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Section 1 Contract Plans Processing

Workflow

All subset shall be in accordance with the DPD manual, see section 5.

Final Design Submission (Plans)

Step Group Responsibilities of Group
1 Designer a. Submits FDP plans into the 100_Contract Plans folder.
a. Change FDP plans, specifications, and supplemental documents to the Processing State, see section 4.1.
Processing Digitally mark up with comments and save FDP plans, see section 4.2. Keep FDP Plans in the Processing
State. If there are no comments proceed to step 7.
> (CTDOT) . .
c. Create a comment report of these comments and save on your computers desktop, see section 4.3. Then
upload and attribute this report correctly into the 240_Contract_Development folder, see section 4.3.1.
d. Notify Designer comments are in 240_Contract Development Folder.
3 Designer a. Change subsets to reflect comments made by Processing
Submits DCD Plans
a. Change DCD Plans to Processing state and revised FDP specs if necessary, see section 4.1.
Processing Perform a document compare on the FDP and DCD plans using Bluebeam, if necessary, see section 4.5.
(CTDOT) c. Digitally markup DCD subsets with comments and save, see section 4.2. If there are no comments proceed to
4 step 7.
d. Create a comment report of these comments and save on your computers desktop, see section 4.3. Then
upload and attribute this report correctly into the 240_Contract_Development folder, see section 4.3.1.
e. Notify Designer comments are in 240_Contract Development Folder
Designer a. Change subsets to reflect comments made by Processing on DCD Plans
5
b.  Submits DCD2 Plans
a. Changes DCD2 Plans to Processing state and any revised FDP specs if necessary, see section 4.1.
Processing b. Perform a document compare on the DCD and DCD2 plans using Bluebeam, if necessary, see section 4.5.
6 (CTDOT) c. Digitally markup DCD2 subsets with comments, see section 4.2. If there are no comments proceed to step 7.
d. Create a comment report of these comments and save on your computers desktop, see section 4.3. Then
upload and attribute this report correctly into the 240_Contract_Development folder, see section 4.3.1.
e. Notify Designer comments are in 240_Contract Development Folder
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Processing
(CTDOT)

Change the Sub Category Attribute of the approved subset from FDP, DCD(1,2..etc.) plans to FPL plans. STD
and FIO plans shall not be changed to FPL. See section 4.4.1

Make the document and file name the CTCode. Make sure the file name has a “.pdf” on the end, see section
4.4.2.

Change discipline subsets to the Advertise State, see section 4.1
Delete all previous versions of plans, FDP, DCD, DCD2, etc.

Keep Comment reports in the 240_Contract_Development folder for records if necessary and formally notify
Contracts when all subset have been approved for Advertising

When the job is Awarded change the workflow to Contract Plans Construction. See section 6.

Section 2 Addendum Plans Processing

Workflow

All subsets shall be in accordance with the DPD manual, see section 5.

Addendum Plans

Step

Group

Responsibilities of Group

Designer

Submits ADP plans into the 100_Contract Plans folder.

Processing
(CTDOT)

Changes document to the Processing State, see section 4.1.

Digitally mark up with comments and save, see section 4.2. Keep ADP Plans in the Processing State. If there
are no comments proceed to step 7.

Create a comment report of these comments and save on your computers desktop, see section 4.3. Then
upload and attribute this report correctly into the 240_Contract_Development folder, see section 4.3.1.

Notify Designer comments are in 240_Contract Development Folder

Designer

Change subsets to reflect comments made by Processing

Submits ACD Plans

Processing

(CTDOT)

Changes ACD Plans to Processing state, see section 4.1.
Perform a document compare on the ADP and ACD plans using Bluebeam, if necessary, see section 4.5.

Digitally markup ACD subsets with comments and save, see section 4.2. If there are no comments proceed to
step 7.

Create a comment report of these comments and save on your computers desktop, see section 4.3. Then
upload and attribute this report correctly into the 240_Contract_Development folder, see section 4.3.1.

Notify Designer comments are in 240_Contract Development Folder

Designer

Change subsets to reflect comments made by Processing on ACD Plans
Submits ACD2 Plans
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a. Change ACD2 Plans to Processing state, see section 4.1.

Processing b. Perform a document compare on the ACD and ACD2 plans using Bluebeam, if necessary, see section 4.5.

(CTDOT) c. Digitally markup ACD2 subsets with comments, see section 4.2. If there are no comments proceed to step 7.
d. Create a comment report of these comments and save on your computers desktop, see section 4.3. Then

upload and attribute this report correctly into the 240_Contract_Development folder, see section 4.3.1.
e. Notify Designer comments are in 240_Contract Development Folder
a. Change the Sub Category Attribute of the approved subset from ACD(1,2..etc.) plans to ADP plans, see
. section 4.4.1

Processing

b. Copy the CTCode and make the document and file name the CTCode. Make sure the file name has a “.pdf’ on
(CTDOT) the end, see section 4.4.2.

c. Change discipline subsets to the Advertise State, see section 4.1.
d. Delete all previous versions of plans, ADP, ACD, ACD2, etc.
e. Keep Comment reports in 240_Contract_Development folder for records if necessary and formally notify

Contracts when all subset have been approved for Advertising.

When the job is Awarded change the workflow to Contract Plans Construction. See section 6.

Section 3 Contract Specifications

Workflow

The contract specifications, in word document format, for FDP or an Addendum shall be submitted by the
Designer into the 240_Contract Development folder in Projectwise. Specifications will be submitted in
(1) zipped folder for consultant designed projects and multiple zipped folders per discipline for CTDOT
Design Unit Projects.

