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MoDOT’s Folder Structure in ProjectWise

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


CADD_Standards

CADD Standards folder contains all the standard files like the border file used in MicroStation, seed files used in MicroStation, standard plans for highway construction, etc. that can be used in the plans or used as a reference to gather information about a certain object or procedure.  All the files and folders under the CADD Standards folder and subfolders are read-only for everyone.  This insures the files are kept the same for everyone to use at MoDOT.
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[bookmark: _GoBack]Contract Plans

Contract Plans folder contains all the PDF files that are created from the MicroStation files for highway plans and bridge plans.  Other PDF files like the JSP (Job Special Provisions), Bid Book, etc. may also be placed under the job number under the Contract Plans location.  The Contract Plans folder is normally read-only for everyone at MoDOT, except individuals that need to sign and seal the PDF files or need to review the sealed PDF files.  

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

Central Office and District XX folders are the locations where you will store the files for the project or job you are working on.  You are given read-only access or write access to certain locations, depending on what locations need access to.  These folders will also be broken down into subfolders (divisions, counties, job numbers, etc.) to make management and security of the folder/files easier to maintain. 
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Specifications and Estimate

Specifications and Estimate folder structure is for the storage of job related files that will be used for the bidding and estimate of the project.  Example of files that are stored here are design exceptions, transmittal memo, asbestos reports, work day study reports, conflict of interest, D12 Checklist, and many other documents that pertain to the particular project.  This folder structure will also be broken down into subfolders (district, job numbers, etc.). 

Only ProjectWise users that have the ability to sign and seal PDF files will have access to create job folders in this location.  Once the job folder has been created though, all users have write access to create or place job related documents in this location.
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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.
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· Toggle the options off/on as needed in the Import Directories dialog box.  Select OK to import the folder into ProjectWise.
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Importing Files

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

· Open Windows Explorer and select the files that you want to place into ProjectWise.  It may be helpful to get your monitor setup to see both ProjectWise Explorer and Windows Explorer.

· Drag the files from Windows Explorer into the storage area (highlighted below) from the previously selected folder in ProjectWise.
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· The files will then be copied from the Windows Explorer location into the ProjectWise location.



























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

[image: ]
· 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.
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· Click Finish after the export has completed.



























Exporting Files

· Right click over the selected files in ProjectWise that you need to export out and select Export.
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· 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
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· Finally select Finish once the export has been completed.  The files are now copied from ProjectWise to the designated network location.


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.
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· 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.
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· Save the changes to the MicroStation file.
























Assigning Workspace Profile to all MicroStation Files under a Folder

· Right click over the folder in ProjectWise and select Properties.
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· Under the Workspace tab, change the Workspace Profile accordingly to match the scale of the border attached to the MicroStation files under the folder.
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· Click OK to apply the changes to the MicroStation files under that folder.  You can always go back and change the Workspace Profile to individual files if needed.  See Assigning Workspace Profile to a Single MicroStation File to see those instructions.


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

· Right click over the MicroStation file and select Set >> Show References.
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· 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.
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Viewing what files are using a MicroStation file as a reference file

· Right click over the MicroStation file and select Set >> Reference By
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· You will now see the files that are using this MicroStation file as a reference file within it.

[image: ]



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”

· 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.

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

[image: ]
· 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).
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· Right click over the selected files and choose the Purge Copy option.  This will now go through and purge the local copies off of your machine.
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Deleting Local Directory Folders on Local Computer

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

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







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

· In ProjectWise, navigate to the Tools>>Association>>Programs.
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· Change the association view to User associations.
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· Scroll through the list of applications and select the one you wish to change (we will use Text for this example). 

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

· Right click over the Open option and click on Add Association.
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· 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.
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· The Program that you selected will now be associated the application that you defined.  Click OK to accept the changes.
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Removing an User Association

· In ProjectWise, navigate to the Tools>>Association>>Programs.
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· Change the association view to User associations.
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· 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.
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