISELD. dot.missouri MoDOT\DocumentsiCentral Office\CADD Support\Design\greencd\Z-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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Using the preview pane

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

/\
Property ia Property value Property name Property value
Felder Mame Plan Folder Description
Environment Name MeDOT_CADD Environment Description MeDOT_CADD
Workspace Profile Mame Workspace Profile Description
Storage CO CADD Classroom Owner pwadmin
Created By pwadmin Creation Time 2/7/2008 T:40:48 AM
Updated By pwadmin Update Time 9/23/200910:12:08 AM
Workflow State
Document Count 8 Disk Usage 981.50 KB (1,005,056 bytes)
Parent Folder Central Office\CADD Supporth...

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.

e e ———

Document Propetties | Folder Properties | Pheto Preview | Access Corb )

View: ’<Defauﬂ> V]
Property narme Property value Property narme Property value
Mame 004_PP_J5P0243_i100.dgn Description 004_PP_J5P0243_i100.dgn
Folder Marme Plan Folder Description
Environment MeoDOT_CADD Storage CO CADD Classroom
File Name 004_PP_J5P0243_i100.dgn File Size 123.50 KB (126,464 bytes)
Workflow State
Created By pwadmin Created 2/6/2008 8:22:00 AM
Updated By pwadmin Updated 2/7/2008 11:19:11 AM
File Updated By greencd File Updated 4/26/2010 1:14:20 PM
Status Checked In Mode
WYersion Sequence 0
File Revision Conflicts False
Local File Revision Local File Refreshed
Local File Directory Lecal Status
Shareable MIME Type image/vnd.dgn;ver=8
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Custom tool bars
You can create additional tool bars for easy access to the commands that you use often.

Select the Tools pull down and then Customize.
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This will open the Customize dialog box and allow you to select the Toolbars tab.
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Customize
/\

| Cnmman% | Toolbars D{eybuard | Dptinns|
N

Toolbars:

[ Reset

[ Background Map

[Interface [ Re=zst Al

Mavigation

[#] Search [ MNew...

[T Spatial View

[#] Standard Rename...
Wiew

- Delete

[] Show text labels
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Click the New button and add a toolbar name in the input field.

-

Toolbar Mame

Toolbar Name: 0

—

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.

[ Customize

/—\
( Commands | Tlolbars | Keyboard | Options |
\/
Categores: Commands:
Mew Menu Add Sheet il
Folders 2 |
View @& Advanced Search =
Documents
Tools @ Back
/ -I 1
< All Commands L'I Browse Up
~ L& Check In
o Check Cut
[ﬂ‘g Code Reservation
=l L
Description:
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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 _
#A - X =B

Once you have added as many commands as you want you can dock the tool bar at the top of the
ProjectWise Explorer.
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Once a tool bar is created you can edit it by opening the customize dialog box and adding or removing
commands.

Select View

New

Open

Open as Read-Only

Open With...
Markup

You can access a document’s properties in a couple ways; click on the Document View
Properties icon or right click on the document and choose the Properties option. Check Out

Check In

Document Properties

Free

Copy Qut

Export...

Tmport

58 ProjectWise Explorer V8i (SELECTseries 3) U o
pdate Server Copy

Datasourge Folder Document View Tools Window Help Refresh Local Copy
r 2 | O B, . B 7 i Purge Local Copy
j " S0 o © : # Search 0 - l: Purge Workspace

(]ZI vf - L’_' Addressﬁ pwNGHPWISELD dot missouri:MoDOT\Documents\District 5\Design\Washington'J553006E Cut
=

Copy

ProjectWise Explorer Datasources * I List |Q Spatial| Paste...

Copy To...
Move To...

Document Properties by icon

Rename...

Delete

Document Properties by right clicking over the document e

Modify Spatial Attributes...

Delete Audit Trail

TIP: You can select the document and press the space bar to open the Properties Add Comment
dialog box. set

Send To
Copy List To
Attributes
Change State

Batch Print
Properties...

Make PDF Request
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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:

o 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.

e 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.

@ S | C:\Users\greencd\pwise_local_electronic_plans\d0108387|

File Edit View Tools Help

Organize v Include in library - Share with - Burn MNew folder
r
*| My Documents a Name Date modified Type Size
I My Music
L - dms File folder
1y Pictures : . . . —
B My Vid ﬂﬂ 002_TS_j5p2187_i10-RouteS.dgn Bentley Micro5tati... 177 KB
ideos
)r. . ] cr.dgn Bentley MicroStati... 32 KB
4 pwise_local_electronic_plans

}ﬂ Rte.30_Morganford.dgn
M template.dgn

Bentley Micro5tati... 45 KB
Bentley Micro5tati... 43 KB

d01089&7
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 .

O Warning: Only access the files in your working directory through ProjectWise otherwise you
3 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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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.

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.

B0 15P0243 lst | @ Spatial|
[ data ame
o
- 2B
-4 ErosCtrl Ellignieets plates
[ Lighting
[ Plan Open ighwa
[T Signals Open in New Window
e signing Copy Out
-4 SpecSht X
[ Striping Purge Copies
L7 Title Purge Workspace
{7 TrafCtrl Export...
-4 TypSec Upgrade to Project...
4 XS
-{ project Cut
- J550929 Copy
@-U7 Greene Paste,
- Holt o
-4~ Howard Rename... |
- intro
- Howell Delete
- Jacksen
67 Jasper Advanced Search...
-
-7 Jefferson Scan References and Link Sets...
D"Lf 4°h:5°” Properties...
-7 jun =[ | Storage
[+ Kevin_Test | Freatad B

Create Folder @
General
Mame: Culvert Sections
Description: Optional
Parent: Central Office\CADD Support\Des
Environment: [MoDOT CADD v]
Description: MoDOT_CADD
Storage: [CO CADD Classroom v] E]
Cwner: MODCTDS \greencs
ok [ cancel |[ Add
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Folder Properties

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

General tab

This tab controls folder name, description, location and ownership, as well as other properties.
Name is the name assigned to the folder.

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

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

Environment is the environment assigned to the folder.
Description is the environment’s description.
Storage is the default storage location for new documents created in this folder.

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

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

Folder Preperties @I
| Document Security I WView | Audit Trail | Workspace
Genersl |  Spatil |  Stafiics |  Wordlow & Stale | Project'\Folder Securiy
Name: Plan
Description:
Parent: Central Office"CADD Support*Designgreencd"\Z-BExtra"J5P 0243 \plan_sheets
Environment : MoDOT_CADD
Diescription: MoDOT_CADD
Storage: CO CADD (Classroom v] D
Crwner: pvadmin Change. .
0K || Cancel Appy
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Spatial tab

This tab controls what spatial data is applied to the folder, such as an aerial background map, coordinate

system and source. MoDOT currently doesn’'t have spatial database setup for production. This may be
done at a later time, if needed.

Folder Properties @I
Document Security I View | Audit Trail | Workspace
General |  Spatial | Statisties | Workflow & State | Project'\Folder Securty
(Geometry Spatial Location
Source: ’None -
Modffied:
Coordinate System
Edit... Load SLF...
Caleulate
Lower Left: Upper Right:
x 00 x 00 Background Map
y. 00 Y- 0D [Use parent map v]
[ ok ][ camea || aeply
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Statistics tab

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

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

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

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

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

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

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

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

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

Folder Properties @l
Document Security | View | Audit Trail | Workspace
General I Spatial | Statistics | Waorkflow & State I Project'\Folder Security
Created By: pwadmin
Created: 2/7/2008 7:40:48 AM
Updated By: pwadmin
Updated: 9/23/2005 10:12:.08 AM
Wordlow:
Documents: 2
Folders: 0
Disk Usage: 581.50 KB (1,005,056 bytes)
0K || Cancel Apphy
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Workflow and State tab

This tab contains controls to assign or modify a workflow. If you change the workflow, all the documents

in the folder will be moved to the first state in that workflow.

Note: This is mainly used for the Central Office — Bidding and Review section for the final highway and

bridge plans that are pdf format.

Folder Properties @I
Document Security I View I Audit Trail | Workspace
General |  Spatisl | Statisties | Workdlow & State | Project\Folder Security
Wordlow: [ <none T ]
oK || Cancel Apply
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Project/Folder Security tab

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

Note: At MoDOT, folder security can only be assigned or modify by a ProjectWise Administrator.
Security Type shows whether security is for Folder, Workflow, or Real both folder & workflow.
Workflow is available after changing the Security Type to Workflow or Real.

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

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

The following permissions can be assigned:

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).
Delete: You can delete folders.
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 Security | View I Audit Trail I Workspace |
Genersl |  Spatial | Statisties | Woridlow & State | Project\Folder Security
Security Type: [ Folder = ]
Worldlow:
State:

Inherted from: folder TADD Support”

Mame [ Full cortral
€% Admin Access List g:a':ge D;"Tl':mns
%CO Development 1S Delete

Read

Write

] No access

Add ] [ Remove
ok ][ Ccancel
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Document Security tab

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

e 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.

e 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.

e 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.

e 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.