The following is a workflow for processing the Contract Specifications:

1. Change the state of the specifications to Processing.

2. Export the zipped folder, see figures below:
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Wil 4 | “U‘I'EEF'IECE |L LU _oc_Loade w | | “\I‘IEW | 1UU_LOoNTacT_DOCUmENT | | | “bpﬁ'ﬂal ViEw

- ProjectWise_AdminiUser Admin Areas\Calkins'0123-0145240_Contract_Development!310-056-57_FDP_SPecs
A List |. Geospatial |

Label {User Defined) Sub Category Description Descripti

e

Select View »

MNew b

Open
Open as Read-Only

Open With. ..
View

Check Out Right click on the
Check In folder and select
Free "Expﬂrt"

Refresh Local Copy
Purage Local Copy
rts (PDF) Purge Workspace

Cut
Copy

Figure 1 - Exporting Specifications Out of Projectwise

On the following screen choose these options:
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Document Export Wizard

Define the export settings

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

start document export.
Choose an action to perform
(O Export - Locks file, changes can be reimported
< E:E Send to Folder - Creates unmanaged local copy

Export folder:

" is selected

2

Make sure this

|d:"-.D0c:uments and Settings"CalkinsMJ"\Desktop

Browse out to the
folder you want
to export to.

‘_.

‘ Select

[ « Bacl

7~ N
“ Mext > _-L‘[’):ancel ]

S —

3. Extract the specifications out of the zipped folder, so the specs can be processed.

Figure 2 - Exporting Specifications

4. After you have created the Spec. Package into (1) PDF document, name the file: “Final

Specs.pdf”.

5. Before the final spec package PDF is uploaded into projectwise make sure the Interface and View

are selected as follows:

*_ ProjectWise Explorer V8i (SELECTseries 2

a- BlO&E &) 5%

@4 - | search |$Q

V| Inherface|CTDOT7Doc7C0de V| View | 100_Contract_Document V| Spatighview: | Default View e

Address |

pw:\\ctdot.projectwiseaniine. com:CTDOT\Documents'01 - CTDOT Projects\0 138 ct_Plans (PDF)YCT_CON_ACD2 MS(SEED_AZW\‘

= L]J Projectwise Explorer Datasources
= [lﬁ ConnDOT (mjc-admin)
={C" Documents
=-{Z" 01-CTDOT Projects

1" 0015_0335

/" 0017_0133

[*% 0034_0334

1™ 0040_0136

[ oos6_n309

| D063_0843 & 0093_0180
| 0063_0872

1% 0073_0230

1% 0082_0299

[*% o084 0106

[ D088_0178 & 0093_0166
[t D092_0531-0622-0627
" pog2_ps32

JEN R

~ List | @ Geospatial |
Label {User Defined)
" 01.01_General
/" 01.01_General_A1
/"F01.02_Revisions_A1
/"F01.02_Revisions_A2
(& )01.02_Revisions_A3
#)01.03_Highways
A 01.03_Highways_At
#01.03_Highways_A2
A 01,04 _Traffic
#0104 _Traffic_A1
/01,04 _Traffic_A2
#H01.05_1Ms
/T 01.05_IM5_AL
ST 0105 M5 _A2

Figure 3 - Interface and View

Cat_Description

Plans_04 -
Plans_05 -
Plans_05 -
Plans_05 -
Plans_05 -
Plans_04 -
Plans_05 -
Plans_05 -
Plans_04 -
Plans_05 -
Plans_05 -
Plans_04 -
Plans_05 -
Plans_05 -

Final Plans (Adv)
Addenda
Addenda
Addenda
Addenda
Final Plans {Adv)
Addenda
Addenda
Final Plans {Adv)
Addenda
Addenda
Final Plans {Adv)
Addenda
Addenda

Description
01.01_General Subset
01.01_General_A1l
01.02_Revisions_A1
01.02_Revisions_A2
01.02_Revisions_A3
01.03_Highways Subset
01.03_Highways_A1l
CT_COMN_ACDZ_0138_0221_01.(
01.04_Traffic Subset
01.04_Traffic _A1
01.04_Traffic_A2
01.05_IMS Subset
01.05_IMS_A1
01.05_IM5_A2

6. Next Upload the final spec. package PDF into the 110_Contract_Specifications (PDF) folder by

dragging and dropping the file into that folder.
7. Use the Advanced wizard.
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< Select a Wizard

Document Creatinm

& [

Mo Wizard Advanced
Wizard

[ ] Make this wizaM "QK"

8. Click next until you get to the Attribute page shown below: Note: This example shows a Final
Spec. package subset, when uploading an Addendum Subset, the Sub Category = ASP and the

label shall be Addendum # Specs., where # is the Addendum Number.

Advanced Document Creation Wizard

Sub Category ory Description

Label (User Defined)

| Final Specs. |

CT Code {Auto Fill In)

| CT_CON_F5SP_0123-0145_Final Specs.

} Right click and copy the code
before selecting "Next"

Define Document Attributes
*You should define environment specific document attributes. %
Discipline
Main Category Main Category Description
CON - Cortract Plans & Specs (FDF)

FSP Specs_01 - Fina -
; _ Select these attributes,
and type in the label
Project No. From properties _/ ag "Final Specs.”
(01230145 |

[ <Back | MNet> | [ Cancel |

Figure 4 - Selecting Appropriate Attributes

9. Next paste the CTCode as the document name and file name as shown below and hit next:
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Advanced Document Creation Wizard

Document Properties
Define required document properties - the name and the file name.
Optionally, you can also define document description and version string.

Mew document name
||::T_|::o N_FSP_0123-0145_Final Specs. |

_Desc:'iptiun for the new document

| Final Specs. |

Mew document file name
CT_COMN_FSP_0123-0145_Final Specs pdf |

Wersion

Application:
| Acrobat PDF v

Paste the CTCode in these two lines.

