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Connecticut Department of Transportation — Construction Contractor Electronic Submission

INTRODUCTION and GETTING STARTED

This publication provides detailed technical and technology assistance for Contractors
submitting review materials (Shop Drawings, Working Drawings and Product Data) to the

Department for construction contracts.

Contractors submitting digital review materials will need:

e Avalid license for the Bluebeam software REVU or Extreme, which are Portable
Document Format (PDF) software, similar to Adobe Acrobat. This software is required
to prepare and markup Contractor submittals. The software is available from

www.bluebeam.com or another source.

e Access to CTDOT’s space on Bentley’s Projectwise data management system. All
Contractor submittals are delivered to and reside on Projectwise. User names and
passwords are requested by submitting a CTDOT Projectwise New User Form.

e All working drawings and calculations shall be digitally signed in accordance with this

publication.

After receiving a user name and password, follow the “Projectwise Thin Client First Time Set Up”

instructions. This step is only required once per user name.

Questions on subjects covered by this publication should be forwarded to the following

individuals:

William Pratt P.E.

Transportation Principal Engineer
AEC Applications
william.pratt@ct.gov
860.594.3320

Bruce Bourgoin P.E.

Transportation Supervising Engineer
bruce.bourgoin@ct.gov
860.594.2760

Mathew Calkins P.E.
Transportation Engineer 3
mathew.calkins@ct.gov
860.594.2988
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Digital Sighature Requirements

A digital ID must be purchased in order to apply a digital signature. Digital ID’s must meet the
specifications of Adobe’s Certified Document Services (CDS). The necessary hardware and
software needed to apply the required digital signatures may be purchased from the vendor list
provided at the following website: http://www.adobe.com/security/partners cds.html,
additional information on Adobe’s CDS is also available at this website.

Graphic Appearance of the Digital Signature and Watermark

Two graphic appearances, one of the engineer’s PE Stamp and one with the engineer’s PE stamp
and company address, must be created in accordance with the following. One will be used as
the appearance of the digital signature and one will be used as a watermark that is to be placed
on all Working Drawings.

The graphic signature that accompanies the digital signature only needs to include the
designer’s signature and P.E. Stamp. , and shall be created as follows:

Stamp and Sign a blank piece of paper.

Scan this signature.

Crop the image to approximately 250 pixels wide by 250 pixels high.

Save the image, in PDF to an area on your PC or server, where you can easily access it
for later use in the signature set-up procedure.
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Figure 1 ((Example of Consultant Engineer Graphic image of Signature — Applied to 1% page only with digital signature)

Graphic Appearance used as a Watermark
In addition to the designer’s signature and P.E. Stamp, the graphic signature that is placed as a

watermark shall also include the designer’s company name and address, and shall be created as
follows:

On blank paper — Print company name and address.

Place P.E. stamp next to company name and address.

Sign P.E. Stamp.

Scan the image created in steps 1 thru 3 above.

Crop the image to approximately 500 pixels wide by 250 pixels high.

Save the image, in PDF to an area on your PC or server, where you can easily access it
for later use in the watermarking procedure.
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Figure 2 (Example of Consultant Engineer Graphic image of Signature — applied to all pages as a watermark)
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Once the graphic images have been properly created and saved, the digital signature
appearance preferences must be set as follows:

Setting up the Appearance of a Digital Signature
1. Launch Bluebeam.

2. Make sure your CDS USB token is inserted into the computer then in Bluebeam go to the

Document tab and select Signatures>Digital ID’s:

Document Form Marcup Measure Window Help

= - o v H- % '5\

Sign Document

Add Signature Field

Certify Document. ..

Documentl® & Validate Signatures
Digital IDs...

Trusted Identities...

Figure 3 - Digital Appearance

Next click on your ID and click Manage Appearances:

* % (1) Select ID

Narne Laocation

i d:\Documents and Settingscalkinsmhvapp
' t athew Calking “Windowsz Certificate Store D

X] (3) Double Click

Mathew Calkins Appearances

|
EE@D

|dentity

ame:  Mathew Calking lzzued By: —

OrganizationagUnit; Starts:
= Organization M4me:  AEC Applicati Expires:
E-mail Addrees:  mathew.c,
— Country / Regicy S
Usag® Dyfftal Signatures and Diata Encryption
F
b [ Export... (I Manage Appearances... l .
(2) Click Manage
Appearance

Figure 4 - Manage Appearance
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4. Next follow the figure below:

44— Type in Name

Browse to graphic
appearance

Signature Appearance @
the: Mathew Calkins| )
Graphic
) None
() Name
( @ File D:4Users\calkinsm]Desktop“mic pe jpg E] > 4
Position: @) Left () Right (7 Background
Text ~,
[V] Name
- ["] Distinguished Name ‘
| ] Location Alignment: E] D D
[¥] Reason
[] Contact Info
[¥] Date ’
e _—
[ Labels
Fort Size: |9 Auto | [ Logo
Preview
<Name>
<Reason>
<Date>
Co 1 Doms |

Make sure these
settings are set
as shown

|~ Click 0K

Figure 5 - Setting the Digital Appearance

Digitally Signing

Now the digital appearance will be saved and can be used to digitally sign.