Folder Properties @
| Genersl | Spatil |  Statistics | Workdlow & State | Project'\Folder Security
Document Security | View | Audit Trail I Warkspace
Security Type: ’ Folder b
Waordlow:
State:
Inherted from:  folder CADD Support’
Name [ Full contral
€5 Admin Access List [] Change pemmissions
[ECO CADD Support Create
€00 Developmert 1S Delete
Read
Write
Change Worldlow State
File Read
File Write
[ Free
[] No access
Add ] [ Remove
OK ] [ Cancel Apply
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View tab

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

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

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

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

Document list view

Personal view assigned to this folder:

Znone: 7

Global view assigned to this folder:

none

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 defautt view for this folder: No default view

0K || Cancdl Apphy
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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

=l

Genersl |  Spatal |  Statisties | Wordlow & State | Project\Folder Security
Document Security I View | Pudit 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_P5_Narrow_Jt_Filler.dan 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 9:1
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_MNon_Clip_End_Details.dan | 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.dan Checked out | 11/7/2013 9:!
Document | Ref_PS_Narrow_Jt_Filler.dan 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 9:¢
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_P5_Girder_Details.dgn Copied 11/7/2013 9:e
Document | Ref_PS_Girder_Mon_Clip_End_Details.dgn | Sent to Folder | 11/7/2013 9:¢ =
€| 1 r
[ Save... ] [ Frit...

oK | [ GCancel |
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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.

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

e 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 @
General |  Spatal |  Statisties | Workflow & State | Project\Folder Securty |
Documertt Security | View | Audit Trai | Workspace
Workspace type: [ Workspace Profile -]
Workspace Profile: | English - 1" = 100’ Line Style Scale -
Property Value
B Name English - 1" = 100" Line Sty...
[E2 Description 100 Scale

E MicraStation-specific set..
E2 MicroStation workspa...
EAdditional command...
2 User configuration fil...  design
B Project cenfiguration ... i__100
R User interface name design
EAutDCAD—speciﬁc settings
B AutoCAD profile name

0K [ Cancel || appy |

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

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

e 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.

o =

| Paste folder 'Plan’ @

Copy

Subfolders Cancel

| Documents

Advanced tab

e 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.

e 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.

e Copy versions (without reference sets) - When on, versions are copied into the destination
folder; however, if any of the versions are master documents of logical sets, the versions will no
longer be master documents.

e 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.

e 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.

e 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.

e 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.
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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.

P "

| Paste folder 'Plan’ @

Documents
Copy set references

Copy attributes

Copy versions

Folders
Copy folder workflow

Copy access control
Copy workspace profiles
Take ownership

IUpdate GUI on each operation
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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.

28 ProjectWise Explorer V8i (SELECTseries 3)

Datasource Folder Document View Tools Window Help

Nt 20 EE] @ - seal - B intertace
{]:l - - L! Address | pw\WGHPWISELD, dot.missouri:MoDOT\Documents\Central OffigeCADD Support\Designiareencd'Z-Extra\J5F
=-{_J ProjectWise Explorer Datasources - List |ﬁ SDM

Elllﬂl MoDOT - Electronic Plans (MODOTDS\greencd)
=-4= Docurents
[#-[_ CADD_Standards

BL_, Central Office

27a_medified.dgn
P 27b_modified.dgn
& M d178ta07.dgn

--1__, Bridge

{7 CADD Support & P d178ta08.dgn

. &L Design 7 B d178t012.dgn
"1.-— 0-Mew /ﬁ drainage.dgn

-7 0-Old & M dim.dgn
F-UD 2004-VEi-Kevins P pattern_shape.dgn

m

Icons that indicate a document’s permission and status

Icon Description

Fd Pencil icon — Read/Write access.

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.

ﬁ;] 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 Afree standing document (a document not grouped in a set).
e Anunassigned document (one which has not been assigned to an application).
e Aredline 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.

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

B Redline — ProjectWise Redline Document.

[_E Flat Set — Document Group.

& Logical Set (MicroStation) — MicroStation Master file with references attached.

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

i Logical Set (MicroStation) — MicroStation Master file with references attached and

storing a link set.

Al Logical Set (AutoCad) — AutoCad Master file with references attached.

Checking Out and Opening Documents

Checking out a document locks the document so that no other user can make changes to it while you are
working on it. To check out a document, you must have read/write privileges for that document.

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

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

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

1. Inthe 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. Inthe 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.

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. Inthe 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
_FF_ _ -dgn FEENC
“ 011_PP_I5P0243_i100.dg g 4

4 UL 2

Folder: Central Office\CADD Support\Designigreenc\Z-Extral]5P0243\plan_sheetsPlan

Create new version during Check In

Version:

[ Check In | | Update Server Copy | | Free | | Cancel |

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

25 ProjectWise Explorer V8i (SELECTseries 3)

Datasource Folder Document View Tools Window Help

™ g | & [ Dp Bn e EEEE @ : @ - search [0 + > i Interface[MoDOT_CADD ~ | : view| moboT
4:' T '::> T L’:I Address “ pwiGHPWISELD. dot missouri MoDOT\Diocuments\Central Office’\CADD Support\Design\greencd Z-Extra\J5F « DGO
E|UJ ProjectWise Explorer Datasources = List |. Spaﬁal|
= :
E|[|ﬂ I\:ﬂn[[JJOT - Electronic Plans (MODOTDS\greencd) Name Outto State
(= ocuments .
[ CADD._Standards  5004_PP_I5P0243_i100.dgn
5 Central Office # M5005_pP_I5P0243_100.dgn
--1.; Bridge /ﬁﬁ006_PP_J5P0243_f100.dgn Satect View
=-{_ CADD Support # #B007_PP_J5P0243_i100.dgn
[ Design / HB008_PP_J5P0243_i100.dgn Mew
-0 0-New # #5009_PP_J5P0243_i100.dgn
- 0-01d £ | / #4010_PP_I5P0243_iL00.dgn Open
-0 2004-V8i-Kevins B4 " {011 _pp_15P0243 i100.dgn Open as Read-Only _
-7 A # M tilities.dgn Open With...
{7 Adair Vo
e B View
~{" Barry
-1 Barton Check Out
-\ Bates
-, Benton | &
-i_ Bollinger < [=3
.= Boone Copy Out
L7 Buchanan Document Properties | Folder Properties |
- Export...
e Butler View: [(De{aub
-7 C Import
Wis Propert Property value
B L' Camden E Update Server Copy perty .
G- Carroll MName Refresh Local C 011_PP_J5P0242
g7 Cass Folder Xefresh Local Copy Plan
- Christian Environ Purge Local Copy MoDOT_CADD
~AL Clark File Na Purge Workspace 011_PP_I5P0242
il Clay Workfl
-4 Cole Cut
e Create c greencd
[ L- Eo;per Update opy greencd
EL' Da :5 File Up Paste.. greencd
-7 Den
-~ Eng_Services \S[tatf's Copy To... Checked Out
-7 fischb F_T“;:” Move To...
. " ile Rey
-, Franklin Local F Rename...
#-i_ gardnal oca
-7 Gentry Local F Delete ci\users\greenc

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 | Tools | Window Help

Y A AR | S Dy By - EEEE Associations »

i da - - | [Biaddress Ml pwench e
Local Document Organizer...

E|UJ ProjectWise Explorer Datasources
=l MoDOT - Electronic Plans (MO
i Scan References and Link Sets...

=+ Documents
+-[ CADD_Standards Load SLF...

L-_:- Central Office Scan Spatial Locations..,
0- Bridge Scan ESRI Files...

s

im B .

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

28 Local Document Organizer - Checked Out Documents EI’E‘@
Organizer | View | Action
@m H ® Checked Out Documents u
Filters Copies
Datasource Exports j
Folder: Workspace Copies
Name Large [cons n Type File Name
'(& Small [cons Checked Out  clusersigreenc\pwise_local_electronic_plans\dms9185:
List
@ Details
Refresh F5
Select All Ctrl+A

a | 1

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.

58 Local Document Organizer - Checked Out Documents EI = @
Organizer View | Action
@m H LI | Open Containing Folder [ 7
Filters
Update Server Coj
Datasource: |MoD B [/ -
CheckIn
Folder: Browse...
CheckIn - Leave Copy
Mame Free - Leave Copy n Type File: Mame
(ﬁm Free Chedeed Out  crlusers'greencd\pwise_local_electronic_plansdms9135:
a | [ 3
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 them in

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

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

= | M pw\WGHPWISELD. dot.missouri:MeDOT\Documents\Central Office\CADD Support\De
File | Edit Element Settings Teols Utilities Workspace Applications  Wini

|_’_‘| New... Ctrl+M 2 - Q - El - ?
* Open.. Ctrl+0
Close Ctrl+W

st gun_{ &) _Save
2”5 ‘| & | Update Server Copy 5‘/Ctrl+5hif't+5|
Ctrl+ Shift+L

10bae- Efrestrtoea-€opy

dceds- | Savels.

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.

= ProjectWise Explorer V&i (SELECTseries 3)

Datasource  Folder View Tools Window Help

Y af | Mew ic}
‘8:' - - i,! Open AoDOTDocuments\Central
=-{JJ ProjectWise Ex Open as Read-Only - List E
-y M"EOT' B OpenWith.. Name
=] oCum -
ol cal  Markup 7 Ha004 |
4.7 Cer WView # 005
2 Check Out ./_J@ooﬁj
S ek oo
5 CheckIn /éOOS_I
Free #5009 ]
Copy Out = | Aol

v AT
7 i utilit

Purge Local Copy
Purge Workspace
]
Cut ——
Documert P
Copy —
Pactets View: |<D
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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.