Make sure to include a ".pdf" at the

end of the file name. Change the document
description and then click "Next"

| <Back ||| Met> ||| Cancel

Figure 5 - Document and File Name

10. Click Next two more times and the file will be uploaded into Projectwise.

11. Formally notify the Contracts unit when Processing is finished with the spec. package.
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Section 4 Processing Contract Plans /
Addendum Plans

The following figures show the steps to process contract plan subsets, but the section also applies to
addendum plans. This section gives direction for the following:

4.1 Change the state of the discipline subsets
4.2 Create comments in Adobe on the discipline subsets

4.3 Create a comment report of your comments in Adobe for the Designer and upload this report
into Projectwise.

4.4 Change the discipline subsets to Final Plans. This requires the sub-category attribute to be
change to FPL, and the document name and file name to be changed to match the CTCode.

4.5 Performing a document compare using Bluebeam
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4.1 Changing the State of a Discipline Subset

The state of a discipline subset set shall be changed to the Processing state when the processing unit is
reviewing the plans. The discipline subsets shall be changed to the Advertise state before the documents

are ready to be advertised by the Contracts unit.

Follow the figure below for changing the state of (1) document:

| I | L L UL Loue | VIEW | LI LU aLL_ Lot ()

Jocuments\01 - CTDOT Projects|0999_12344100_Contract_Plans (PDF)\Hw_CON_FDP_999-1234_03-Highways

|| Label (User Defined) Cat_Description CT Code (Auto Fill In)

_/-i 01-General Flans_02 - Final Design Flans Hw_COM_FDP_999-1234_01-General

/t 02-Revisions Plans_02 - Final Design Plans Hw_COM_FDP_999-1234_02-Revisions
= o Do _Fioln Hw_CON_FDP_999-1234_D3-Highways

ans Hw_COM_FDP_993-1234_Highway Star

SB_CON_FDP_999-1234_04-Bridge

Tr_COMN_FDP_999-1234_05-Traffic

o o ol
./‘j Highwa Select View LY
A T0480d ep

| 05-Trat

Open

Open as Read-Only
Open With...

View

Check Qut

Markup

Export...

Refresh Local Copy
Purge Local Copy
FDF) Purge Workspace
OF)
_Reportz (FDF) cut
Copy
Paste...

Right ¢lick on the document
Copy Out and select "Change State™

Document Prg Copy To... Photo Prg J_|_ew Dependency Viewer

3 (PDF) Vew: [CTD  MoveTo...
Rename...
Delete
Modify...
Modify Spatial Attributes. ..
Add Comment

on

Set »
Send To ’
Copy List To »

¥

Mext
Previous

Edit attributes Tor

Set Final Status

Batch Print L3
ament

Figure 6 - Change State of Subset

Property wi
03-Highway
Hw_COMN_F
057-H000C
3.59 M8 (9,
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= Change Workflow State

Change State |

Folder

Mame: 100_Contract_Plans (PDF)

Description:  FDP,DCD,FP,Addenda, and Construction Order Plans
Workflow

Mame: Contract Plans Processing

Description:  Dynamic security (FDP - Through Award)

Documents in States

= é& Contract Plans Processing
(=58 DOCUMENT TRANSFER

%) Hw_CON_FDP_999-1234_D1-General

s

w_c0ru_FElP_ggg-u.34_6.ﬁ+|ighu

"'i SB__CNP__QQQ-1234__Drid
%) Tr_CON_FDP_999-1234_05-Traffic

&3 PROCESSING
&3 ADVERTISE
Select Subset to move

to the processing state

and click on the Arrow

Close

Figure 7 - Moving Subset to a Different State

Note: To move all the subsets to the next state, highlight all documents in the figure above and hit the
down arrow. This will move all selected subsets to the next state.

Change Document To State

Commerts |

Enter Comment:

Previous Comments:

Click "OK™

N

Coc_JD coen |

Figure 8 - Moving Subset to a Different State
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4.2 Commenting on Subsets

Commenting on the plans will be accomplished using Adobe Pro. The figures below give a brief
illustration of the commenting tools in Adobe:

jif - Adobe Acrobat Pro
5 WELSN Advanced Window Help
Co

oS

s orms ~ Multimedia = Comment ~ .
' o 2 are located in the
- + .
& advanced Edtng P ® el 5 ] [~ - toolmenu
Typewriter 3
antiah <info Corporation, certificate issued by GlobalSign CA for Adobe.
Analysis 3
——
Multimedia v
Customize Toolbars. .. //—— \
Comment & Markup *
_— =) stdyNot Temne G- ][ By =] © F O O J s DRANING IN
= 7y y 7 / TINE
< -1 VFi = s 7
[ : GEMERAL PLAK -1
V%E’} vy A . EERL FLah ~ 2
- el it | PRIFILE -1 FAWP P
| e ¢ (—; L EXISTING 2128 FRFILE 3 Fa
. .l‘_;\_"&.‘l_ - - 7 T A ha \ - CAST-IN-FLALE FETAINING ¥
/.' A 7 { \ \ 1 — y CAST-TH-PLACE RETATNING ®
/ _ —1 = BORING LOGS - |
o [ T BORING L0C5 - 2
T e A N T BORTNG LOCS - 3
— et 1 \ S =
b Y

~ S :ﬁ.ﬂ%ﬁiﬁ!awﬁ—__ — -
A R INDEX OF TYPICAL

Figure 9 - Commenting Tools

Comment & Markup x
L =) s Eh, = @ ks show -

These tools have a text note
attached to them so the user
does not need to add a seperate
note. Place these tools and then
double click on it to add a note.

