Digital Contract Plans and Specifications

for the Contracts Unit
3/3/2011

By
Mathew Calkins
AEC Applications
860-594-2988

Page 1 of 10



Table of Contents

SECTION 1 DIGITAL CONTRACT PLANS AND SPECIFICATIONS ......cocoeieiiersenee e, 3

1.1 o 0] 1= 11 OSSR 3
111 100 _CoNraCt PlanS FOIUET .......coiiiiiiiiiciee ettt ettt et e st e st e s te e s be e sbeestesneesneesaeesbeenbaenreens 4
1.1.2 110 _Contract SPecifications FOIAET .........coeiiiiiiiii e e 5

1.2 PrOJECTWISE SECUITTIES. ...ttt bbbt b bbbttt 5
1.2.1 100 _Contract PIans FOIAEr SECUITIES.......ccvciviiieiiitiieitestese ettt st st e et saesbesresrestesneenaeneeneas 5
1.2.2 110 _Contract SPecifications FOIAET .........coveiiie it 6

13 CoNtract P1ans WOFKFIOW ..........ooiiii et bbbttt sb st e s 6
1.3.1  Final Contract P1ans fOr AQVEITISING ........coveieieiireiie sttt neenaennenes 6
1.3.2  Addendum Contract PIans fOr AQVEITISING.........ceouiiriiiiiieee e e 8

1.4 Contract Specifications WOIKFIOW ...........cooi i e st 9

Page 2 of 10



Section 1 Digital Contract Plans and
Specifications

CTDOT uses Projectwise for the submittal of digital contract plans and specifications. This document
gives guidance on where the contract plans and specifications are located in Projectwise. Also included
in this document are workflows for contract plans and specifications to be used by CTDOT Contracts
personnel.

1.1 Projectwise

Projectwise is a database CTDOT is using to store digital projects. When a document is opened up in
Projectwise, a copy of that document is downloaded to the user’s computer. If changes were made, when
you close the document and check in the document, those changes are sent back to Projectwise keeping
the document up to date. To allow for easy searching in Projectwise, documents are given attributes
when they are created.

Once you log into Projectwise you will see the screen below. The figure below shows the location in
projectwise where contract plans and specifications are located:

@avn&vﬁj &

[ | search “EQ v| b InterfaoelCTDDTﬁDochcde v| View ‘UDDJDcMamefDesmpﬁ sl |
| Address | pw:\\ctdot.projectwiseonline, com:CTDOT\Documents'01 - CTDCOT Projects\0082_0299)
& [ ProjectWise Explorer Datasources || MName Description
A =1 . 2 — w
= [} ConnDOT (mjc-admin) " 1L 100_Contract_Plans (PDF) FOR,DCO,FP, Addenda, and Construction Crder
= *.—-—- Locatl on fOf AL 110_Contract_Spedifications (PDF) Contract Spedfications
~ - 4 1_ CIROT Projects C TDOT PI‘O ects /07 120_Contractor Submittals (PDF) Contractor Submittals Working Drawings, Shop
& 803 e T
@ "_'x 0015*0335 J # | 130_Soi_Archaeclogical_Misc_Reports (PDF) Solls, Archaeological and otherReports
i A e 5 it
E‘ L." 0017 0183 o nce you CI | CK ./L_: 210_Construction Office of Cansh'uchorlls Doc.urnems
& L;“ 0034 0334 fL_. 220_FHWA Documents for FHWA's Review
[ 0040_0136 on a pro] ect yo u wi I I /L: 230_Contract_Administration Advertizing, Lettl!ﬂg and Award
& L_:t 0056_0309 _/L,. 240_Contract_Development Contract Processing - PS&E Documents
(% 0063_0643 80033 80 sSee the su b folders /= 241_Contract_Development_Canfidential Contract Development Confidential
E! \_'_?‘ 0063_0672 #7310 Preliminary_Design_Plans (PDF) Preliminary Design Plans for Review
] M go7e 0230 1 /| 320_Permit_Applications Permit Applications
ol '* 0082 0299 /| 330_Design_Data Design documents; CAD,Comps, Estimates, et.
¢ {7 100_Contract_Plans (PDF) # [0 340_Admininstation Praject Lead - Administration Documents
£ 110_Contr, A |Z 391_Confidential_administration CTDOT Administrators Confidential Information
P 120_Contrs ittals (FDF) # | 500_Pre Design Planning, Concepts, & Survey
: 130_Sail_aArchaeological
2l 210_Canstruction
3 220_FHWA
230_Contract_Administration