The Digital signature must be applied to the Working Drawings and calculations in accordance

with the following:

The following settings must be selected when digitally signing:

() Digital Signature

@ Document Certification

[Markups. fill in farms, and digital signatures

Options
Reason: -
Location:
Contact Info:
Appearance
[Standard Text ][ Edt.. ][ New. |
Mathew J.
Calkins, P.E.
2015.09.25
10:12:49-04'00"

«—|

Sign @
Digital 1D:
Mathew J. Calkins, PE. v |[ View.. | [ New... |
Password:
Signature Type SEIECt these

options

Figure 6 - Digitally Signing
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The following are examples of Working Drawings and calculations that have been digitally
signed:

Working Drawing Plans

The first plan sheet in the submittal shall have a digital signature and a watermark placed on it
as shown below. All others sheets will only have the watermark. A place in the border of the
plan sheets shall have a spot for this watermark.

BEAM END PAINTING AND BEARING REPLACEMENT IN DISTRICT 2.

CONNECTICUT DEPARTMENT OF TRANSPORTATION
STATE PROJECT NO. 172-405

BRIDGE #3415 & #3416 - WORK PLAN

_ DRAWING INDEX
DuswNG o [onawe e
L0020101 | coven sveer
|13002-01-02 | GENERAL NOTES
13002-01-03 | JACKING PROCEDURE
13002-01-10_|PLATFORM PLAN
- . To020111 _[reatronu
~| Digital Signature Lownzn1z o suan
L0113 g Fan
L0120 [puaTron secTon
Loovzovz1 o secuion
TN[L200201-22[ruateonm secrion
020123 [ ruarea wakney
13002-01-24  [STAIR CASE
w3002 0230 s oeran
oozora1 e orvan
w3002 040 conmanmon secron
13002-01-41 [ CONTAINMENT SECTION
1002156 conanent oETAL
|13002-0160 | CONTAINMENT NOTES

13002-01-61 | CONTAINMENT NOTES

Watermark “UEAM END PAINTING AND BEARING REFLACKMENT

IN BISTRICT 2, CONNECTICUT
oG T
BRIDGE #3415 & #3416
. “COVER SHEET

e PROGECT W0 &l
B | 13002 172405
oo 570 L | aor o e
| oo on_pig | 52413 13002-01-01

Figure 7 - Working Drawing for Permanent Structures

A William Pratt
Al 2014.03.12
13:49:10-04'00

Working Drawing Calculations
The first sheet of the calculations shall have a digital signature as shown below:

ABHE
SvoeoDA
INC.

M

BRIDGE BEAM END AND BEARING REPAIR
IN DISTRICT 2
CONNECTICUT DEPARTMENT OF
TRANSPORTATION

PROJECT NO.172-405, ASI JOB NO.13002
(BRIDGE #3415 & #3416)
Calculations

William Pratt

Digital =%
(il 2014.08.12
Signature HEEE 13:4910-0400

Abhe & Svoboda, Inc.

17066 Revere Way, Prior Lake, MN 5537

June 24, 2013

Abite & Svcbada, I is an Equal Opportursdy Emploger

Figure 8 - Working Drawing for Permanent Structures
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Submitting Review Materials

Contractor submittals are either “Initial Submittals” or “Subsequent Submittals”. The first
submission of a working drawing, shop drawing or product data for a particular item is the
“initial submittal”. When the conclusion of Department’s review is “Revise and Resubmit” or
“Rejected”, one or more subsequent submittals (e.g., 2M 31 4‘“) are needed. Instructions for
each category of submittal follow.

Initial Submittal
This submittal type is when the working drawing, shop drawing or product data is submitted for
the first time, i.e., the Department has not previously reviewed a submission and concluded that

resubmittal was required.

1. Prepare the drawings/documents for the submittal in accordance with the contract
specifications (usually Special Provision Article 1.05.02). Next, log into Projectwise by
clicking on this link and entering your Projectwise Username and Password-
https://ctdot.projectwiseonline.com

Connect to ckdot.pr
(=
2

iR

[

User name: [ PuvONLINE|Mathew. Calkins

Password; I T T YT

[ Remember my password j‘

oK Cancel |

Figure 9 - Projectwise Log In Screen
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2. Browse to the “01.0 — Projects Active” area in Projectwise. Then browse to a specific
project (e.g., 0004-0133) and then to the 120_Contractor Submittal folder as shown
below:

| P

Advanced search options

E ctdot.projectwiseonline.com:CTDOT . der Document
Click here to browse
=] ',E{' Documents H 1 ] 3 J
= active projects ] L4
@ '—'I 01.0 - Projects - Active r Label (User Defined)

Click on the
plus next to -
your project r

| 100_Contract_Plans (PDF)

0004-0116 &

I

-

| II 110_Contract_Specifications (PDF) / And CIiCk On
C— . , . this folder
|| 120_Contractor_Submittals {PDFD
]