Figure 10 - Commenting Tools
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—¢ “';}ﬁ?l}f

r | el
L
.:-'-""-Ff l}.
- TING FIER [Z
£ -_f ucm’s 01740 )
”/'//.{"
&
o ¥ '."-
e
i

i WM - — = —
i 04600 __'_._'_E_/_,_,ﬂ-"#_fii___—'.—T__,____\_‘_
B s aatsee— o SEPARY 5 ~
——— ————— 1
T (i1 T
e — I

Figure 11 - Comment with Note

Comments can be seen at the bottom of the page as shown below:

CalkinsM]  Drawings in the wrong order

CalkinsM1  Pier in the wrong location

O CalkinsM1  Spelt Wrong

CalkinshJ Wrong Section

Figure 12 — Comments
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4.3 Creating a Comment Report

Adobe has the ability to compile all comments into a single report. The reports are for Designers to
review Processing’s comments.

1. Click on “Print Comments” and “Create PDF of Comments Summary” as shown below:

LT LLLUY PR es dwn

(7031 #3-71858

MexTullv ALLOWAELE EESRTMG PRESSURE = 0,285 WPo.

EARTHONAKE LOWDS: SEISMIC DESIGN. IMCLUDING FORCES, DISPLACEMERTS MnD ETAILS, ARE
TH RCECREARCE WITH THE “FIRSL REFCRT, SETSMIC DES1CH (RITERIA, I-45 REW HAVEN CORRIDOR,
NEW HAWEN, COMMECTICHT, MsRCH #001%. INCLUDIRG s[COEMCUMS {4 2 & 3.

FERK HOR[IONTAL GROUKD ACCELERATIONS ARE:

Ag = 0.0 g FOR AN EARTHOLIEKE WITH & RETIURK FERIOD DF 500 YEARS
Ag=0.15 ¢ FOR AN EARTHQUEKE WITH & RETURK FERIOD OF 2,500 YEARS

FOUNDATION FRESSURE: THE VARIOUS CROUP LCWDTRGE SHAL BE PER AASHTO STAMDARD
SPECTFICATIONG FOR HIGHNAT BRIDCES.

B.P. STATION WORTHING ERSTING
HEGIHKING OF 677 L5358 | 2913184
D . w112 N1 G636 204502, 5358 | 291118, 4768
P.L. AT R&WF P / 04592, 518 7 [ 204507.5455 | 291279, 8550
P.C. AT RaWf e [HITH. 455
P.L.C. AT RAWP O M2-3 523,682 | 2045177945 ) 291236, 8515
HEGIKKING OF 124
CAST Ih PLACE Well OH957.570 | 204955, 1185 291175, 2545
C.l OF SIEN FOST Mz-5 {dopd.0pq | 204560.5105| 241172, 2855
'['D T 14010.003 | 204563 4655 | 231166- 8880

LTIMATE BERRTNG CARACITY = kFa

Ad o R
& Show - ,: SortBy * 4 arch 1'_! Print Comments =

Print Comments Summary -

C___ Create PDF of Comments Summary

\/

In the comment section

ciick on "Print Comments™
and select

Figure 13 - Comment Report
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2. Next select the options shown below:

Summarize Options

Choose a Layout

{:} Document and comments with connector lines on separate pages

() Document and comments with connector lines on single pages

(O Comments only

@ Document and comments with sequence numbers on separate pages }

Paper Size: | Letter bt Sort comments by:
FontSize: (Osmal { @ Medum ) OlLarge

{+) all comments

Indude: () Only the comments currently showing

@Pages containing no cu:ummen

ges [I 1o ¥\ Uncheck

GCreate PDF Comment SummarD Cancel

Figure 14 - Creating Comment Report

The comment report will automatically open up.

3. Save it to your desktop and make the file name, the subset name plus FDP report. An example
would be “04_Bridge_FDP Report” for the 04_Bridge subset. If commenting on a DCD subset
and example for the name would be “04 Bridge DCD Report”. For an Addendum comment
report make sure to add ADP Report or ACD Report on the file name.

See the next section for how to upload this report into Projectwise.
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4.3.1 Uploading Comment Report Into Projectwise

This section gives instructions on how to upload the comment report into Projectwise.

1.

8.
9.

Drag and drop the file into the 240_Contract Development folder in Projectwise, use the
“Advanced Wizard”, and select “OK”.

On the next screen click “Next”

The next screen shows where the file is going to be stored. Make sure it is in the correct project
folder and in the 240_Contract Development folder.

On the next screen make sure the “use external file as template” is selected and click “Next”.
Attribute the document as follows:

e Thediscipline = “CT”

e The Main Category = “DOC” for Document

e The Sub Category = “RPT” for Report

e The label shall be:

i. Contract Plans: The Discipline subset label plus FDP/DCD added where
applicable. For example if the 04-Bridge subset was reviewed, the comment
report label shall be 04-Bridge_FDP Report. If the DCD comment report was
reviewed, the label shall be 04-Bridge_DCD Report.

ii. Addendum Plans: The Discipline subset label with ADP/ACD added where
applicable. For example if the 04-Bridge A1 subset was reviewed, the comment
report label shall be 04-Bridge_A1_ADP Report.

Highlight the CT Code, right click and copy and select “Next”

Paste the CT Code on the “New document name” Line and on the “New document file name”
line. Make sure to add “.pdf” on the file name. Then click “Next”.

On the next screen click “Next”.

The document will now be created.

10. Delete the comment report off of your desktop once it is in Projectwise.

11. Notify the Designer when the comment reports are finished and uploaded into Projectwise.
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4.4 Changing Sub-Category Attribute, Document Name, and
File Name in Projectwise

The file name, document name, and sub-category attribute shall be changed by processing when plans are
ready to be advertised as shown in the following sections:

“FPL”. This can be done one document at a time or all documents at once.