240_Contract_Development
241_Contract_Development_Confidential

ocessing is done
310_Preliminary_Design_Plans (PDF) you WIl I find the contfact
320_Permit_Applications

330_Design_Data plans and specifications in

it NN their respected folders.

. #|C 500_Pre-Design

H ] % Saved Searches
" 0084_0106
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=-{* 0092_ns32
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|EARARASASASASARAGLASARARAGAS

Figure 1 — Projectwise
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1.1.1 100 _Contract Plans Folder

The 100_Contract Plans folder will have all final design plans as well as addendum plans in it. These
plans are in individual subsets. See the figure below showing final and addendum plans in subset format.

Click on the label to sort

o_Code w View | 100_Contract_Document %
—— the subsets by number I b
L_Label (User Defined) _,..-) Cat_Description Description Version Discipline Main ... | SubCat.. State

_/-' 01.01_General Plans_04 - Final Plans (Adv) 01.01_General Subset 5B CON FPL Al SE
_/-' 01.01_General_A1 Plans_05 - Addenda 01.01_General_A1 5B CON ADP ADVERTISE
_/-' 01.02_Revisions_A1 Plans_05 - Addenda 01.02_Revisions_A1 5B CON ADP ADVERTISE
_/-' 01.02_Revisions_A2 Plans_05 - Addenda 01.02_Revisions_A2 CON ADP ADVERTISE
/" T101.02_Revisions_A3 Plans_05 - Addenda 1] P DOCUMENT TRAI
_/-z 01.03_Highways Plans_04 - Final Plans (Adv) Nmﬁﬁm@ State Th € g eXt %Ctl oﬁ ADVERTISE
_/301.03_Highways_.-\1 Plans_05 - Addenda @f Itﬁeysdbcument wi ” @ ovﬁ th jeor ADVERTISE
7 4= 01.03_Highways_A2 Plans_05 - Addenda 01.03_Highway_A2 ADP ADVERTISE
_/-' 01.04_Traffic Plans_04 - Final Plans (Adv) 01.04_Traffic Subset 5B CON FPL ADVERTISE
#T2)01.04_Traffic_A1 Plans_05 - Addenda 01.04 Traffic _A1 58 CON ADP ADVERTISE
_/ 01,04 _Traffic_A2 Plans_05 - Addenda 01.04_Traffic_A2 5B CON ADP ADVERTISE
_/ 101.05_IM5 Plans_04 - Final Plans (Adv) 01.05_IMS Subset 5B CON FPL ADVERTISE
_/‘ 01.05_IM5_A1 Plans_05 - Addenda 01.05_IM5_A1 5B CON ADP ADVERTISE
_/- 01.05_IM5_A2 Plans_05 - Addenda 01.05_IM5_A2 5B CON ADP ADVERTISE
_/-' 02.06_Structures Plans_04 - Final Plans (Adv) 02.06_Structures Subset 5B CON FPL ADVERTISE
#202.06_Structures_A1 Plans_05 - Addenda 02.06_Structures_A1 5B CON ADP ADVERTISE
_/ |02.06_Structures_A3 Plans_05 - Addenda 02.06_Structures_A3 cT CON ADP DOCUMENT TRAI
& 202.07_5TR 133-221-134 Plans_04 - Final Plans (Adv) 02.07_STR 138-221-134 Subset 5B CON FPL ADVERTISE
_/‘ 02.07_STR 138-221-134_A1 Plans_05 - Addenda SB_CON_ADP_0138_0221_02.0... 58 CON ADP ADVERTISE
#"7|03.08_S5TR. 135 (Conc)_A3 Plans_05 - Addenda 03.08_STR. 135 (Conc. Option)... cT CON ADP DOCUMENT TRAI
#"2)03.08_5TR_00135(Canc) Plans_04 - Final Plans (Adv)  03.08_5tr_No. 138-221-00135 ... 58 CON FPL ADVERTISE
#"103.08_5TR_00135(Conc)_A1 Plans_05 - Addenda 03.08_STR_00135(Concrete Op... SB CON ADP ADVERTISE

Figure 2 - 100_Contract Plans Folder

As shown above we have final plans and addendum plans. Contracts will find the Contract plans for
advertizing in this folder.