D

| 130_Engineering_Reports

r I

E | ; 210_Construction .
I_ L !

|| 220_FHwWA ,

r L |

| II 230_Contract_Administration .

r -

\ II 240_Contract_Development — —_—

\

Figure 10 - Browsing to a Folder
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3. Next open the file for the submittal you are working on as shown below. If there is not a
file for the submittal you are working on contact DOT.AECApplications@ct.gov or call
Mathew Calkins at 860-594-2988:

Folder Document View Tools Help
o [& @ [ e Right click on the
O Lobel User Deiined) submittal and select
| y 0520041 Preformed Jc More the“ open
y 0521003 Elastomeric Rasrinn Dads Acrobat PDF
P View
O f 0522178 Concrete Acrobat PDF
O y 0602910 Drilling H Acrobat PDF
&} Download..
O y 0602911 Drilling H 5 Acrobat PDF
_ [
e EBxport.
o y 0602031_01 porat } PDF
—_— Lk NewWersion
Ry & / 0602031_02 splicffig < jF
0O -‘ / 0603061 Struc — PDF
e Change State » =5 Open as Read-Only
0 -‘ / 0603563 Class 1 C PDF
- Copy Link(s) »
a - & — _ N
3 Delete & Check Out
ProjectWise Properties ' Properties
No content available to display.
Ll CopyOut
LT Purge Local Co
lgg 9 Py
l=;' Mave...
Figure 11 - Opening a Document from Projectwise
Issued 12-2015 8 Version 1.01
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4. When you open it you will be looking at the PDF Package. After the file opens double
click on the submittal cover sheet shown below:

L =ﬂ shop_drawing_submittal_template.pdf = 01_Shop Drawing Submittal Cover Sheet

PDF Package

File Name: shop_drawing_submittal_template.pdf

Author: calki i
Created: 37414 DOUbIe CIICR
on this file

i 07_Shop Drawing Submittal Cover Sheet.pdf

Figure 12 - Filling out the submittal cover sheet

5. Fill in the fields on the top portion of the form, as shown below for the initial submittal:
The section below shows a shop drawing submittal but the procedure is the same for a

working drawing or Product Data submittal.

PROJECT NO. a2 048 TTEM WO.1 w2 TTEM WAME! Class " Coascrma Stay-l-Place Mol Fomes SITE M1 :::m:g{ﬁiftﬁ;a
i T H 3 "
i|[a—— Fill out the Contractor =—— |~ g
xr ument Count: Total Decument Count: _
5| st sneet coums ! w4l Totat Sheet Count: —
part of the form. —
“ | Fecuments inciuged in 5 Documents Included in Submiteal:

\ s

T W I Il e

b T o, —

Crmea e Commente:

“IIM‘W“H pem.lrjssin et propased San biplace ::::I.I:::;;;d A anppests pubd for usder B rem "Cha 1 (.'.lxu?:'un:.m;dunh-m.m.»nﬂwh«lmix

[Chur eifice freh (his ranseeiisl o be “Heviewed (o are.

S O S S

Figure 13 - Initial Shop Drawing Submittal
9 Version 1.01
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6. After the fields are filled in, click save and close the cover sheet as shown below:

(v 213 View Document Form Markup

‘.,_--‘;‘imvd N '.:v!i %E

Open Sewe rint E-ma St Z

i pEwE o= -SEeVER IO i ® : : ot ¥ F 8 4 0 SV
= ol 4 - 'ﬂ a L 1201801A_03_CT_WDP_0144-0193.pdf* 01-Working Drawing Submittal Cover 51 __et® =
alf |

Recents 7]

@ 1201801A_03_CT_WDP_0144-0193 pdf
b - Bus Transtt - Final pdf Departme pf ¥ —— - Moo Rt s e A “heet

o.: Click Save and then
Click on the X to close the
form -

DATE:

Total Document

Total Sheet Cou ||

p e v

s Included in Submittal: |

Engineer's Response

EEGEEEE PeE P PEGEGEEEGEGE

‘ Reviewed

Date ‘ Resolution ‘ i

Figure 14 - Saving the Form

SHOP DRAWINGS
7. This step is for Shop Drawing submittals. Add the drawings for the submittal by clicking
on the Add files icon and selecting the drawings to be added to the submittal. Then click
Open as shown below:

Click on the
"Add Files"
icon

orm Example.pdf

Look in: | [} Desktop

Type
PDF Document
PDF Document
PDF Document
Microsoft Word Doc...
PDF Document
PDF Document
Paggs from CT_CON_FPL_MS. PDF Document
@ Pages from CT_CON_FPL_03.., PODF Document
B ch-tRevisedz. pdf PDF Document

Select all the POF Document:
drawings

tal Form.pdf 913/2013 10:08 Ak

<low.docx

per Plan ...

iy |

“.-} File name: "GN-1pd" "E-1.pdf" "D-1.pdf"
2

Files of type: Al Files %]

Figure 15 - Adding Drawings to a Shop Drawing Submittal

8. Click save and close Bluebeam.

Issued 12-2015 10 Version 1.01



Connecticut Department of Transportation — Construction Contractor Electronic Submission

WORKNG DRAWINGS & PRODUCT DATA
9. This step is for Working Drawings and Product Data submittals. Next add the

drawings, calculation, and supporting files or product data documents for the submittal
by clicking on the Add files icon and selecting the applicable files.