/B

Documery

View: E

4.4.1 Sub-Category Attribute

The Contract Plans sub-category attribute needs to be changed to “FPL” once they are accepted by
Contract Processing and moved to the Advertise State. STD and FIO plans shall not be changed to the

4.4.1.1

Y

# 02.06-Alignment Geometry

Select view
Mew

Open

Qpen as Read-Cnly
Open With. ..

View

Check Out

Copy Out
Markup

Export...

Refresh Local Copy
Purge Local Copy
Purge Workspace

Cut
Copy

Copy To...
Move To...
Rename...
Delete
Modify. ..

Modify Spatial Attributes...

Add Comment

Set

Send To
Copy List To
Attributes
Change State

Change the Sub-Category Attribute to FPL of

(1) Document
Plans_02-FinalDesign _Hw_CON

3

Right Click
Subset and
select
Properties

ger Properties || Photo Preview | Depends

Figure 15 - Attributing a Discipline Subset
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CT_CON_FDP_0123-0145_01_General *

Geospatial RS Textual " Workspace |
| General || Securit'_.r( Attributes Mare Attributes || File Properties || Audit Trail |
Discipline

Main Category Main Category Description
COM W Cortract Plans & Specs (POF)

Sub Category Description

|ans_04 - Final Plans (Adv)

Change to FPL
| and copy CTCode

Project Mo. From Properties

| 01230145

Label {User Defined)

| 01-General |

CT Code (Auto Fill In)

|CT_CON_FPL_0123-0145_01-General

[ Save J [ Undo J [ Close ] : : 1/4

Figure 16 - FPL Plans
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4.4.1.2

(All Documents at Once)

- w >| “Inherfaoe|CTDOT_Doc_Code

v| | “\ﬁew | 100_Contract_Document v| | “Spah'al View: |

Changing the Sub-Category attribute to FPL

199 - ProjectWise_Admin'User Admin Areas\Calkins\0123-0145\100_Contract_Plans (PDF)\CT_CON_FDP_0123-0145_03_Revisions

s | List | @ Geospatial |
Label (User Defined)

3 Flans_0
Plans_02
Pla

Sub Category Description

Highlight all discipline subsets
and click "Modify"

<

Description

Refresh Local Copy
Purge Local Copy

Document Properties | Project Properties || Folder Properties | Photo P

View: | 000_Doc-Name_Description v |

Property name
Name

File Size

Cut to

Folder Name
Folder Updated

Bl
=ports (PI

S

Modify Linear Attributes. ..
Modify Spatial Attributes...
Add Comment

Set

Send To
Copy List To
Attributes
Change State

- r v v

Edit attributes for multiple documents

Batch Print 3

Discipline

Main Category Sub Category

-0145_03_Revisions
402 bytes)

ins (PDF)
PM

Figure 17 - Changing Attributes of Multiple Subsets

Property
Descriptio
File Updal
File Updal
Created

Applicatio
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Modify documents

CTDOT Document Coding

FA_NHHS_Code:
FA_Town_Number:
FA_Town_Mumber_Def:
Intr¥_Code:

Label (User Defined):
Main Categary:

O

Main Category Description: |

Sub Category:
Sub Category Description:

Town_InterX:

Project No. From Properties: []

(|
O

o
||Corrt|ad Plans & Specs
[0083-0641 & 00630671

FPL v

CER
PRE
FDP
pen

DCD2

e

ACD2

oic ey |

CNS
ASE
STD
FIO
WDP
Wne2

Figure 18 - Changing Attributes of Multiple Subsets

Select "FPL" in
the Sub-Category

Click OK after selecting FPL. Changing the attributes will take a moment.
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4.4.2 Changing the Document Name and File Name

After changing the sub-category attribute to “FPL” change the document and file names as shown below:
Changing the document name of a discipline subset can only be done one at a time.

e e gm e et g e + o =t s

_ e g e g g e e e e —

4l Lst | @ Spatial

Label (User Defined) Cat_Description CT Code (Auto Fill In)
_,-)-E 01-General Flans_02 - Final Design SB_COM_FDP_123-4567_01-General
W= 02-Revisions E—— g Hw_CON_FDP_123-4567_02-Revisions
_,-)-E Highway Standar Drawings Hw_COM_STD_123-4567_Highway Standards
_/*-E 02.06-Alignment MNew b ign Hw_COM_FDP_123-4567_02.08-alignment Geaol
Open
Open as Read-Only
Open With...
View
Check Qut
cony Out To change the file name
Markup . .
- right click document

and select Rename

Refresh Local Copy
Purge Local Copy
Purge Workspace

Cut
Copy
PDF)
Fatlons (FOF) Copy To...
iittals (FDF)
) ove To...
zal_Misc_Rem
=
stration Modify...
pment Modify Spatial Attributes...
an_Flans (PCF Add Comment
ns Set 3
Send To 4
L } - Copy List To k
ninistration Document Properties i
p | f Attributes ' | Photo Preview | Dependency Viewer
View: |CTDOT Cort  Change State k
B Properties... Property value

Batch Print 3 02-Revisions
Hw_CON_FDP_12

Figure 19 - Changing the File Name
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=< Rename Document

Rename |

Document

Name:

File Mame:

Description:

|DZ.DZ—F‘.evisions Shiet f’ ‘
— e
cT_con{ FPL Y05 71_02.02-Revisions Sheet, ‘

QK Cancel

Figure 20 - Changing the Document and File Names

/Change to FPL

Page 23 of 39



4.5 Document Compare

The (FDP and DCD plans) or (ADP and ACD plans) will be compared to insure the only changes made to
the plans were the changes requested by processing. This document compare will be done using

Bluebeam.