The subsets follow this example: 01.01 General is the final plans and 01.01_General A1l would be the
Addendum 1 plans for the 01.01_General Subset. Notice the Cat_Description column describes the
document.

The label above is giving to the document so that it can be easily identified in Projectwise. When
Contracts exports these files out of projectwise the file name is not going to be the Label shown above.
For the 01.01_General subset, the file name will be:

CT_CON_FPL_0138 0221_01.01_General.pdf
(Note: The “0138_0221" is the project number.)

For the 01.01_General A1 subset the file name will be:
CT_CON_ADP_0138 _0221_01.01_General_Al.pdf

Section 1.3.1 gives instruction on how to export document out of projectwise.

Projectwise also has the ability to filter out subsets by Addendum as shown in section 1.3.2 of this
document. Also notice the state of the document.

After Processing notifies Contracts the plans are all set, Contracts should make sure the document’s state
is Advertise before they export the documents out. Section 1.2 gives more information on the states of
the documents.
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1.1.2 110_Contract Specifications Folder
The 110_Contract Specifications folder will contain the final specs and any addendum specs. See the
figure below showing final and addendum specs. in Projectwise.

| CTDOT_Doc_Code b View | 100_Contract_Document %

12214110_Contract_Specifications (PDF)\01_0138-0221_F5_Contract Specs.pdf

# || Label {User Defined) Cat_Description Description Version
,/-'_ Final Specs. Spedifications_01 - Final Final Spedifications
# 2| addendum #1 Specs. Spedfications_02 - Addendum  Addendum #1 Spedifications
# 2| Addendum #2 Specs. Spedfications_02 - Addendum  Addendum #2 Spedifications

Figure 3 - 110_Contract Specifications Folder

As shown above we have the final specs. and any addendum specifications. This is the location where
contracts will find the contract specifications. Section 1.4 gives a workflow for contract specifications.

1.2 Projectwise Securities

The following explains the securities of documents and folders in Projectwise.

1.2.1 100 _Contract Plans Folder Securities

The 100_Contract Plans folder has a dynamic security system on it where we can flip a switch and change
the securities of a document contained in this folder. This gives the department greater document control
from project submission to project advertising. Projectwise calls these different securities, States. States
are used when there is a need to change the securities of a certain group as a document moves along a
process. We have (3) different states on the 100_Contract Plans folder and they are as follows:

Document Transfer State — allows either the Consultant or State Designer to upload, read and alter a
document.

Processing State — Allows only the processing unit read, write access, allowing them to review the
documents in a secluded area. All other users shall have read access, which allows the user to see the
document in the proper folder, but not open and read it.

Advertise State - Allows all users file read access, allowing any user to open and read the document.
CTDOT Contracts will have the ability to export any document in this state for Advertising. If a
document is not in this state it is not ready for Advertising.
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1.2.2 110_Contract Specifications Folder

The 110_Contract Specifications folder does not have dynamic security because the documents in this
folder are only going to be edited by one group, CTDOT contracts. Processing will only have the ability
to upload the contract specifications into this folder and everyone else will only have read access.
Contracts will have complete access except the will not be given Delete rights.

1.3 Contract Plans Workflow

This section will give guidance on how to export final contract plans for advertising from Projectwise and
how to export addendum plans for advertising.

1.3.1 Final Contract Plans for Advertising

Once Processing has notified Contracts that the contract plans are ready for advertising they can be
exported out of Projectwise. First log into Projectwise, go to the applicable project, and click on the
100_Contract Plans folder. Check to see that the plans are in the Advertise state before exporting.