Working Drawing Submittal _template.pdf =

PDF Package

File Name: Working Drawing Submittal_template pdf

Author: Ikinsmj
Created: 6/19/2014 7:27 AM

Modified

Click on the 19/2014 2:50 PM

0 (‘ﬁ Select files to attach

@uv| . » Working Drawing Submittal / v|¢,| F add files icon

Organize MNew folder

-

Mame

[ Favorites
Ml Desktop B Calculations.pdf
4. Downloads = @ Catelog Cuts.pdf
1= Recent Places @ Drawings.pdf

Al Libraries

3 Documents
Select all the files

J‘. Music

ngdt and then click Open

4| 1

"M Comnuter &
File name: "Calculations.pdf" "Catelog Cuts.pdf” [AII Files (*.*) VI
—

[ open | ) conce |

Figure 16 - Adding files to a Working Drawing Submittal

10. Click save and close Bluebeam.
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11. Next go back to Projectwise and right click on the submittal in Projectwise and select
Check In as shown below:

Folder Document View Tools Help
A=
@ & @ P e
O Label (User Defined) Description Document [
o - / 0520041 Preformed Joint Seal

( p @ 0521003 ’ =i
/ — P| view

0 " F oA locks
Right click on O -_ / 060291
the submittal o ™ / 0602911

o "= /0503031701

L=
A 0603031_02
Contract_Plans (PDF) - — / - ))'\( Open
o " / 0603061 C

Grouting Dowels

&4 Download...

Grouting Anchor Bolts

e . | B
Contract_Specifications_&_Permits (PDF) L£~] Chomge State ’ &&| Open as Read-Only
o T /
Contractor_Submittals (PDF) L] .
Copy Link(s) »
v — -

Final Fnnineerinn Renarts o

Then select More

rties Er* Properties &
and then Check In

By Free

Figure 17 - Checking a Document In

12. After the submittal is uploaded to Projectwise, send an email notifying District
Construction (for Working Drawing submittals) and Designer (for Shop Drawings and
Product Data submittals). The email must include the following in the subject line in
this order:

e Project Number

e [tem Number

e Item Description
Below is an example of an email for a shop drawing submittal, but can be used for a
Working Drawing or a Product Data submittal as well.

Clipboard ] Basic Text ] Mames Include Tags % | Zoom
H:
To... Hagert, Jon R;
T
— Cc...
Send

Subject: Project #123-1234 Ttem #0602000 Deformed Steel bar shop drawings.

Jon,
The shop drawings for the deformed steel bars for project 123-1234 have been submitted into Projectwise for your review.

John Smith
Southington Metal
100 Industrial Way
Southington CT, 06246

Figure 18 - Email Example for a Shop Drawing Submittals
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Subsequent Submittals

This submittal type is when the working drawing, shop drawing or product data is submitted for
a second third or fourth time because the Department previously reviewed an earlier
submission and concluded that resubmittal was required.

To submit the updated drawings/documents.
1. Loginto Projectwise — https://ctdot.projectwiseonline.com
2. Browse out to your project and go to the 120_Contractor_Submittal folder:

| P
Advanced search options
5 ctdot.projectwiseonline.com:CTDOT ) der Document "
Click here to browse
B % Documents active H ] Bl 3
projects I la @

II 01.0 - Projects - Active )
' - Label (User Defined)

Click on the

—

B | g 0004-01168

plus next to r
0004-0133 your prOjeCt r ,.'LI.
'_‘L; 100_Contract_Plans (PDF) - —_—

110_Contract_Specifications (PDF) / And CIiCk On

= — this folder
\ | 120_Contractor_Submittals (PDF)
L}
(| : )
\ | 130_Engineering_Reports - _—
B | '210_C0nstructi0n —_
! J I— [
[ | 220_FHwa oo
I_ II 230_Contract_Administration - —_—
I_ II 240_Contract_Development — —_—
AdIKN

Figure 19 - Browsing to the Project
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3. Next open the applicable submittal as shown below:

Folder Document View Tools Help

@ [& & [ e Right click on the
submittal and select

(H| Label (User Defined)

0 = P oo / ... More then Open

0521003 Elastomeric Raarinn Dade Acrobat PDF
= Pl View

O / 0522178 Concrete Acrobat PDF

o 7 / 0602910 Drilling H Acrobat PDF

&} Download...

O / 0602911 Drilling H 5 Acrobat PDF
— g® Export.

o ™™ / 0603031_01 porat PDF
S NewWersion

o " / 0603031_02 splicfhg < er

o | / 0603061 Strud PDF
—_ Change State » =5 Open as Read-Only

o - / 0603563 Class 1 C PDF
— Copy Link(s) »

& - & o _ N

4 Delete & Check Out
ProjectWise Properties (= Properties
No content available to display.
LL] CopyOut

& Purge Local Copy

& Move..