1. Export the two files you would like to compare out of projectwise and onto your desktop. Select
both files at the same time to export the files, the figure below shows how to export (1) file.

B e mmrmm g e mes

01, 10-Tlumination Plans
./-i 01.12-Cross-sections
T 02.01-vol. 2T5H

i e e ——

Flans_04 - Final Plans (Adv)
Plans_04 - Final Plans (Adv)
Plans_04 - Final Plans (Adv)

.

01, 10-Illumination Plans
01.12-Cross-sections
02.01-Vol. 2 TSH

.| 02.02Revisions Sheet
& "T02.03-Detailed Estimate
T 02.04-Misc. Details
T2-02.05-Plans
#"2102.06-Parking Lot Plan
" 02.07-A0EC
T 02.08-MaPT
#"202.08-Detour Plan
7202, 10-Bridge No. 03629
A 02 11Rw 101
02, 12-RW 104
# 02, 13-RW 105

T 02, 19A-+Hwy. Std, Index

Select View
MNew

Open

Open az Read-Only
Open With...

View

Check Cut

Copy Out
Markup

.
Detailed Estimate
P HMisc, Details
Plans

~w TG export a file,

-ACEC

vt right click and select

-Detou

iﬁ HExport”

R 104
R\ 105
B-Hwy, Std. Index

02, 154-Trf. 5td. Index
e — Export...
&

Document Froperties Project Properties

Wiew: |DDD_DUC—Name_Descri|:|tiun

Prope
Mame

Diescrig
Cut to
Folder
Folder

rf. Std. Index

Refresh Local Copy
Purge Local Copy
Purge Workspace

Cut
Copy

Copy To...

Maove Ta...

Rename...

Delete

Maodify. ..

Modify Linear Attributes...
Modify Spatial Attributes. ..
Add Comment

ency Viewer

Figure 21 - Exporting a File
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Document Export Wizard

Define the export settings =
Please choose an action to perform and specify the export folder. Press MNexd to

start document export.
S st Mpke sure this is checked
Export - Locks file, changes can be redimported /
C@ Sendto Folder - Creates unmanaged local copy ) a“IId ex port to des ktop-
Export folder: ~
(d:\Documerrts and Settings (CalkingMJ"Deskiop ). ' [ Browse. .. ] )
N - \ A

[ <Back || _Net> | [ Cancel |

Figure 22 - Exporting a File
2. After the files are exported out of Projectwise, Open Bluebeam.
3. Select Compare Documents as shown below.

H"'a_ File Edit View Document Marwup Measure  Window  Help
‘' =w T &
- Signatures - (1) SEIECt

D] " : : Farms

| . Compare Documents. ..

Recents Overlay Pages...

Figure 23 - Comparing Documents
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Select Document A:

(2) Select DCD Plans

(&) Al Pages
O Selected Pages (1)

) From: |1

Select Do B
© o]
(O Selected Pages (1)

O From: [1 | To: [142

Manual Alignment:

Summary Report:

(3) Select FDP Plans

Options .. L (4) SEI'ect

Create Report FOF 5
Cther Options:
Split-screen view (synchronize) on Chmmer
z -né?ﬁ?{same printer)” b |

0K Cancel

Figure 24 - Setting up the Compare
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Advanced Comparison Options

Pixel Proximity Allowanoe

Rendering:

Markup:
cm Fill cm@

Comparison:

Type: | Printed Documents (same prirter)” w | Save Delete

Small Large
Grid Size: ' J

' ' 0.25inch '

Low High

Pixel Density: J
2 pixels

Low High

Color Sensitivity: - J

Margin: Inches Offset: x EI ¥ EI Inches

Subject: | Difference

Apply Tm Document &
e

Save to folder: "

() Custom: |

File Suffi: ~ |_Diff

Restore Default

o 2
(o Jlcons ]

(9) Change all the settings
to what is shown.

- (6) Select

Figure 25 - Compare Settings

You want to make sure to apply the markups to the new subset so apply the markup to “New copy of

Document A” above.
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Compare Documents |g|

Select Documert A:
Document: |d:\Document5 and Settings'\CalkinsMJ'\Des | D
(® All Pages

O Selected Pages (1)
O From: |1 | To [142 of 142

|4 PlFile [1cf1]: Pages 4-145 FD_FP_301-0106_082110..
P Ra 1-14

Bluebeam PDF Revu... 2%

Select Window Pick Points Clear
Remember Selection

Summary Report:

Create Pﬁl) Sele‘ﬁt £y Options...

Cther Options:
Split-screen view (synchronize) [] Turn on Dimmer

[ Advanced.. || AddFiles |

Figure 26 - Perform the Compare

The document compare process will take about 5 minutes for a 142 sheet set.
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Section 5 Compliance with the Digital
Project Development Manual

The following checklist shall be used to ensure the contract discipline subsets, specifications, and
supplemental documents are in compliance with the Digital Project Development Manual.
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Projectwise Submittal Checklist

Contract Plan Discipline Subsets

FDP Plans
Yes No
O O
O O

-

Submitted into the 100_Contract Plans Folder in Projectwise

Label — Check to see if the label is correct.

For single volume project should “Subset# Title”

The following subsets shall always be the same: 01-General, 02-Revisions, CTDOT Highways STD,
CTDOT Traffic STD

For multi volume project should “Volume#.Subset# Title”

The following subsets shall always be the same: 01.01-General, 01.02-Revisions, CTDOT Highways
STD, CTDOT Traffic STD

List | ¥ Geospatial
Label (User Defined)

& 0o 01_General
_/-'; 02_Revisions
_,/-'; 03-Highway

.,/ -'_ 04_Structures
' ‘_ 05 _Traffic

& 2| 06_AT&T_FIO

& 2| CTDOT_HIGHWAY_STD
& | CTDOT_TRAFFIC_STD

Sub ¢
Flans,
Plans,
Plans.
Plans.
Flans,
Flans,
Flans,
Flans,

O O Discipline = CT

O O Main Category = CON

O O Sub Category = FDP for final design plans, FIO for “For Information Only”, STD for
Standards

=d  Discipline Main Cate... = 5ub Categ...