QOrganizer View | Action

E = A | Open Containing Folder y
Filters
!:( Update 5 Ci
Datasource: | MaD{ Y
eckIn

eders | ==

CheckIn - Leave Copy

MName Free - Leave Copy n Type File Mame

5P0243_i100.dgn Che: c:\users'\greenc\pwise_local_electronic_plans\dms9185

J5PU5%5_11UU.agn 3 _i100.dgn : s\gree electronic_plans\dms5 185
_J5P0243_i100.dgn & _PP_] 43 i100.dgn
J5P0243_i100.dgn | _i100.dgn
_15P0243_i100.dgn 3_PP_] '43_i100.dgn

0243_i100.dgn 009_PP_15P0243_i100.dgn 5
f - 010_PP_15P0243_i100.dgn 010_PP_J5P0243_i100.dgn ( c:\users'\greenc\pwise_local_electronic_plans\dms9185
f g 011_PP_15P0243_i100.dan Optional Chedked Out  c:'lusers'greencd\pwise_local_electronic_plans'dms5185

4 ] 3
8 object(s)
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Creating ProjectWise Documents from MicroStation

There are two options when you choose to create a new document in MicroStation through ProjectWise,

No Wizard and Advanced Wizard.

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

attributes as part of the creating file routine.

i ;H pw ' WGHPWISELD.dot.missouri:MeDOT\Deocumentst Cent .greencd\Z-Extra\J5P0243\ plan_sheets\Plan\010_PP_J5P02

Construction

Add-Ons  Help  Email

Ny H S &2 B

File | Edit Element Settings Tools i WWork Design
3 New... >/ Ctrl+M /fE 2 9.
Open... Ctrl+0/ . S Lo
Close Ctrl+W
- ;r Save Ctrl+5 -

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.

~ New
Dog; ation Wizards
[ 2 |
1 |
Mo Wizard Advanced
\ Wizard

[] Make this wizard the default.

(=]

=3

No Wizard option

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

the General tab.

Mew

General

Folder

Plan -

Document

Mame:

011_PP_J5P0243_i100.dgn

Description: | Optional

File Mame:

Application:

011_PP_J5P0243_i100.dgn

Department:

| Microstation

Vl [<none> "]

Source File:

t:\standardwsmod\designiseed_iYi_project_ [ Seed... ] [Import... ]

O

Cancel

i g
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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.

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

¢ 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.

N =
General
Folder Ok
oo
Mame: 011_PP_J5P0243_i100.dgn

Description: | Optional

File Name: 011_PP_J5P0243_j100.dgn

Application: Department: /
lMiaoSbﬁon VI [<none> v]

Source File:
t 'lstandard\,'A'smod\,design'lseed_i'l.u:roject_@ Import... ]
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Navigate to the CADD_Standards folder.

Select

Folder

Document

MName Out to State
/ = Borders

/| County Survey Templates

/| Seed Files

| Standard Plans for Highway Construction

A\ Startlob

I 1 ]

Address:

Description:

File Name:

Application:

Open document as read-only

Open | [ Cancel

Navigate to the Seed Files folder.

Select

Folder /
@/ - @ P 5555|@

Document

MName Out to State
| Bridge - English
/E:. Bridge - Metric
V45§ Design - English
# | Design - Metric

< 1 |

Address: pw: YWGHPWISE 10, dot. missouri:MoDOT \Documents\CADD _Standards\Seed Files\Design - EnglishYi_project_2d.dgn -
Description:

File Name:

Application: MicroStation

Open document as read-only

Open | [ Cancel

310 Working with Documents



Open the Design — English folder.

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

“ Select Document

Select

ef_pts.dgn

Folder
=" Design - English - {: L’J
Document
MName Out to State o
I:Jﬂﬁ i_d_2b_summary_of_guantities.dgn 1/3
I_:lﬂﬁi_d_3_summar}r_0f_quantities_excel.dgn 2/

BE

Address: pw: WEHPWISE 10, dot.missouri:MoDOT \Documents\CADD_Standards\Seed Files\Design - Engisj_project_2d.dgn -
Description: i_project_2d
File Mame: i_project_2d.dgn
Application: MicroStation \ -
"] open document as read-only

N\

] Cancel
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The seed document's name and description display in the New dialog box's Source Document section.

New =]
General
Folder OK
oocumen
MName: 011_PP_15P0243 i100.dgn

Description: | Optional

File Mame: 011_PP_15P0243_i100.dgn

Application: Department: /

MicroStation - ] [ <none: /]

i_project_2d.dgn -i_project_2d [ 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.

- List | @ Spatial |
Mame Cut to State

& M5004_PP_J5P0243_1100.dgn
& H5005_PP_J5P0243_100.dgn
& M5006_PP_J5P0243_i100.dgn
& H5007_PP_J5P0243_i100.dgn
& M5 008_PP_J5P0243_i100.dgn
o #5009_PP_J5P0243_1100.dgn

|/ #5010 PP_15P0243 100 dgn

< v P 011_PP_I5P0243_i100.dgn greeD

Mtles.ugn

312 Working with Documents



D11 PP J5P0243 i100.dgn =]

"
General tab

gourty | Attibutes | More 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
Description
Version
Sequence
Application
Status
Out to
Created/updated by
Workflow
State
Department
Node
File
File name and size
Updated by
Storage
Dates
Folder
Name and description
Environment name

Environment description

Yes

Yes

No

No

Yes

No

No

No

No

No

Yes

No

No

No

No

No

No

No

No

WARNING: If you change the application, the selected application will be used to open the file.
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# 011_PP_J5P0243_i100.dgn

E=NNCR ==

General |Securit)' I Attributes | More Attibutes | File Properties I Audit Traill | Workspace I Spatiall

Document

Name:
Description:

Version:

Document

Sequence:

Application:

Status:
Out to:
Created By:
Updated By:

011_PP_J5P0243_i100.dan

Ciptional
Waorldlow:

] State:

MicroStation hd Department: <none:
Checked Out Node: COHATDB81
greencd On: 1/9/2014 7:46:56 AM
greencd On: 1/8/2014 12:45:55 PM
greencd On: 1/8/2014 1:05:33 PM

File:

File

File: Name:
File Size:

File Updated By:

011_PP_J5P0243_i100.dan @

4300 KB Storage: CO CADD Classroom
greencd On: 1/8/2014 3:26:52 PM

Falder

Name:

Folder

Description:

Environmert Name:

Description:

Central Office \CADD Support'\Design‘areencd Z-Bdra‘J5P024

MoDOT_CADD
MoDOT_CADD

Unda 89

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 ] [

Close ] 8/9
P A

R

View the first document’s
properties in the folder

View the previous
document’s properties

View the last document’s
properties in the folder

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

View the next document’s
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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 section

Document

Name: 011_PP_J5P0243_i100.dgn

Description: Cptional

Wersion: Wordlow:

Sequence: 0 State:

Application: MicroStation - Department: “nones -
Status: Checked Out MNode: COHATDZ23

Cut to: greencd on: 1/5/2014 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

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.

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.
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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 Name: 011_PP_J5P0243_i100.dan -
File Size: 43.00 KB Storage: C0 CADD Classroom
File Updated By: greencd On: 1/8/2014 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
Mame: Central Office’CADD Support*Design*greencd Z-Extra’J 5P 024

Description:

Environment Mame: MoDOT_CADD
Description: MoDOT_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_i100.dgn =]

Geneributes More Attributes | File Properties | Audit Trail | 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
Chan_ge_ You can change document permissions
permissions
Delete You can delete documents
R The document is visible in Documents window, you can view the document's
ead . .
properties and attributes
Write You can modify document properties and attributes

Change Workflow
State

File Read

File Write

Free

No Access

You can change the workflow state of the document
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 document, make
changes and check it back in

You can free the document, even if someone else has the document checked out
or export out in there name.

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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L 011_PP_I5P0243_i100.dgn [=-

. P
Attributes tab | General | Securif | Attributes | Wore Attributes | File Properties | Audit Trail | Workspace | Spatial |
\_/
The Attributes tab allows the user to plug in values that pertain to a specific project.

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.

#L 011_PP_J5P0243 i100.dgn =] & =S
General | Security | Aftributes | More Attributes | File Properties | Audit Trail | Nork e | Spatial|
Title Block Information
* District Name * Job Mumber * Scale
Central ~  hP0243 - 1"=100° -
Route Sheet # * POF Create A, A- Portrait or D
7 | D -
Contract ID Project Manager

Project Number

County
Camden
Bridge Number or Project Stages District #
- 4

Project Information

Project Surveyor Grid to Ground Factor Length of Project
2.800000

Begin Township Range Section

* Required Fields For Contract Plans

i

ndo 89

Project Information

* District allows a user to choose the project’s District. Title Block Information

* Job Number allows a user to select the job number from a pull * District Name  * Job Number
down list. Central -  5P0243 -
Route information is automatically populated after choosing the Job Fj':""te Sheet #
Number. !

Contract 1D

Sheet # will fill in the title block sheet number when the user plugs in
that number.

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

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

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 producing the Adobe Acrobat * Scale

PDF Contract Plans. 1"=100" -
* PDF Create A or B allows the user to create and Adobe * PDF Create A, A - Portrait or D
Acrobat PDF in an A size (8 ¥2" x 11”) or a B size (11" x 177). D -

Project Manager is automatically populated with the Project Project Manager

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. 200000
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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M 011_PP_J5P0243_i100.dgn [~=-]

—
More Attributes tab | General | Securty | Attributeq(| More Attributes ) File Properties | Audit Trail | Workspace | Spatial |
\_/

This tab will allow for additional attributes to be added in the future.