Figure 20 - Opening a Document from Projectwise
4. After the submittal opens double click on the submittal cover sheet.
CT_CON_SDR_9876-5432_0156479-Bearing_(1).pdf =
PDF Package
e oS A Seae Double click
[ on the form

1072013 275 P

D-1.pdf T0/712013 2:13 Phd

E-1.pdt 1072013 273 P

GMN-1.pdf 1072013 213 P

Figure 21 - Opening a file in a PDF Package
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5. Next fill out the fields correct submittal column. Below is an example showing the
second submission column:

Eonnecticut Departmant of Transportation - Shop Brawing Submittal Cover Shest

e S T e S o — T
3 FIRST SUBMISSION SECOND SUBMISSION THIRD SUBMISSION
: IeHizs oy ~——
B == Fill in these
i ] —
i e o fields

— — —

o —

Figure 22 - Subsequent Shop Drawing Submittals

6. After the fields are filled in, click save and close the cover sheet as shown below:

™ Edit View Document Form Markup Measure Window Help

Open Sews ‘it Ema Fiatten  PageSewp OCR  Sonpt

iBEwE RO -SEOUVRHE 9 Ik s o S il 1 7§ 30 BV

L | ’ﬂ g L 1201801A_0 DP_0144-0193.pdf* 01-Working Drawing Submittal Cover 51 __=t®

) CT_WDP_0144-0193 pdf
i - Final paf Departmemingf =~~~ - - Mttt eeaa ~neet

o.: Click Save and then
Click on the X to close the
form I

Total Document
Total Sheet Cou

[y ——

s Included in Submittal: 1

Engineer's Response

BEEGEEGEGE P& P PECEEEEGEGE G

‘ g:::!w“d ‘ Resolution ‘ :

Figure 23 - Filling in Fields for Second Submission

7. Delete the working drawing, shop drawing and product data materials documents being
superseded and add and check in current/revised documents.
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8.

To add the revised drawings/documents click on the Add files icon and then select the

revised drawings/documents and click Open as shown below: The figure below shows a
shop drawing submittal but the same procedure is used for adding the revised drawings,
calculations, or catalog cuts to a Working Drawing submittal or for Product Data

submittals.

PDF Package

File Name: Working Drawings pdf
Author:
Created:

calkinsmj

1/2/2015 11:37 AM

Click on the
Add files icon

01-Working Drz 126 KB

Calculations.pdf 207 KB

11312015 8:49 AM

11312015 7:51 AM

L
==
EE
EE

& Downloads

%l Recent Places

4 Libraries
% Decuments
& Music
=] Pictures

Select the revised sheets
or files and click open

= Lata ()
5@ GIS Data (L:)

¥ traops (\\dot-sdce
® GROUPS (\\SDCDE
8 TRIT Mane (T4

Catelog Cuts.pdf 18y Select files to attach [=]
()~ M oeskeor » ~ [ [ Search Deskton )

Drawings.pdf e =~ A @
/¢ Favorites o MName \’;\
B Desktop ] 5P to PW Attributes.dsx i

File name: catelog cuts.pdf

[E] Shop Drawings.pptx
® Working Drawings.pdf

=845 SpaylnPlaceMetalFormsWDResponse 142 148.pdi
( B catelog cuts.pdf

™ Hw-082%,01.pdf
) cost estim8ting guidelines.pdf
=) 30 10 %8.5 COPICRETE CULVERT LAYOUT - Copy.asf
[ Transmittal Apfgoved Stud Welding Procedure 2 pdf
B 241 Keeper Plate Shgp Drawing for Project 142-148.pdf
B Shop Drawings.pdf
B 10247-R1 R21.pdf
) 10247-R1 R2 2.pdf
0] Contract Plan Subsct PDF Fopat Check.docx
lm New Webpages.pdf
i

Figure 24 - Adding Revised Sheets

9. Then click save and close Bluebeam.
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Version 1.01



Connecticut Department of Transportation — Construction Contractor Electronic Submission

10. Next go back to Projectwise and right click on the submittal in Projectwise and select
Check In as shown below:

Folder Document View Tools Help

2 < & < P o
O Label (User Defined) Description Document [
O -_ / 0520041 Preformed Joint Seal

( ™1 @ 0521003 ’ Flastamaris Banring Pads
— P| view
0 " oA ocks

Right click on O -_ / 060291
the submittal o - /0502911

Grouting Dowels
£} Download...

Grouting Anchor Bolts

o ™ / 0603031_01
O
Contract_Plans (PDF) ) 5/ Open
Contract_Specifications_&_Permits (PDF) o &% O Read-Onl
Change State » |B§ Ypenas kead-Unly
Centractor_Submittals (PDF) o .
Copy Link(s) »
v —
Final Fnaineerina Renarts o
Then select More
rties Er* Properties @
and then Check In
’ By Free

Figure 25 - Checking a Document In

11. After the revised submittal is uploaded to Projectwise, send an email notifying District
Construction (for Working Drawing Submittals) and Designer (for Shop Drawings and
Product Data Submittals). The email must include the following in the subject line in
this order:

e Project Number

e [tem Number

e Item Description

e 2" Submission, or 3™ Submission, etc. as appropriate.