™ CT CON FOP

™M CT CON FDP

™M CT CoN FOP

™ CT CON FOP

™M CT CON FDP

™ CT CcoN FIO

™M CT CON STD

™ CT CON STD
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Yes

No
O File name shall be combination of all attributes,

example “CT_CON_FPD 0123-4567_01-General.pdf”

File Mame

CT_CON_FDP_0085-0141_01_General.pdf i
CT_CON_FDP_0085-0141_02_Revisions.pdf
CT_CON_FDP_0085-0141_03-Highway.pdf
CT_CON_FDP_0035-0141_04 Structures.pdf
CT_CON_FDP_0085-0141_05_Traffic.POF 5,
CT_CON_FIO_0085-0141_11_AT&T_FIQ.pdf
CT_CON_STD_0085-0141_CTDOT_HIGHWAY _STD.pdf
CT_CON_STD_0085-0141_CTOOT_TRAFFIC_STD.pdf

Addendum Plans

O

O

I

O Submitted into the 100_Contract Plans Folder in Projectwise

O Label — Check to see if the label is correct.

For single volume project should “Subset# Title A#”. The Title should match the FDP subset title
exactly.

For multi volume project should “Volume#.Subset# Title A#”. The Title should match the FDP
subset title exactly.

S WL UE REVISIRNE A

& 2 01.03_Highways
773 01.03_Highways_A1
77 01.03_Highways_AZ2

& A 01.03_Highways_A4

& 2. 01.04_Traffic

& oo 01.04_Traffic_A1
P 01.04_Traffic_A2
P 01.04_Traffic_A4

O Discipline=CT
O Main Category = CON

O Sub Category = ADP for Addendum, FIO for “For Information Only”, STD for
Standards

O File Name shall be a combination of all attributes,

example “CT_CON_ADP 0123-4567_01-General A#.pdf”
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Revisions to FDP and Addendum Plans

When FDP plans or ADP plans are revised before advertise a new file will be submitted into Projectwise.
These files will be either DCD plans for revisions to final design plans or ACD for revisions to ADP
plans.

Yes No
O O Submitted into the 100_Contract Plans Folder in Projectwise
O O Label — Check to see if the label is correct. The label be the exact same as the FDP or
Addenda submittal.
& TF-|02-Revisions_DIC Plans_07 - Design Initiated CO
- 03-Bridge Plans_03 - Design Completion
.103-Bridge Plans_02 - Final Design Plans ) "-—' F D P a n d D C D
r-|03-Bridge_A1 Plans_0& - Addendum Compl Data

=-|03-Bridge_A1 Plans_05 - Addenda ) =
Ao 04-IMS Plans_04 - Final Plans (Adv) S u b m Itta I S

ADP and ACD
submittals

O O Discipline = CT

O O Main Category = CON

O O Sub Category = DCD for revisions to FDP plans. DCD?2 for revisions to the DCD plans,

ACD for revisions to Addendum plans, ACD2 for revisions to ACD plans, etc

O O File name shall be combination of all attributes,

example “CT_CON_DCD 0123-4567_01-General.pdf” or “CT_CON_ACD 0123-
4567 _01-General_A#.pdf
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Specifications and Supplemental Documents

FDP and Addendum Submittals

Yes No
O O Submitted into the 240_Contract Development Folder in Projectwise.
O O Label = FDP Specs, ADP Specs, Agreement, Estimate, etc.

Note: Specifications should be in word format in a zipped folder. Supplemental Documents can be
in PDF or native format.

O O Discipline=CT
O O Main Category = CON for Specifications, DOC for supplemental documents
O O Sub Category = FSP for Specifications, ASP for Addendum Specifications, AGR for

Agreement, AVL for Approval, etc.

Below is an example of FDP specs and Supplemental documents located in Projectwise:

OT'Documentsi01 - CTDOT Projects|0085_01411240_Contract_Development),
G List | @8 Geospatial

£ d) Sub Category Description Description File Mame
-——_[.JFSF‘_Specs Specs_01 -FDP Spedifica... FSP_Specs CT_COMN_FSP_0085-014
i% Calendar Day imate Calendar Day Chart CT_DAT_EST_0085-014

Temporary Rights Agreement CT_DOC_AGR_0035-01¢
DBE Approval with Percentage CT_DOC_AVL_0085-014
Design Approval Letter CT_DOC_AVL_0085-014
ency Dedlaration CT_DOC_MDO_0035-01

Specifications

jETempDrary_Righis
"= |DBE
- |Design AVL Letter

.,/-"; Emergency_Dedaration
P

Agres
Approval
Approval
Misc Documentation

Supplemental
Documents
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DPD Manual Reqguirements

Contract Plan Discipline Subsets — FDP and Addendum Plans

Yes No
O O Digitally Signed — The contract is digitally signed when it has a blue ribbon on the top of

the pdf and a signature block as shown below:

? Certified by Mathew Calkins <mathew.calkins@ct.gov >, CTDOT, certificate issued by Mathew Calkins.)