#4 011_PP_J5P0243_i100.dgn [Unsaved default values] * o] @ /[

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

Project Location |
EPG Use Only -

#4011 PP I5P0242 100.dgn [-=]

N
File Pro perties tab ‘ General | Securty | Attributes | More Attributdg | File Properties | Judit Trail | Workspace | Spatial |

This tab lends information about the particulars of a file.

[ 44 010_PP_J5P0243 i100.dgn =] = =
| General | Security I Attributes I More Atirbutes | File Properties | Audi Trail | Workspace | Spatiall
(2] Summary Infermation
Authar standard
Last Author greencd
Revision Number 507
Application Name MicroStation v8.11.5.17
Date Created 1/15/2005 6:53:19 PM
Date Last Saved 28201011728 PM
Edit Time 155:36:19.2250000
[=] Document Summary Information
Company Missour DOT
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#L 011 PP_J5P0243 i100.dgn [-=-

N
‘ General |Security I Aitributes I Mare Attributes | File: Pmpertie€| Audit Trail |§Uorkspace I Spatiall
\_/

Audit Trail tab

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.

#4 011_PP_ISP0243_i100.dgn =] @ 3]

| General I Security I Attributes I Mare Attributes I File Properties | Audtt Traill | Workspace I Spatiall

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 FM | 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

< | 1 F

[ Save... ][ Print.... ]

Save Undo 88
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ML 011_PP_ISP0243_i100.dgn

=]

Workspace tab

‘ General |Security I Attributes I Mare Attributes | File Properties | Audit Tﬁﬂ | Workspace IQ:atiall
S~

This tab lets you assign a workspace profile to the folder or project.

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

e Workspace Profile - Lists the MicroStation profiles that can be assigned to the document so the
documents will open with the correct linestyle resource files.

#A 011_PP_I5P0243_i100.dgn =R\l =7
| General | Security | Attributes | More Attributes | File Propeties | Audit Trail | Workspace | Spatial
Workspace type:
[Werkspace Profile -

Workspace Profile:

[<nones> (inhert) - }\

Property Value D
EE Name
EDescription
[ MicroStation-specific settings
P g
E MicroStation workspace root direct...
p
EE additienal command-line arguments

R User configuration file name
= Project configuration file name
EUserinterface name

R AutoCAD-specific settings
B AutoCAD profile name

Workspace Profile:

[am:e:: {Inherit)

<none {Inherit)
Bridge Projects

English - 1" = 1" Line Style Scale
English - 1" = 5 Line Style Scale
English - 1" = 10" Line Style Scale
English - 1" = 20" Line Style Scale
English - 1" = 30" Line Style Scale
English - 1" = 40" Line Style Scale
English - 1" = 50" Line Style Scale
English - 1" = &0 Line Style Scale

T English - 1" = 200" Line Style Scale

English - Title Sheet Line Style Scale
Mapping - 1°= 1" Scale (No Custom Lines)
Mapping - 1°= 100 Scale (Mo Custom Lines)
Mapping - 1"= 200 Scale (Mo Custom Lines)
Mapping - 1'= 300" Scale (Mo Custom Lines)
Mapping - 1"= 400" Scale (Mo Custom Lines)
Mapping - 1'= 500" Scale (Mo Custom Lines)
Mapping - 1"= 600" Scale (Mo Custom Lines)
Mapping - 1'= 700" Scale (Mo Custom Lines)
Mapping - 1°= B0’ Scale (Mo Custom Lines)
Mapping - 1'= 300" Scale (Mo Custom Lines)
Mapping - 1"=1000" Scale (Mo Custom Lines)
Mapping - 1"=120{" Scale (Mo Custom Lines)
Mapping - 1"=1500" Scale (Mo Custom Lines)
Mapping - 1"=160{" Scale (Mo Custom Lines)
Mapping - 1"=2000" Scale (Mo Custom Lines)
Mapping - 1"=240{" Scale (Mo Custom Lines)
Mapping - 1"=2600" Scale (Mo Custom Lines)

m
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ML 011_PP_ISP0243_i100.dgn

‘ General |Secunty I Attributes I Mare Attributes | File Properties | Audit Trail | Woﬂ{sp@

Spatial tab

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.

#4 011_PP_ISP0243_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

Edt... Load 5LF...
Bxtract Exdent
Lower Left: Upper Right:
¥ 00 ¥ 00
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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 to a web site called
Indox. Once the signed PDF files are on the INDOX 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.

Step 1 — Assigning Attributes for the MicroStation Contract Plans Files

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.

Bl Lst \G Spat\a\‘

Name Qutto St
W00 pp sp0as3 nndgn e |
# #B005_PP_J5P0243_i100.dgn Select View »

/7 My006_PP_I5P0242 1100.dgn
/7 B007_PP_I5P0243_i100.dgn

New 3

400

/B 008_PP_I5P0243 100.dgn
7 h009_PP_I5P0243_i100.dgn
# Mb010_PP_I5P0243 1100.dgn
# M 011_PP_I5P0243 1100.dgn
/ M utilities.dgn

4

Documert Properties | Folder Propertie
View: [Defat>

Prog

Nar
Fold
Envi
File |
Wor

Crea
Upd
Filel
Staty
Vers
File |
Loce
Loce
Shar|

b prins y
Properties...

Open
Open as Read-Only
Open With...
Markup

View

Check Out
CheckIn
Free

Copy Out

Export...
Import

Update Server Copy
Refresh Local Copy
Purge Local Copy
Purge Workspace

Cut

Copy
Paste...

Copy To...

Move To...

Rename...

Delete

Modify...

Modify Spatial Attributes...
Add Comment

Set

Send To
Copy List To
Attributes

Change State

Make PDF Request
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Select the Attributes tab. In here, you will need to fill out the District, Job Number, Scale, PDF
Size (A,A-Portrait or D) and Sheet # 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.

It is very important to have the Scale set correctly so the linestyles in the PDF document are
created correctly. The Scale needs to match the size of the border file attached to the
MicroStation file.

For Approved RW or Certified RW Plans

For design plan sheets that need to be processed at the Approved R/W or Certified R/W stage,
select the Approved RW Plans or Certified RW Plans option under the Bridge Number or
Project Stages pulldown option.

M 004_PP_J5P0243_i100.dgn * =R (EoR <=

General | Securty | Attributes | More Attributes I File Properties I Audit Trail I Workspace I Spatiall
Title Block Information

* District Name * Job Number * Bcale

5 - BPO243 A 1"=100" -
Route Sheet # * PDF Create A, A- Portrait or D

7 D 7
Contract ID Project Manager

Project Number

County

Camden

Bridge Number or Project Stages District #

Certified RW Plans
Construction As-Buit Plans

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

* Required Fields For Contract Plans

Bridge Mumber Information or Project Stage

Save ] l Undo ] l Close ¢ g 1/9

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 Drawings

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

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

List | @ Spatial |
Mame Out to State
W s 004_PP_J5P0243_i100.dgn 4/26/2010
# 005 _PP_J5P0243_i100.dgn Select View v 2/10/2010
& M4006_PP_I5P0243_i100.dgn New , 2/17/2012
& P007_PP_J5P0243_i100.dgn 12/30/2010
& M4008_PP_ISP0243_i100.dgn Open 4/5/2011
# #h009_PP_J5P0243_i100.dgn Open as Read-Only 4/5/2011
# H5010_PP_J5P0243_1100.dgn Open With.. 1/8/2014:
# #A011_PP_J5P0243_i100.dgn 1/9/2014
/ M4 utilities.dgn Mearkup 2/8/2010°
View
Check Cut
CheckIn
Free
Copy Out
< |
Export...
Document Properties | Folder Propertie Import
[ N Update Server Copy
Prop Refresh Local Copy Property value
Mam Purge Local Copy 004_PP_I5P0243_i100.dgn
Fold Purge Workspace Plan
Enwvir] MoDOT_CADD
File Cut 004_PP_J5P0243_i100.dgn
Work Copy
Crea Paste... pwadmin
Updz pwadmin
File Eopylos greencd
Statu Mave To... Checked In
Versi Rename...
File R Delete
Loca Modify...
Loca Modify Spatial Attributes...
Shar
Add Comment
Set 3
Send To 3
Document Code...
Change State Document Code Reservation...
Batch Print Copy Attributes
Properties... Faste ALrbutes
Make PDF Request Add Shest...
Delete Sheet
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Next select the files that need to have attributes assigned to them.

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.
List | @ Spatial |
Marne Out to State Fi
004 PP _J5P0243 1100
004_PP_J5P0243_i100.dgn Select View 5
005_PP_J5P0243_i100.dgn
10.dgn MNew 2
_i100.dgn
i100.dgn Open
0.dgn Open as Read-Only
Pl (12 010_PP_J5P0243_i100.dgn Open With...
Py {011 _PP_J5P0243 i100.dgn Markup /
7 M utilities.dgn View 2/8/20101
Check Qut
CheckIn
Free
Copy Qut
4 Export...
Document Properties | Folder Properties| Import
View: [<Default> Update Server Copy
Prope Refresh Local Copy —
Nam Purge Local Copy 004_PP_J5P0243_i100.dgn
Folde Purge Workspace Plan
Envir Cut MoDOT_CADD
File M 004_PP_J5P0243_i100.dgn
Copy
Work
Creat Pt pwadmin
Upda Copy To.. pwadmin
File LJ Move To.. greencd
Statu Checked In
. Rename...
Wersi
FileR ~ Delete
Local Modify...
Local Meodify Spatial Attributes...
Share Add Comment

Set [
Send To 3
Copy List To 3
Attributes 3 Document Code...
Change State » Document Code Reservation...
Batch Print 2 e
e Paste Attributes
Make PDF Request Add Sheet..
Delete Sheet

NOTE: You will need to go back and change the sheet number for every file.
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Step 3 — Making the PDF Request

Once the MicroStation files for the job are completed and the attributes for the files are filled out in
ProjectWise, you will need to make the PDF request 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 Make PDF Request.

