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Section 1 ProjectWise Login Information 

1.1  ProjectWise (PW) Online Login Information  
  

Consultants will access ProjectWise Online through an internet browser.  First time PW Online 
users have to install an Active X control add-on and add the ProjectWise Online global address 
(URL) to the “Trusted Sites” in the internet browser.   To do both, open up the internet browser, 
such as Microsoft Internet Explorer, and go to Tools->Internet Options->Connections->Trusted 
Sites.  As shown below, add the following web address:   https://CTDOT.projectwiseonline.com/.   
Then select OK, and OK again.  Note:  Users only have to do this process once. 

 

 

 

Add https:// ctdot.projectwiseonline.com 
to the trusted sites

    Internet Browser Trusted Sites 

 

 

After the ProjectWise URL is added to the trusted sites, point the web browser to 
https://CTDOT.projectwiseonline.com/.    A login screen will appear, as shown below.  Log in to 

https://ctdot.projectwiseonline.com/
https://ctdot.projectwiseonline.com/


ProjectWise Online, using one of the two usernames/password combinations that were emailed 
to the consultant firm.  Note:  The format of the username is PWONLINE\xxxx.xxxx.   The initial 
password is a unique combination of characters and numbers.  

 

`  

Enter your PW login in name: 
PWONLINE\XXX.XXX.  Enter 
your PW password.

Click OK

PW Online Log in Screen 

 

After successfully logging into ProjectWise online, the screen below will appear.  Users can 
continue to navigate through ProjectWise to the desired folders. 

 
    PW Online Main Screen 
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Note:  On the right margin, there is the ProjectWise Navigation pane.  Right click on the 
documents to expand the folder.  From there you can navigate to the appropriate project. 

                       

Expand the documents folder  

    PW Navigation for CTDOT folders 

  

 

To logout of ProjectWise online, select “Sign out”. 
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     Sign out of PW 

 

 

1.2  Passwords 
Changing Passwords 

Passwords can be changed by using the hyperlink below.  In order to change passwords, users 
have to sign in with their current username and password.  New passwords will be sent to the 
email provided for the ProjectWise account. 

https://extranet.projectwiseonline.com/Shared%20Documents/Change%20Password.aspx 

 

 

Forgotten Passwords 

Also, if ProjectWise passwords have been forgotten, please use the following link:  
https://extranet.projectwiseonline.com/Shared%20Documents/Forgot%20Password.aspx 

The screen below will appear.  First, in the “Login or Email:” box, type the email address of the 
firm used as a contact for ProjectWise.   Then click on Reset Password.  Passwords will be sent 
to the email addresses provided by the firm.   
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https://extranet.projectwiseonline.com/Shared%20Documents/Change%20Password.aspx
https://extranet.projectwiseonline.com/Shared%20Documents/Forgot%20Password.aspx


 

 

Type in the email 
address of the firm 
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Section 2 Uploading Documents into 
ProjectWise 

Final design plan subsets shall be transmitted to the CTDOT, for processing, using Projectwise.  All 
contract plan documents transmitted through Projectwise shall be named and attributed as shown in this 
document (i.e. 01.02-Revision Sheets,02.06 Alignment Geometry), and transmitted into the  
100_Contract_Plans (PDF) folder in the respective project container within ProjectWise. 

 

The CTDOT will consider the digitally signed submission an “official” original contract document.  
Contract plan documents, (FDP,DCD,Addenda,Change Orders) shall be digitally signed in accordance 
with Digital Project Development Manual.  Follow the figure below for uploading a document in 
Projectwise: 

 

 

Figure 1 - Uploading Document into Projectwise 

http://www.ct.gov/dot/lib/dot/documents/deng/digital_signature_submission_procedures3.pdf


 

Figure 2 - Selecting File to Upload 
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After the document has been uploaded into Projectwise, it needs to be attributed as follows: 

 

Figure 3 - Assigning Attributes to Documents 

The Discipline attribute shall be “Hw” and the Main Category shall be “CON” for all subsets in this 
project.  The Sub Category shall be selected based on the document, i.e. FDP for the FDP submission and 
DCD for DCD submissions, ADP for Addenda, and COR for Change Orders.  Once a subset is approved 
for Final Plan Status by CTDOT Processing, they will be responsible for changing that subset’s Sub 
Category to FPL (Final Plans).   

The attribute “Label” shall be a combination of the Volume/Subset No. and Description.  The following is 
an example for the Highways subset: 

 

    03-Highways 

   

  Subset number   Description 
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Figure 4 - Selecting Attributes 

Once attributes are assigned click save. 

The CT Code must then be copied to both the documents (subset) name, and file name as follows: 

 

 

Figure 5 – Copying CT Code 

Page 11 of 12 

 



 

Scroll up until you see the following properties in your view. 

 

 

Figure 6 - Changing File Name 
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