N Blue Ribbon in a blue

banner

List of Drawings

Signature

Block \

EPLACEMENT OF BRIDGE
- 04324 (ROUTE 175 OVER [~
ABANDONED RAILROAD X oe Susa

\

Sheet Numbers

Note: “For Information Only” subsets are not required to be digitally signed. Standard Specifications will
not have a blue ribbon on the top but will have a green check showing the document was digitally
signed correctly.
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N Blue Ribbon in a blue
banner
List of Drawings
f LIST OF D INGS /
Signature
Block \
| vy
Watermark ~a
e :.ffsi:,’;:;:,";,‘:’;.";:;;::; | {s) ‘ }f:ﬁ?f1ithi "

Sheet Numbers
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Yes No

O O Sheet numbers are correct. FDP plans example, the 03-Highways subset shall have sheet
numbers of 03.01 thru 03.25. The 01.03-Highways subset shall have sheet number of 01.03.01 thru
01.03.25. Addendum example, an “A#” shall be on the end of the sheet number, 03.03.A01 for sheet
03.03 addendum #1 submission.

:ﬁ Certified by Mathew Calkins <mathew. calkins @ct.gov >, CTDOT, certificate issued by Mathew Calhns)

N Blue Ribbon in a blue

banner
- ‘«‘/

List of Drawings

Signature
\. vy

Block \
WaterrEérk —

— i =Y
E nnnnnnnnnnnnnnnnnn o (::;1::1;:,:1;; JBmwse W
nnnnnnnnnnnnnnnnnnnn ¥ ] 34324 (ROUTE 175 O

Sheet Numbers
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Yes No

O O The first sheet of every FDP subset shall include a list of drawings.

:ﬁ Certified by Mathew Calkins <mathew. calkins @ct.gov >, CTDOT, certificate issued by Mathew Calhns)

N Blue Ribbon in a blue
banner
List of Drawings
Signature
Block \
N\

Watermark —

e Ao

Sheet Numbers
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Section 6 Changing the Workflow on the
100 _Contract_Plans Folder

The workflow on the 100_Contract Plans folder must be changed to the Contract Plans Construction
workflow. The following figures give directions on how to do this:

1. Right click on the 100_Contract Plans folder of the project and select properties.

¥ e e iy

3-{7 Documents
E+{Z7 01 -CTDOT Projects
=" o011_0151

110_Contract_Spe g
120_Contractor_Submit
130_Soil_Archaeclogica
210_Construction
220_FHWA
230_Contract_Administy
240_Contract_Develop
241_Contract_Develop
310_Preliminary_Design

320_Permit_Application:
@-{7" 330_Design_Data

[V 340_Administration

LSS A AL LE LS ELELs,

(7 341_Confidential _Admir
H-|_ 500_Pre_Design

H-(# Saved Searches

" 0015_0335

™ 0017_0183

™ 0025_0138

™ 0025_0118

™ 0034_0334

" 0040_0136

& 0042_0312

& 0043_0134

B-E

(FA A e

r.

r

r

100_Contract_Plans (PO

Mew Folder...
Mew Project...

mﬂﬁndow
Copy Qut

Purge Copies

Purge Workspace
Export...

Upgrade to Project...

Cut
Copy

Rename...

Delete

Advanced Search...

Scan References and Link Se

"

Properties...

Category filter

" D056_0309

r

Batch Print

Label {User Defined)
/’-}L'_ 01_General
2 02_Revisions
2 02_Revisions_AD1
/-;'_ 03_Highway
/"% 03_Highway_AD1
/ T_ 04 _Traffic
A 05_Mpe
A 06_cne
| 07_AT&T
"5 CTDOT_Highways_ST
2| CTDOT _Traffic_Stanc

\ Right click on the 100_Contract
/ plans folder and select "Properties”

{1 0o57_0117
"% nos0_n151
"% 0os3_ns21
H-[* 0063_0639

n [P Aned nsad ooAns3 neTA

£
-
-
-
-
-
£
f-
£
f-
£
-

0 0 O o O e O O O o O B B O O IO
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2. Click on the Workflow & State tab and select the correct workflow.

] Vi _wereral
721 02_Revisions
) 02_Revisions_AD1
721 03_Highway
) 03_Highway_A01
2 04_Traffic
o5_MDC
2 06_CNG
T o7_aTaT
2. CTDOT_Highways_STD
I CTDOT _Traffic_Standards

cument Properties | Project Propetties | i

w: | 000_Doc-Name_Description

Fldris_Uust = rinal Fiaris (auv ) ui_aeneral OfIjLULL 2i3L 0% FM il LI
Plans_04 - Final Plans (Adv) CT_COM_FDP_0011-0151_02_Revisions 7/13/2011 4:37:48PM  CT CON
Plans_05 - Addenda CT_CON_ADP_0011-0151_02_Revisions_AD1 10/7/2011 5:49:46 PM  CT CON
Plans_04 - Final Plans (Adv) CT_CONM_FDP_0011-0151_03_Highway 7/13/2011 4:39:04PM CTR CON
Plans_05 - Addenda CT_CON_ADP_0011-0151_03_Highway_AD1 10/7/2011 6:09:03PM  CT CON
Plans_04 - Final Plans (Adv) CT_COM_FDP_0011-0151_04 Traffic 7/13/2011 4:40:25PM  CTR CON
: ; CTR CON
Folder Properties Ladl.. R con
fo:14PM  CTR CON
| Project\Folder Securty | Document Securty | View | AugtTrai Workspace j] P con
i i Wordlow & State ’
(1) Select this tab — ' e
Worldflow: Contract Plans Processing hd
Z0ones
240 Contract_Development
B%Contrac (=Y Contraci onstructio
& DOC L J
& PROCES Czrrvlt;ctor Submitt
é MAMNAGER AMC EMGINEER. RO, SIGT
&8 ADVERTISE /
Property rf Property name
MName File Size
Description File Updated
Qut to File Updated By
Folder Nar Created
Folder Upd| Application
-~ ~
A
[ ok ][) cancel A
_

All the documents will be in the “Construction” state.
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