Below is an example of an email for a shop drawing submittal, but can be used for a
Working Drawing or a Product Data submittal as well.

- F Format Painter | = = = | 7 == == = T " Book MNames File Item= = Policy~ ¥ Low Importance
Clipboard ] Easic Text X Names Include Tags s | Zoom
To.. Hagert, Jon R;

Ce.

Subject: Project #123-1234 Item #0602000 Deformed Steel Bar Shop Drawings 2nd Submission

Jon,
The revised shop drawings for the deformed steel bars for project 123-1234 have been submitted into Projectwise for your review.

John Smith
Southington Metal
100 Industrial Way
Southington CT, 06246|

Figure 26 - Email for Revised Submittal
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Submitting RFIs and RFCs

The following shows the procedures and responsibilities of the Contractor when submitting an

RFIl or RFC.

1. Loginto Projectwise by clicking on this link and entering your Projectwise Username and

Password- https://ctdot.projectwiseonline.com

Connect to ctdot.projectwis

2%

[

User name: [ PuvONLINE|Mathew. Calkins

Password: I TP TYrTTY Y )

[ Remember my password j

oK Cancel |

Figure 27 - Projectwise Log In Screen

Issued 12-2015 18
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2. Browse to the active construction projects located in the 01.0 — Projects Active area in

Projectwise. Then browse out to your project and click on the 120_Contractor Submittal

folder as shown below:

Sl

Advanced search options

ﬁ ctdot.projectwisecnline.com:CTDOT

8 &5

\ ‘ 01.0 - Projects - Active

Documents

Click here to browse
active projects

Click on the
plus next to
your project

| 100_Contract_Plans (PDF)

| 110_Contract_Specifications (PDF) /

| 120_Contractor_Submittals (PDF) ,

| 130_Engineering_Reports

-

-

der Document A

Label (User Defined)

I

And click on
this folder

=

'_ L J

210_Construction - ]

L J

| 220_FHWA =

l_ L’ J

| 230_contract_administration .

l_ L J

| 240_Contract_Development _ o
d)KN!

Figure 28 - Browsing out to a Folder

3. Next left click on the RFl or RFC Template file and it will open.

ctdot.projectwiseonline.com:CTDOT

B {77 pocuments

Cl ]

01.0 - Projects - Active

B (Tag 01710245

100_Contract_Plans (PDF)

Issued 12-2015

110_Contract_Specifications (PDF)

120_Centractor_Submittals (PDF)

130_Engineering_Reports

210_Construction

330_Design_Data

500_Pre_Design

Saved Searches

- CTDOT File Exchange

Folder Document View

- | 07140504
- / 09139534
" l Class "A" Concrete

"3 (L] Food Plan

T / Pipe Grout
-ﬁ / RFC- 1
- L;L.' RFI- 1

" I Surplus Material

™ (L] Temolate RFC

- l Template REL

Figure 29 - Opening the Template

19

Tools Help

Mi A s UM o b P e
Temporary Earth Retaining System
Protective Fence (4" High)

Class "A" Concrete

Flood Contingency Plan

136 Click on the
applicable
template

ish Lac
Fish Lac
Surplus Material Disposal Site
Copy this form for all RFCs

Copy this form for all RFIs

Version 1.01
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4. After the form opens, save a copy of the form to your computer.

Q - ‘@https: ctdot,pr .

es/Services/ProjectWise/Download.ashx O ~ @ & || @ ctdot.projectwiseonline.com ‘ ‘