Plans (PDF)Y I
Label {User Defined) Cat_Description Description Version Discipline Main ... | Sub Cat.. State r
/ZDIGeneral Plans_04 - Final Plans (Adv) 01-General SB CON FPL ADVERTISE 5
,/‘_ 02-Revisions Flans_04 - Final Plans (adv) 02_Revisions 5B COMN FFL ADVERTISE 3
/‘_ 03-Bridge Flans_04 - Final Plans (adv) 03_Bridge 5B COMN FFL ADVERTISE 3
/-i 04-IMS Plans_04 - Final Plans (Adv) 04-IM5 5B CON FPL ADVERTISE 5
,/‘_ CTDOT Traffic Standards Flans_04 - Final Plans (adv) CTDOT TRAFFIC STD 5B CON FFL ADVERTISE 3

7

Make sure this
is Advertise

Figure 4 - Contract Plan Subsets
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Next export the documents out. Select all documents, right click, and then select Export.

erface |CTDDT_Doc_Code v | ! “\ﬂew | 100_Contract_Document | ‘

J082_02991100_Contract_Plans (PDF)\SE_COM_DCD_0082-0299_03-Bridge.pdf

-~

Label (User Defined)
_/"E 01-General

Cat_Description

Select View

Chedk Qut

Copy Out

Export...

Refresh Local Capy
Purge Local Capy

Cut
Copy

Figure 5 - Exporting

[ ~lans (Adv)

Description
01-General
02_Revisi

Version

04-IM5
CTDOT TRAFFIC 5TD

Select all and right

/ click, select export.

Plans

Click next on the screen that comes up and then follow the figure below:

Document Export Wizard

Define the export settings

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

o

X

Make sure this
Choose an action to perform .

() Export - Locks file, changes can be reimported % IS s Ieclted

I< E:E Send to Folder - Creates unmanaged local copy >

Export folder:

|d:\Documems and Settings*CalkinsMJ\Desktop

=

Browse out to the
folder you want
to export to.

[ Select

Vgl N
[ (Eadk ". Neat ] %ncel

Figure 6 - Exporting Plans
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These files can now be uploaded for advertising.

1.3.2 Addendum Contract Plans for Advertising

Once Processing has notified Contracts that the Addendum contract plans are ready for advertising they
can be exported out of Projectwise. First log into Projectwise, go to the applicable project and click on
the Saved Searches. This is shown below:

BT Documents

=" 01-CTDOT Projects

[ o014 _0178

[# 0015_0335

[# 0017_0133

[[™ n034_0334

[™ no40_0138

[™ noss_o309

[™ 0063_0843 % 0093_0130

[™ nos3_0672

[* oo79_n230

[ opsz2_n299

[™ oos4_n10s
[[™ noss_0178 & 0093_0166
[[™ 0092_0531-0622-0627

" 0092_0519 . .
tx 0092 0834 Go to the applicable project

{% 0092_0838 and click on the saved searches.
[™ 0107 _0158

[* 0108_0178

* 0110 0129
-1 0138_0221

[+

[+

[ =
BASASASASASASASASASASLASAAGAS

=
=

[™ nogz_os32

100_Contract_Plans
110_Contract_Specifftations (PDF)

' Development
_Development_Confidential

50§¥re-Design Select global and then
f;;gfﬂiszdﬁs‘/ the applicable Addendum
[ addendum 21
[ addendum =2
[ addendum =3
t.‘h Addendum #4
[ personal

[ n133_0232
[™ n152_014

Figure 7 - Addendum Plans
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The above example shows only four addendums, but more saved searches can be created if necessary to
facilitate more addendums. Click on the applicable addendum and all of that Addendum’s subsets will
come up. This is shown on the figure below:

& |CTDOT_Doc_Code v View | 100_Contract_Document v
—— o | P co
#| | LabghOser Defined) Cat_Description Description Version Discipline: Main ... | Sub Cat... Narme

-101.01_General_A1 Plans_05 - Addenda 01.01_General_A1 SB CON ADP ADVERTISE SB_CON_ADP_(