List | @ Spatial

Mame

Out to

State

W '1004_PP_J5P0243_i100.dgn
2 005_PP_J5P0243_il00.dgn
2 006_PP_J5P0243_i100.dgn

g 008_PP_J5P0243_i100.dgn

g 009_PP_J5P0243_i100.dgn
P 1010 PP _J5P0243_i100.dgn
e - 011_PP_J5P0243_i100.dgn
/& utilities.dgn

7
e
P 007 _PP_I5P0243_i100.dgn
e
7

4

Documert Properties | Folder Properties |

View: [(Defaulb

Property
Mame
Folder M
Environr
File Nam
Workflo
Created
Updated
File Upd
Status
Version
File Revi
Lecal Fil
Lecal Fil
Shareabl

Select View
MNew

Open

Open as Read-Only
Open With...
Markup

View

Check Qut
CheckIn

Free

Copy Out

Export...
Import

Update Server Copy
Refresh Local Copy
Purge Local Copy
Purge Workspace

Cut
Copy

Paste...

Copy To...

Move To...

Rename...

Delete

Modify...

Muodify Spatial Attributes...
Add Comment

Set

Send To
Copy List To
Attributes
Change State

Batch Print

Properties...

Make PDF Request

Property value
004_PP_I5P024
Plan

MoDOT_CADC
004_PP_I5P024

pwadmin
pwadmin
greencd
Checked In
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e |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.

e ProjectWise Explorer V8i (SELECTseries 3)

Datasource  Folder Document View Tools Window Help

A # & Dbp oy v 55 @ © @4 ~ search (I - b Interraca[MuDo'r_cADD vJ View{MgDOT -
¢ - - E Address | pw:\\GHPWISELD.dot.missouri:MoDOT\DocumentsiCantract Plans'd - Central\J5P0243) - DGO
=-{ 1 ProjectWise Explorer Datasources - List ‘e 5DE‘tIE||
=+t MoDOT - Blectronic Plans (MODOTD) 1 |y, 1, Outto State File Updated  Application
E Documents .
5 [/ CADD_Standards [/ 004_PP_J5P0243_i100.pdf In Review 1/14/201412:23:27 PM  Acrobat PDF
L[ Central Office [ 005_PP_i5P0243_iL00.pef In Review 1/14/2014 12:23:44 PM  Acrobat PDF
[ Contract Plans (/¥ 006_pP_J5P0243_i100.pelf In Review 1/14/201412:2417 PM  Acrobat PDF
S0 1 - Northwest | | (™ 007_pp_isPa243_it00.pdf In Review 1/14/201412:24:41 PM  Acrobat PDF
2 - Northeast r mOUE_PP_JSPOZH_ilUO.de In Review 1/14/2014 12:2519 PM  Acrobat PDF
3 - Kansas City mGGQ_PP_ﬁPGZQE_IlGG.de In Review 1/14/201412:25:34 PM  Acrobat PDF
= 4 - Central L;nﬂlU_PP_JSPGZQE_IIGG.de In Review 1/14/2014 12:26:07 PM  Acrobat PDF
; . Archive - Central
J212161)
12121161K
Jare1l
12[164K
Priralin
12121640

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 The Project Manager will need to delete the PDF files in ProjectWise that need to be edited.

¢ 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.
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Making a Revised PDF File after the Project has been posted to INDOX

Once the Project Manager reviews the Contract Plan PDF files and seals them, they are placed on the
INDOX 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 The Designer or Technician will make the corrections in the MicroStation files or make additional
sheets as need for the project revisions.

e 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.

e Once the PDF files are generated, you will see the new PDF files under the Contract Plans -

District XX - Job Number folder. But now instead of overwriting the original created PDF files, it
will generate one with the extension of _R001 for the new PDF files.

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?titte=Guidelines for Addendum or_ Revision Sheets

File Edit View Favorites Tools Help

77 Favorites | 5 @ Intellicast - NOWrad at St... & NOAA -7 Day Forecast @ Web Slice Gallery = Design-Right of Way Shar...

=@ ProjectWise Support Training - CADD Wiki

page discussion view source history

ProjectWise Support Material

- Support Documentation
navigation

Contents [shov)

= ProjectWise

= MicroStation . .

+ GEOPAK Road Documentation by Topic

= GEOPAK Site

= GEOPAK Survey Contract Plans

= GIS Information . ) Anr : A
« GPS Information = PDF Generation Process for Final Contract Plans, Approved RV and Certified RAVW Plans B
= Drainage Apps = |ssue 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

m Electronic Plans g Fxpnnt 3 Completed Project For Copstryction

= Construction = Guidelines for Addendum or Revision Sheets

links = e TNaming Gonvention 1or Gomract plan prawings &

= 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.

o 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 “Make
PDF Request” routine. Anything that exceeds 50 border sheets shall be split onto another cross

section sheet file.

¢ Any blank border files (whether they are displayed or not) will be created into a PDF files when
using the “Make PDF Request” 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.

o 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

: HI\ORKDIR:dms01325\MoDOT_DE_2008 don Bl Ee
Full Path: . \dms0152%\modot_de_2008 dgn

Model: |Default -

Logical Name: | Border 1"=5"
escnption: | rol Pan

Detail Scale: |[CUSTOM A
Scale (Master:Ref): | 5.000000 ;| 1.000000
Named Group: -
Revision: -
Level: | hd |
MNested Atachments: [No Nesting hd Depth: |1

Display Ovemides: [Allow x|
New Level Display: [Lse MS_REF_NEWLEVELDH]
Global LineStyle Scale: | Master A

Synchronize with Saved View

ElSh @ >« [@. 9 @4,

[ oK | | Cancel |

Toggles

Attachment Settings: modot_de_2008.dgn

File Name: | WORKDIR:dm=01529\MoDOT_DE_2008.dgn Browse...
Full Path: ..\dmsD152%modot_de_2008 dan
Model: [Defauit -]

Border & Scals
an

Detail Scale: |[CUSTOM -
Scale (Master:Ref): | 5.000000 ;| 1.000000
MNamed Group: -
Revision: A
Level: | |
Nested Attachments: [No Nesting - Depth: |1

Display Overides: [ Allow -|
Mew Level Display: [Use M5_REF_NEWLEVELDH |
Global LineStyle Scale: | Master -

Synchronize with Saved View

Bk @ o> c@Es 9 04

[ oK | | Cancel |

Togales

PDF Generation Process 407




General “How-to”, Best Practices,
5 and Procedures using ProjectWise
In MoDOT Environment

Topics
MoDOT’s Folder Structure
Importing Folders and Files into ProjectWise

Sets for MicroStation Files
Clean Up Procedures
Changing Application Associations

MoDOT’s Folder Structure in ProjectWise

Exporting Folders and Files out of ProjectWise
Workspace Profile for MicroStation Files 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.

58 ProjectWise Explorer V8i (SELECTseries 3)

Datasource  Folder Document View Tools Window Help

s = Op 85 " om [7) + | Search ([
oy Z 0p - HEE @44 o

{}3 - - L?: Address | pw\GHPWISELD. dot.missouri:MoDOT\Documents\CADD_Standards’,

=1-{_|J ProjectWise Explorer Datascurces

i---l@' MaDOT - Electronic Plans (MODOTDS greencd)
—1__,_ Documents

o

]__,_ Borders

+-{= County Survey Templates

{0 Seed Files

-4 Bridge - English
-1 Bridge - Metric
+-1_ Design - English

_ 1= Design - Metric

- Standard Plans for Highway Construction
+- Startlob

.= Central Office

-7 Contract Plans

List |ﬁ Spaﬁall

Marne

& |_ Borders

& | County Survey Templates

| Seed Files

& | Standard Plans for Highway Construction
& | Startloh
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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

A | 2 | Op 2p T EEEE @ : @4 - search IO

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

=L} ProjectWise Explorer Datasources

-1 Documents

{2’ CADD_Standards
1_, Central Office
e
1_, 1 - Morthwest
1_, 2 - Mortheast
1_, 3 - Kansas City
1_, 4 - Central
=07 5 - St. Louis
- Archive - 5t.Louis
- J2I2165K
- 2121650
-l J2I2165M
- 13520001
- J5P0903
- J5P0904
- J5P0918
-{ J6l0a7a

|_:_|[m1 MoDOT - Electronic Plans (MODOTDS\greencd)

rs

m

List | @ Spatial|

Mame

#1071 - Northwest
02 - Northeast

# |07 3 - Kansas City

#1274 - Central
A5 - 5t. Louis
6 - Southwest
#0°7 - Southeast
A99-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.