5 B Waterbury Bus Facility - H... [@ Tran =an Keene's Blog - Peer... £ Documents - Al Docume... [{7] Signinto Office 365 £ eB & ProjectWise Compasite D... Medical Benefits I3 Suggested ¢
Save a copy of the
Ib|e | =a 8
form to your
Pifhge fill out the following form.
0 computer.
2 save a Copy... =
£.1] Typ In F@Q.\.nmp 3 «[4 ][ sea 2]
&7 Organize »  New folder E- @
A d d \ A Favorites A Name Size: Ttem type =l
= ress. G CrsativaCloud Eilac [&] RFC Template.pdf 59KB PDF File
G Deskiop ) [&] RFI Template (2).pdf 50KE PDFFile E
s [#] Pages from 0301-0178_CT_Sheet 0301-0178.pdf 1,969KB  PDF File
] Refent Places &] section18.pof 51KB PDFFile
%] section.pdf 18Ke PDFFile
S Librofies [&] Ch 12 - Web Server-Web Parts Cenfiguration.pdf 15755K8  PDF File
%) Dofuments 5] TR_tcs_034_249_010 - Copy (06-01-15).pdf 26K8  PDFFile
P h On e & Muic [&] AEC_DOC_MDO_DPD-Warking.pdf 17.203KE  PDFFile
] Picthres [#] submittal ancher bolt.pdf 1,149KB  PDFFile
B viags | [&] Digital Review.paf 3027KB  PDFFile -
| [] Digital Project Manual.pf 173738 PDFFile
P roject N u % Compljter ] Pages from CT_CON_FDP_0170-2864_01-General.pdf 545KB  PDF File "
&, osofk (c) |&] Paper Plan Order Form_CT_Misc_(11).pdf 765KB  PDFFile "
. a Datz [0 [#] Paper Plan Order Form_CT_Mise_(1) pdf 4,287KB  PDF File
P rOJ e c'l % GIS Dita (L) 12-Revisions_CT_FDP_0135-0327 pdf 1,534KB PDFFile
3 traop(\\dot-sdceng01y) (P:) (] CT_Borders_Contract_3007 (05-28-15).pdf 250K PDFFile
% GROUPS (\SDCDES50) (5) [#] CT_Borders_Contract_2007-BDR_Traffic_Signal-000.pdf 185KB  PDF File
To . 3 TRU Mops (T:) & (2015-2-8).pof 71KB  PDF File .
£ Calkin S (\\SDCDBSB0) (U:) [&] ControlCAD Connecticut DOT v0.7.pdf 720K8  PDFFile
G5 V8 Wolkspaces - SHIDGSI8 (W) [#] signature pdf 20K8  PDFFile
S u bj e Ct : 8 DGS. cﬁonpmmg (SHIDGS18) (X:) e C€TDOT 171-346 Fish Ladder (Running Brook Farms - Middletown CT) Reques... 126KB  PDF File
53 pedepldy (\dot-sdcengd9y) (Z) [&] €T-2291-F-15-3.pelf 999KB  PDF File 1
B — — - o T »
‘ Filenome AP ) commp -
Question . Sove os type | Adobe POF Files (“pdf) -
.
< Hide Folders Save to Online Accoun '

Figure 30 - Saving the Form to your Computer

5. Then open and edit the form using Bluebeam. Drawings can be added to the form as
necessary. Once the form has been edited save the form and close Bluebeam.
6. Next upload the file to Projectwise by click on the upload icon as shown below:

g;- ctdot.projectwiseonline.com:CTDOT Folder View Tools

Help

=]

Documents

©

B 01.0 - Projects - Active O
o "™ / 044014
mojxfract,mans (PDF) O .._ / o¥oas02a
- 110 Contfact_Specifications (PDF) o __ I ohaa03a
.| 120_contractor_Submittals (PDF) O Once you are in the
T30 Engineering Reports , correct folder under
B | | 210_construction O your pl'ojec'l: click the
B | | 330_pesign_Data O upload icon
B | | s00_pre_Design o - L_l_, 0502030_01
B ﬂ Saved Searches O : L_l_, 060203002

|| 08.0- CTDOT File Exchange - A ...

ProjectWise Properties

Mo content available to display.

Figure 31 - Uploading a file to Projectwise
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Handling Water (£
Handling Water (£
Handling Water (£
155 "F" Concrete
2cast Concrete
acast Concrete
formed Steel B
Deformed Steel B

Hooked Anchor Be
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7. Next browse out to your file and click open:

L=
i
Recent Places

Desktop

=
Libraries
Computer

Y

.

Network

/) Select Files to Upload

Look in: \ P Deskiop

& RFI Template (2).pdf
B Main Categoryxls
] Main Categoryxit
&]002-201_SEDIT#Sub_CatS_0174-0387)
& TR_tes 002_201 015.kml

@] Projects using Sharepointadst

& Pages from 0301-0178_CT_Sheet 0301-0178 p...
| ControlCAD 3-7-8-0_CT_SEDIT#Sub_Cats 0
8]6-2-2015 Project Template Securities.xs

-] @& m-
Size Item type Date modified
69KE PDF File 6/5/201511:02 AM
SOKB PDFFile 6/5/20159:24 AM
SIKE POFFile 6/5/20159:22 AM

33KB  Microsoft Excel 97... 6/
27TKB  Microsoft Excel Te... 15 7:37 AM
4024 KB KML File 6/4/2015 2:12 PM
3753 KB KML File )/ 115 2:02 PM
11 KB Microsoft Excel W...  6/4/2015 811 AM
1969 KB PDF File 015 2:45 PM
902 KB T7ZFile 6/3/2015 3:32 AM
Microsoft Excel 97...  6/2/2015 2:00 PM

0157:38 AM

@ section18.pdf B POF File )/ 15 11:48 AM
section.pdf PDF File 6/2/201511:48 AM

%] Ch 12 - Web Server-Web Parts Configuration, 15755 KB 1511:34 AM
] corp19.doc T2KB osoft Word 9. 6/2/201511:05 AM