/‘; 01,02_Revisions_A1 Plans_05 - Addenda 01.02_Revisions_A1 5B COM ADP ADVERTISE SB_CON_ADP_(
/T 01.03_Highways_A1 Plans_05 - Addenda 01.03_Highways_A1 SB CON ADP ADVERTISE SB_CON_ADP_C
/-'; 01.04_Traffic_A1 Plans_05 - Addenda 01.04_Traffic _A1 SB CON ADP ADVERTISE SB_COM_ADP_C
#"F|01.05_IM5_A1 Plans_05 - Addenda 01.05_IM5_A1 =] con ADP ADVERTISE SB_CON_ADP_(
#702.06_Structures_A1 Plans_05 - Addenda 02.06_Structures_A1 3] con ADP ADVERTISE SB_CON_ADP_(
#702.07_5TR 138-221-134_A1 Flans_05 - Addenda SB_COM_ADP_0138_0221_.... S8 con ADP ADVERTISE SB_CON_ADP_(

/' -103.08_5TR_00135(Cong)_A1 Flans_05 - Addenda 03.08_STR_00135{Concret... sB Con ADP ADVERTISE SB_CON_ADP_{
/‘; 04.09_STR_00135 Steel_A1 Plans_05 - Addenda 04.09_Str. 135 (Steel Optio... SB COMN ADP ADVERTISE SB_COM_ADP_(
/‘; 05.10 Environmental_A1 Plans_05 - Addenda 05.10_Environmental_Al-si... 5B CON ADP ADVERTISE SB_COMN_ADP_(

_‘; 05.10.E-1 Utility Plan_A1 Plans_05 - Addenda 05.10_E-1_Utility Plan-Side. .. SB CON ADP ADVERTISE SB_CON_ADP_C

-'; 05.10.F-1_TCG-CT _A1 Plans_05 - Addenda 05.10_F-1_TCG-CT Fiber O... SB CON ADP ADVERTISE SB_CON_ADP_C

\ 7

Notice all subsets inlcude

Notice all subsets are
an A1

in the Advertise state.

Figure 8 - Addendum Plans

Make sure all the subsets are in the Advertise state before exporting. Export these documents as shown in
section 1.3.1 of this document.

1.4 Contract Specifications Workflow

The contract specifications (Final and Addendum) will be uploaded as individual word document into
Projectwise by the Designer. After Processing has combined all the specifications into (1) PDF document
they will upload that PDF document into the 110_Contracts_Specifications folder. Processing will notify
Contracts when this happens. Contracts can then add their information to the specification package, and
advertise the specification package. See workflow below, it shows a final spec. package that is ready for
Contracts to finalize.

rterface | CTDOT _Doc_Code w || | View 100_Contract_Document
0082 0298\110_Contract Specfications (ElEM e v B co

—L'aba\ {User Defined) Cat_Description Description Version Discipline Main ... Sub Cat. State Nai
/2 Final Specifications Specifications_01 - Final 082-0299 cT COM FSP CT_CQMN_FSP_0082-0299_Final
“~ Notice the label and
Cat_Description
Notice there is no state on this document. Contracts

will recieve notification from Processing when itis
time for them to complete the spec. package.

Figure 9 - Final Design Specifications
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Contracts Instructions for Finalizing the Specification Package:

To finalize the specification package double click on the document. This will “Check Out” the document
from Projectwise. The document will open up and information can be added to the document. Once the
document is completed, the document shall be saved and then closed. Once the document is closed, the
following dialog box will pop up. Select “Check In”. By “checking in” the document, the copy in
Projectwise will be updated.

General |

Documents

Mame Description
1‘ | CT_COM_FSP_0032-0299_Final Spedfications 00g2-0299

<_ ’ L |

[

Folder: 01 - CTDOT Projects\0082_02994110_Contract_Spedfications (FDF)

[ ] create new version during Check In

Version: | |

Update Server Copy J[ Free J[ Cancel J

Figure 10 - Checking In a Document

Once the specifications package is finalized and saved back into Projectwise, Contracts can export the
document out of for advertising.

The user can export a copy of this document out of Projectwise before making changes if necessary. This
will give the user a back up copy in case something is deleted. Note the user should not edit the exported
copy. All editing should be done in Projectwise; this will ensure the documents in Projectwise are the
most up to date.
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