58 ProjectWise Explorer V8i (SELECTseries 3)

Datascurce Folder Documnent View Tools Window Help
o 9~ Bp - EEEE @ : # - search (B - P

QZI v E:> h Ltl Address |7 pw\GHPWISELD, dot.missouri:MoDOT\DocumentsiCentral Office’,

i
1=
1=

EIU-J ProjectWise Explorer Datasources List |. Spaﬁall
El[lﬁ MDEOT - Electronic Plans (MODOTDS\greencd) Name
=+ Documents - .
.00 CADD_Standards /L Bridge
i # | CADD Support
. ~ Bridge /L- Construction & Materials
CADD Support # | Engineering Policy
Construction & Materials # | Environmental Studies
Engineering Policy # | Estimate and Review
Environmental Studies ./”L; Historic Preservation
Estimate and Review #7150
Historic Preservation #12 Multimadal
15D # [ Photogrammetry
Multimodal # | Right of Way
Photogrammetry AT Traffic
Right of Way
Traffic
#-{_ Contract Plans
7T Mietrirt 1 |
38 ProjectWise Explorer V8i (SELECTseries 3)
Datasource  Folder Deocument  View  Tools  Window  Help
i A& b 8y e EEEE @ : @ - search ([ - P Interface@
Q:I - E:> - L'-'_'l Address [ pw:\\GHPWISELD.dot.missouri:MoDOT\Documents\District 10\Design’,
E|UJ Project\Wise Explarer Datasources List |. Spa-tia||
EI."LIEﬁ]LM:—DEOT- Electronic Plans (MODOTDS\greencd) Name Out b
= occuments -
[ CADD_Standards /L Transfer
L- Central Office S Bollinger
L- Contract Plans /L Butler
- District1 /L Camden
B0 District 10 # | CapeGirardeau
m-E AL Carter
i-[77 Right of Way # (D10 County Maps
1_" Survey & |7 D10 County Maps - additional counties
B0 Traffic # | D6 County Maps
-4 District 2 A Douglas
[ District 3 &2 Dunklin
-1 District 4 # Eng_Services
m-{Z" District 5 ./I..- Franklin
- District® /I..- Hawell
- District7 A7 ron
- District& <
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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 VYiew Tools

2 & bp ot E[E @

‘QZI = E{) = Ltl Address | pwe\\WGHPWISELD. dot.missouri:MoDOT\Documents\Specifications and Estimates),

0

Window Help
@4 - Search (O

- B

BUJ ProjectWise Explorer Datasources
'-:J[lﬁ MoDOT - Electronic Plans (MODOTDS\greencd)

=-/=" Documents

[’ CADD_Standards
1_, Central Office

1_, Contract Plans

- District 1

[ District 10

- District 2

- District 3

[ District 4

[ District 5

- District 6

- District 7

[0 District 8

- District 9

[ District CADD

"L; Moodle Training Files
[ Safeand Sound MDBE

..1_; 1 - Morthwest
L- 2 - Mortheast
..1_; 3 - Kansas City
1_, 4 - Central
--L; 5 - St Louis
L- 6 - Southwest
1_, 7 - Southeast
..1_; Bridge

=% Saved Searches

EIL- Specifications and Estimates

List | @ Spatial

Mame

#1071 - Northwest
#0°2 - Northeast
#1073 - Kanzas City
2 4 - Central

#|25 - 5. Louis
# 76 - Southwest

#2°7 - southeast
S Bridge

1|

Folder Properties | Access Contral

Property name

Folder Mame
Environment Mame
Workspace Profile Mame
Storage

Created By

Updated By
Wbl maas
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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

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

into.

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.

Drag the folder from Windows Explorer into the storage area (highlighted below) from the
previously selected folder in ProjectWise.

5 ProjectWise Explorer V8i (SELECTseries 3)

Datasource  Folder Document View Tools

Window Help

| : View| MoDOT

il O Pt 55 © : #A - Search [ + [ : Interface[MoDOT_CADD
& - i II Address [ pw:\\GHPWISEL0.dot.missouri:MoD O B e e e O LA DD St D e B e bﬁ
[ Element Extracter Bl List | @ Spatial
L7 Geographics Testing Name Outto State File Updated Application File Size Desc
&+ Geopak Plan Prep Class 2
@ Lidar 17 data
-0 Quantab A\ plan_shests
@[ Standard_Plans_Updates #IL project
[ Testing District Issues
S Z-Bdtra
{7 Extra-dd_county_maps
[:Rusd 15p0243]
[ 1550929
' Greene
W Holt
- Howard
- Howell
{7 Jackson
{7 Jasper
W[ Jefferson
-7 Johnson q
I junk ——————
7 Kevin_Test Folder Properties | Accass Control
= keppg Property name Property value Property name

504

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

| Import Directories = @
Imnport
Parent Folder: 15P0243
[ 1ndude Subdirectories
[]1mport Files Only
[]1mport and rename duplicates
Faolder
Environment: [MoDOT_CADD - ]
Storage: |CO CADD Classroom -
oK l [ Cancel

1.15 MB space needed in server
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Importing Files
e Select the folder in ProjectWise that you wish to place the files that is outside of ProjectWise into.

e 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.

e Drag the files from Windows Explorer into the storage area (highlighted below) from the
previously selected folder in ProjectWise.

22 ProjectWise Bxplorer V8i (SELECTseries 3)

Datasource Felder Document View Tools Window Help

A # & bpty @ © @4 - search [T - [ :Interface| MoDOT_CADD | : view| MoboT -
- b - | [ Address [ pw:\GHPWISELO dot. missouri:MoD: o i PR

[ Element Extractor B List [ @ Spatial|
[ Geographics Testing
-2 Geopak Plan Prep Class

Name Outto State File Updated Application File Size Desd]

@[ Lidar AL data
w2 Quantab Z | plan_sheets
[ Standard_Plans_Updates # project
A1 Testing District Issues
B[ Z-Bdra
[ Extra-d4_county_maps
b
[ 1550929
I Greene
- Holt
7 Howard
{7 Howell
{7 Jackson
{7 Jasper
{7 Jefferson
=-{ Johnsen < -

I junk
7 Kevin_Test Folder Properties ‘Ac:ass Control

-/ koppg Property name Property value Property name

e 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

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

| Extra-d4_county_maps A 15D
e 15P0245 P WA aie )
E-0 1550929 Mew Folder... etry
+-{_" Greene Mew Project...
-4 Holt
-4 Howard Open
{7 Howell Open in New Window
- Jackson
'
[y Jasper Copy Out
[ Jefferson Purge Copies
D"L; Johnson Iv! “ 1AL space cess C
7 junk e
D"LT Kevin_Test Upgrade to Project...
-1 koppg
-~ Laclede Cut ame
[+ Lafayette Copy
- Lawrence T
7 Lewis iEm
-1 Lincaln Rename...
e Ma#lsnn Delete
#-{=" Marion
[ McDonald Advanced Search...
- Miller Scan References and Link 5ets...
- Missouri_River . -
G- mitchal TOPEMES...
0 Manitean |

e 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 perfarm

(7)) Export - Locks all files, changes can be redmported
@ Sendto Folder - Creates unmanaged local copies
Thig wizard will guide you through the Folder Export process.

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

Document files will be copied out to specified export folder.
‘You will not be able to impart them back.

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

< Back ’ Nex = ]’ Cancel
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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 o v
Flease specify the export folder and settings. Press Next to start folder export.
S g
Falder:

T:'de-proj\Construction

Create subfolders for empty folders

Create subfolder for selected folder

[7] Use folder descriptions as folder names

[7] Copy reference documents into master document folder

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

Rewrite reference attachments to new paths

| <Back || Net> | | Cancel

e Click Finish after the export has completed.
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Exporting Files

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

List | @ Spatial |
MName Out to
rd g traffic_cntr_01.dgn

Select View

/ @ traffic_cntr_02.dgn
rd ' traffic_cntr_03.dgn New
/ g traffic_cntr_04.dgn

/ @ traffic_cntr_05.dgn
rd traffic_cntr_06.dgn

Open

Open as Read-Only

/ﬁ traffic_cntr_07.dgn Open With...
rd traffic_cntr_08.dgn Markup
/ @ traffic_cntr_09.dgn View

/ﬁtraﬁic_cntr_lﬂflagger
/ﬁtraﬁic_cntr_llstriping Check Out

CheckIn
Free

Copy Out

L Export...
Document Properties | Folder Import

View: | <Default> Update Server Copy

e 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 2
Please choose an action to perform and specify the export folder. Press Mext to HJ
start document export.

Choose an action to perfam
() Bxport - Locks file, changes can be reimported
(@) Send to Folder - Creates unmanaged local copy

Expart folder:

T\de-proj'Cass

<Back | Net> | | 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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Workspace Profile for MicroStation Files in ProjectWise

The Workspace Profile lists all the MicroStation profiles that can be assigned to folders and files in

ProjectWise. The profiles are broken down by the scale of the borders and are created so the linestyles
in the MicroStation file will view properly. The Workspace Profile should match the scale of the border

file that is attached to the sheet.

There are a couple ways you can assign the Workspace Profile to the MicroStation file.

Assigning Workspace Profile to a Single MicroStation File

¢ Right click over the MicroStation file and select Properties.

MName Out to

W 2 004_PP_J5P0243_i100.dgn

7 #5005_PP_I5P0243_1100.dgn Select View J
# KB006_PP_I5P0243_i100.dgn New 5
# H5007_PP_J5P0243_i100.dgn

# Hh008_PP_I5P0243_1100.dgn Open

# ME009_PP_J5P0243_i100.dgn Open as Read-Only

/ H5010_PP_J5P0243_i100.dgn Open With...