/i test polygon tools.dgn
& test polygon kml
[ CTDOT_pdf Bi.pltcfg

| TR_tes_034_249 010 - Copy (06-01-15).pdf 25KB  PDFFile

AEC_DOC_MDO_DPD-Warking.pdf
& submittal anchor bott.pdf

@ Digital Review.pdf

] Walk Bridge RFP Short List.docx

|| ControlCAD Software_CT_ 0999-0393 72

@ Digital Project Manual.pdf

&) Pages from CT_CON_FDP_0170-2864 _01-Gen... 545KB  PDF File
Paper Plan Order Form_CT_Misc_(11).pdf 765 KB PDF File
| Paper Plan Order Form_CT_Misc_(L).pdf

& 02-Revisions_CT_FDP_0135-0327 pdf

& CT_Borders_Contract_2007 (05-28-15).pdf 250KE  PDFFile 5/
4 CT_Borders_Contract_2007-BDR_Traffic_Sign. 185KB  PDF File

@ (2015-2-E)pdf
@ digital review comments..docx

| reportlog

Rtestpng

&) CTDOTPWRules.xlsx

B3] PWCD_Projects_Property_Import.xml

(] MASTER SPREAD SHEET Future Signal Projec 440 KB Microsoft Excel W,
|® ControlCAD Connecticut DOT v0.7.pdf

& signature.pef
@] prj_Loc_AEC_Requests_xlsx

236 KB MicroStati... 6/1/2015 2:27 PM
3KB 6/1/2015 2:26 PM
17KB  MicroStatiol /2015 216 PM
15 2:02 PM

17,203 KB  PDF File
1149 KB PDFFile
3027 KB PDF File

14 KB Microsoft Word D...
903 KB T7Z File
17373 KB PDF File

4,287 KB PDF File
1,534 KB PDF File 5/28/201511:08 AM
015 8:57 AM
)/ 015 8:50 AM
5/28/2015 7:56 AM
/2015 2:06 PM

271 KB PDFFile
17KB  Microsoft Word D )/
13113 KB  Text Document 5/27/201510:21 AM
J2KB PNGFile 5/26/2015 3:21 PM
15KB  Microsoft Excel W. 5/26/2015 8:48 AM
3,008 KB XML Document

5/21/2015 9:27 AM

T29KB PDFFile
20KB PDFFile 5/21/2015 8:30 AM
252 KB Microsoft Excel W...  5/21/20157:19 AM

m

File name: [rFi1pe

Files of type [
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Figure 32 - Selecting a file
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8. After the file uploads go to view>interface and select CTDOT_Doc_Code:

Folder Documen ols Help
N -
s s | = ’
3 Project

(| Label ( ) 4 Docu
. - f “_' Refresh \ Traffic Signals

Bridge Data
Ay & f 0204401A =i
o ™ f 02044024

Town
o f 02044034

CTDOT_Doc_Code_Plus
Ay & [LLJ oso1201

CTDOT _Attributes(In Development)

o ™ f 0601347A

Sign_Support_Data
o " [LL] os013472 S
O -,“ / 0602030_01 Deformed Steel Bars - Galvanized
O -ﬁ l I 0602030_01 Deformed Steel Bars - Galvanized

L B T, e e e o

<

ProjectWise Properties

Ne content available to display.

Figure 33 - Selecting the Interface

9. Next right click on the file and click Properties:

Folder Document View Tools Help
~ I-CJ & o P U‘
O Label (User Defined) Description
( f ) RFI-1.pdf
O f 0204 (£} View Handling Water (Site No. 1)
O A f 02044 Handling Water (Site No. 2)
L, WA & Ppownlosd.. T,
O oo Yo Right click on the
file and select
o f 0601
— . , Properties
o ™ [LL] oso1
= Cl Stat »
O 14 / 0602( nge et Deformed Steel Bars - Galvanized
= Cofy Link(s) ]
O g I I 06021 Deformed Steel Bars - Galvanized
A — R e a— g Del¥e -
<

ProjectWise Properties

€ )

Mo content available to display.
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10. Then scroll down to the bottom of the page and assign the attributes as shown below:

- Casly 4

o W RFL - 1 Fish Ladder 2,060KB  4/2/2015 11:4:

(al]

ProjectWise Properties

Select the following:
Discipline = CTR

Main Category = Contractor
Sub-Category = RFIl or RFC

General Document References Audit Trail

B Attributes

Discipline
TR =]
Main Category
contracToR [=]
Sub Category

=l Type in the following:

Project Number(s) / L b I RFI # RFC #
.'1 EE YT a e = ) or i
ﬂabﬂ (User Defined)  poeyment Date (mm/dd/yyyy)

eic B s Document Date = Date of Submittal

ain Category Description

ub Category Description

Description - - - -
Fih Lacced x Description = A useful description
s — of the RFI or RFC
Bridae No(s) Building No(s)
Signal Intersections Route_MNo
J v

Then click | @

Figure 35 - Attributing a Document

11. Next email District Construction that an RFI or RFC has been submitted.

Issued 12-2015 23 Version 1.01



	Digital Signature Requirements
	Submitting Review Materials
	Initial Submittal
	Subsequent Submittals

	Submitting RFIs and RFCs