ﬁﬁﬁﬂll_PP_J5P0243_i10t].dgn Markup

tilities.d
,ﬁﬁu ilities.dgn View
Check Out
Check In
Free

Copy Out

dl Export...

Documert Properties | Folder Propert Import L

View: [ <Default>

Update Server Copy

Pro Refresh Local Copy
Na Purge Local Copy
m Fol Purge Workspace

En

Fle

Wao Copy

Cre Paste...

:Te Copy To...

Sta Move To...

Ver Rename...

File Delete

Lo Maodify...

Lo Modify Spatial Attributes...

Sha Add Comment
Set »
Send To 3
Copy List To 3
Attributes 3
Change State 4
Batch Print 3
Properties...
Make PDF Request
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o Select the Workspace tab. Apply the proper the Workspace Profile to the MicroStation file.
Remember that it should match the scale of the border that is attached to the sheet.

=] & ]

| General I Security I Adtributes | More Attrbutes I File Properties I Audit Trail | Workspace | Spatial

M4 004_PP_I5P0243_j100.dgn

510

Workspace type:

[Workspace Profile V]

Workspace Profile:

[Engish - 1" = 100 Line Siyie Scale -]
<none (Dont inherit) -

<none> (Inherit) il
Bridge Projects
English - 1" = 1" Line Style Scale li
English - 1" = 5 Line Style Scale 5
English - 1" = 10" Line Style Scale
Enaglish - 1" = 20 Line Style Scale
English - 1" = 230’ Line Style Scale
English - 1" = 40’ Line Style Scale
English - 1" = 50’ Line Style Scale
English - 1 B0’ Line Style Scale

]
2
3
4

m
Ty

English - 1" = 200" Line Style Scale 14
English - Title Sheet Line Style Scale ig
Mapping - 1'= 1" Scale (Mo Custom Lines)
Mapping - 1'= 100" Scale (Mo Custom Lines)
Mapping - 1'= 200" Scale (Mo Custom Lines)
Mapping - 1'= 300" Scale (Mo Custom Lines)
Mapping - 1'= 400" Scale (Mo Custom Lines)
Mapping - 1'= 500" Scale (Mo Custom Lines)
Mapping - 1'= 600" Scale (Mo Custom Lines) | &
Mapping - 1'= 700" Scale (Mo Custom Lines)

Mapping - 1'= 800" Scale (Mo Custom Lines)

Mapping - 1'= 300" Scale (Mo Custom Lines)

Mapping - 1'=1000" Scale (Mo Custom Lines)

Mapping - 1'=1200" Scale (Mo Custom Lines)

Mapping - 1'=1500" Scale (Mo Custom Lines)

h -1" = 100 Line Style Scale
ale

Mapping - 1'=1600" Scale (Mo Custom Lines)
Mapping - 1'=2000" Scale (Mo Custom Lines)
Mapping - 1'=2400" Scale (Mo Custom Lines) &

w
o
[x 1]
a
8

Close

Save the changes to the MicroStation file.
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Assigning Workspace Profile to all MicroStation Files under a Folder

Right click over the folder in ProjectWise and select Properties.

el L Ll L

S J5P02e3 # Hh010_PP_I5P0243_i100.dgn
L data & Mh011_PP_J5P0243 i100.dgn
- plan_sheets / M utilities.dgn
- 2B
1= ErosCtrl
-4 Lighting
i MNew Folder...
-.{ Signals
[ Signing Mew Project...
1__ Sp.ec.Sht Open
| Striping . X —
L Tile Open in New Window perti
{7 TrafCtrl Copy Out
7 TypS
t X};p & Purge Copies Pro
o project Purge Workspace Nai
5[ 1550929 Export.. Fol
Greene Upgrade to Project.., Em
Helt File
Howard Sl Wo
Howell Copy Cre
Jackson Paste... Ups
Jasper File
Jefferson Rename... St
o
Johnson Delete Ver
Ju”lf Advanced Search... File
Kewvin_Test
koppg Scan References and Link Sets... Lot
Loc
Laclede Properties...
Lafayette she

1

Under the Workspace tab, change the Workspace Profile accordingly to match the scale of the
border attached to the MicroStation files under the folder.

Folder Properties

=

| General | Spatial I Statistics I Worldlow & State I Project \Folder Security

| Document Security View I Audit Trail | Workspace
Workspace type: [ Nork Profile -]
Workspace Profile: [mcne> {Inherit) vJ

<none’ (Inherit)

Property Bridge Projects
English - 1" = 1' Line Style Scale
E Name English - 1" = & Line Style Scale
P English - 1" = 10 Line Style Scale
EE Description English - 1" = 20 Line Style Scale

B MicroStation-spel English -
[ MicroStation w Enlish -
. English -

[ Additional con English
[ User configura

B Userinterface maDD!ﬂQ
EE Aute CAD-specific M:EE:RS
B AutoCaAD profi Mapping

Mapping
Mapping
Mapping
Mapping
Mapping
Mapping
Mapping
Mapping
Mapping
Mapping

Mapping

Click OK to apply the changes to the MicroStation files under that folder. You can always go

Mapping -
Mapping -

30 Line Style Scale
40 Line Style Scale
B0’ Line Style Scale
60 Line Style Scale

=200 Line Style Scale

English -
[ Project configt English - Title Sheet Line Style Scale

-1'= 1" Scale (No Custom Lines)

-1"= 100" Scale (Mo Custom Lines)
- 1'= 200 Scale (Mo Custom Lines)
- 1"= 300" Scale (No Custom Lines)
- 1"= 400" Scale (No Custom Lines)
- 1'= 500 Scale (Mo Custom Lines)
- 1"= 600" Scale (No Custom Lines)
-1"= 700" Scale (No Custom Lines)
- 1= 800 Scale (Mo Custom Lines)
-1"= 500" Scale (No Custom Lines)
- 1"=1000" Scale {Mo Custom Lines)
- 1'=1200" Scale (Mo Custom Lines)
- 1"=1500" Scale {No Custom Lines)
- 1"=1600" Scale (Mo Custom Lines)
1'=2000" Scale (Mo Custom Lines)
1'=2400" Scale (No Custom Lines)
- 1"=2600" Scale (Mo Custom Lines)

m

back and change the Workspace Profile to individual files if needed. See Assigning Workspace
Profile to a Single MicroStation File to see those instructions.
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Logical Sets for MicroStation Files

A logical set is any document, but particularly DGN and DWG documents, which has other documents

attached to it. These attachments are referred to in MicroStation as references. The document to which
other documents are attached is also referred to as the master document of a logical set. The document
icon for a master document will have a hierarchical tree symbol in the lower right corner of the icon.

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

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

Viewing attached reference files to a MicroStation file

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

@ OAEIYY Y 1 e e g ey oy e

/ Hh008_PP_J5P0243_i100.dgn Mew » 4/5/20
7 Mh009_PP_J5P0243_i100.dgn 4/5/20
Pd 2 010_PP_)5P0243 i100.dgn Op=n 1/17/20)
# M5011_PP_J5P0243_i100.dgn Open as Read-Only 1/13/20
_/é utilities.dgn Open With... 2/8/2001
Markup
View
Check Out
CheckIn
Free
“
Copy Out
Documert Properties | Folder Prope
— Export...
Import
Pr Property value
Update Server Copy perty
N Refrech Local C 010_PP_ISP0243_i100.dgn
resh Local Copy
Fg Plan
£ | Purgelocal Copy MoDOT_CADD
Fil Purge Workspace 010_PP_J5P0243_i100.dgn
W Cut
Cr pwadmin
Copy
Uy greencd
Fil Paste.. greencd
St Copy To.. Checked In
Vi
F'EI Move To...
i
Ld Rename...
Ld Delete
SH Medify...

Modify Spatial Attributes...
Add Comment

Set MNew...
Send To Modify...
Eeple Bo Content
GRS Referenced By
Change State
Show References

i 3
Batch Print ST TS
Properties... Scan References and Link Sets...
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e 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.

[=! 010_PP_J5P0242 i100.dgn - 010_PP_J5P02432 il00.dgn ===

List |. Spatial|
MName Out to 2
010_PP_J5P0243_i100.dgn reencd
g g

# M 270 _modified.dgn

# M d178t008.dgn

[ MoDOT_DE_2008.dgn
# B plan.dgn

_/ﬂ plan_rw.dgn

_/“ plan_utility.dgn

# M profile.dgn

4 1 2

Viewing what files are using a MicroStation file as a reference file

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

F o pan-ununy wre:
# Mhplan-test.dgn 6/2¢
Z A

Select Vi 3
7 plan_bypass.dgn elect View 47
P plan_consultant.dgn MNew » 4/
7 plan_exist_drainage.dg 4/t
rd ! plan_gutter.dgn Open 471
rd ! plan_masshaul.dgn Open as Read-Only 4/t
# M plan_murry.dgn Open With... 4/t

P ry.dg £

7 plan_cld.dgn Markup 45
P plan_cldalign_rck.dgn Wz 450
7 plan_passrd_consultan 4/t
pd . plan_rw.dgn Check Out 4
rd ! plan_signing.dgn CheckIn a7
./|“ plan_statepark_rw.dgn ez 4/
4

Copy Qut
Document Properties | Folder Py

Export...
View: |<Default>

Import

Property value
Update Server Copy perty

plan.dgn
Refresh Local Copy dat
ata
Purge Local Copy MoDOT_CADD
Purge Workspace plan.dgn
Cut
2 pwadmin
orY pwadmin
Paste... greencd
Copy To.. Checked In
Move To...
Rename...
Delete
Modify...

Modify Spatial Attributes..,
Add Comment

3 New...
eng 1o Modify...
Copy List To
pten
SRS Referenced By
Change State 3
Show References
Batch Print 3 Show Markups
Properties... Scan References and Link Sets...
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e You will now see the files that are using this MicroStation file as a reference file within it.

_# plan.dgn - Referenced By

[o ][ & |m]

List |@ 5patia||

MName

& P striping3.dgn
_/"ﬁsignals.dgn
& Py erosion2.dgn
& signalld.dgn

& Mlightingd.dgn

& #plan_signing.dgn
# MY lightingl.dgn

& P striping2.dgn
& My erosionl.dgn
_/’;ﬁsignalﬂ.dgn

4 L

# M plansheetbseeding.dgn
j;ﬁlighting_dashed.dgn
_/’.ﬁﬁ speshtld_stagedwidening.dgn

# M5007_PP_J5P0243_i100.dgn

& P speshtd?_intersection_details.dgn

& P plansheetSseeding.dgn

& M5 008_PP_J5P0243_i100.dgn

# H5006_PP_J5P0243_i100.dgn

& MY speshtl0_median_barrier.dgn
./ Mhsionals dashed.dan

Cut to State

Design In Progress
Design In Progress
Design In Progress
Design In Progress
Design In Progress
Design In Progress
Design In Progress
Design In Progress

Design In Progress
Design In Progress
Design In Progress
Design In Progress
Design In Progress
Design In Progress

Design In Progress

Design In Progress

Desian In Prooress

m

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.

S8 ProjectWise Explorer V8i (SELECTseries 3)

Datasource Felder Document ‘l.n‘iewWind-:lw Help

i e O~

Dp &, - [T

Address | pwiiGhH

€ 2B

514

+-._ Boone
+-.~ Buchanan
+-{_ Butler

Associations

leccenger,

Local Document Organizer...

Scan References and Link Sets...
Load 5LF...
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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).

View Action

MBS R v B

Datasource: [MoDOT—EedmricHa’:s v]Node: [mha?OB&l ']
Folder: Browse...
MName Description Type File Name

onal_Office_Plan_Sheet.pdf C \greenca!
ul e \greenc4!
e_Plan_Sheet.pdf ‘\greencd!
181_150.dgn 3 \greenc4ipe
\greenc4!
s\users\greencdipw
\greence!
3_i100.dgn t\users\greenc4ip
143_110.pdf e \greenc4!
d Out ‘\greenc4!
ied Out \greenc4!
Out \greenc4!
Temparary Traffic Control Devices Copied Out c:lusers'\greence\pw
Temparary Traffic Control Devices Copied Out cly ‘\greenca!

e_local_electronic_plansidms!
ectronic_plans'dm:

|_electronic_plans'dms!
lectronic_plans'do.
ectronic_plans'dm:

67 object(s)

Right click over the selected files and choose the Purge Copy option.

and purge the local copies off of your machine.

Local Do

Organizer View Action

vEOa IS FFF v Bl

' 5G_PLN_IS.dgn
J5P0243_i100.dgn

15P0243 1100.dgn Open Containing Folder

100.dgn Check Out
43_110.pdf

Befrech oy r
Purge Copy opied Out
pR———- i ied Out
Temporary Tra
Temporary Traffic Control Devices Copied Out

Filters.

Datasource: [MnDOTfEedrm:Hans v]Node: [mha?oam ']

Folder: Browse...

MName Description Type File Mame it

67 object(s)

Deleting Local Directory Folders on Local Computer

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

Select all the folders under the pwise_local_electronic_plans folder and delete those folders.
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Changing Application Associations

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

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

58 ProjectWise Explorer V8i (SELECTseries 3)

Datasource  Folder Document  View | Tools | Window Help

N & R Z Dp 8, - E[E]
Q:I E{> L_l Address B pwrncH

. 1 bookse

Associations »

Messenger...

Local Document Organizer...

Icons...

Programs...

File Extensions...

8!

Scan References and Link Sets...

e Change the association view to User associations.

P

7 | Program Associations

Agsociations

=

Select an assodation view:

Applications

Global assodations

P General Programs | All associations (global and user)

|~ Acrobat PDF

- AutoCAD

Bentley Mavigator V&i

é Comma Delimited File E
j Corridor Modeler Preference File

ESRI ArcMap

é GEOPAK Criteria -
-] GEOPAK Cross Section

- | GEOPAK D&C Database

-] GEOPAK DTM

-] GEOPAK DTM Data

-] GEOPAK Files

-] GEOPAK Input

-] GEOPAK Library

j GEOPAK Repart

GEOPAK Settings File i
o TEMNALY Crvamsa

‘MI associations {global and use v'
User assodations

[ OK ] [ Cancel
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e Scroll through the list of applications and select the one you wish to change (we will use Text for

this example).

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

¢ Right click over the Open

option and click on Add Association.

% | Program Asscciations @

Associations

Select an assodiation view: |User assodations VI

Applications

-
-

[E
[E
-
-
-
-
-
-
-
-
-
-
=

|T||_||_||_||_||_||_||_||_||_||_|

2{)
7
S
m

EDD0Dn IPPrDl

E] J Wissim

InterPlot Plot Set P
ﬂ InterPlot Settings
Microsoft Excel

Microsoft PowerPaint
Microsoft Visio

Microsoft Word
MicroStation
MicroStation Geographics
Opus

Qutlook Message
SignCAD

SMI Transfer

Viewer
[ ﬁf Markup

Add Association ‘

Lhilah Mimne

oK l [ Cancel

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

[.\- AcroExch PDDoc

@Application Class

(#2) Bitmap Image

'_rélntemet Explorer (WVer 1.0)
|£:fJava(TM) Platform SE binary

| £ JavalTM) Flatform SE binary

5| Microsoft Office 2010

@ Microsoft Visual Studio 2005 Tools for Applications
W Microsoft Visual Studio Version Selector
|E| Microzoft Ward Application

“ MicroStation V8 (SELECTseres 2)

B Movie Maker

| Notepad|

% Photo Gallery

B8 Photoshop Elements Application

h Power GEOPAK Vi (SELECTseries 2)
h Power GEQPAK V8i (SELECTseries 3)
() UhraEdit-32 Professional Text/Hex Editor
Q YLC media player

&4 Windows Disc Image Bumer

8 Windows Essentials

# Windows Media Center

@Windows Media Player

f‘.“a‘indows Media Player Digital Media Controller Application
E.WordPad Document

% SystemRoot % \system 32\notepad exe

Click here for a list of suggested document viewers

0K

l [ Cancel
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e The Program that you selected will now be associated the application that you defined. Click OK

to accept the changes.

] Prograrm

Selectan a

Applications

Associations

Associations

ssodation view: |User assodations VI

D"'J
]J
]“
]J
IE]

[E
[E
[E
[E
[E
=
£

Ay

E

-
Ay @

Elﬁ Open

Microsoft Visio P
Microsoft Word

MicroStation

MicroStation Geographics

Opus

Qutlook Message

SignCAD

SMI Transfer

Text

5 I
B8 Command Line Arguments:
Enable Legacy Integration: No
Replace Default Arguments: Mo

m

5 Markup
Vissim

Lldmbn Phmmim,

Removing an User Association

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

S8 ProjectWise Explorer Vi (SELECTseries 3)

Datascurce  Folder Document  View [Tcrcrls Window Help

NS Do e - EE[E
" = E{) - L?_I EAddressﬁ pw\GH
"L:- bookse
-l br-let
{7 broseml
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Associations k

Messenger...

Local Document Organizer...

Icons...

Programes...

File Extensions...

Scan References and Link Sets...
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Change the association view to User associations.

7| Program Associations

Associations

X5

Global assodations

. Acrobat PDF

Bentley Navigator V&i
Comma Delimited File
j Corridor Modeler Preference File

é ESRI ArcMap

GEOPAK Criteria
"] GEOPAK Cross Section
|| GEOPAK D&C Database
| GEOPAK DTM
| GEOPAK DTM Data
|| GEOPAK Files
'] GEOPAK Input
|| GEOPAK Library
'] GEOPAK Report
B ] GEOPAK Settings File

m FEAN AL Ty s

Select an assodation view: ‘M assodations (global and use ~ '
Applications Liser assodations

F General Programs | All assodations (global and user)
A

m

[ o

) o)

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.

Expand the Open option by clicking on the “+” symbol.

Right click over the program associated to the application and select Unassociate to remove

the user association for that application.

| 7| Program Associations

Assodations

=58

Select an assodation view: User associations

7]

Applications

[~ | InterPlat Plot Set
J InterFlot Settings
j Microsoft Excel

J Microsoft PowerPoint
j Microsoft Visio

] Microsoft Word

M Microstation

_'| MicroStation Geographics
J Opus

j Qutlook Message
] SignCAD

_NJ SMI Transfer

E | Text

E|3j" Open

m

Unassociate

\( 2eSystemRoot%\system32inotepad.exe
j Viewer
J Markup
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