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Introduction and Getting Started

This publication provides detailed technical and technology assistance for Contractors for

submitting digital documents to the Department for construction contracts.

Contractors submitting digital documents to CTDOT, will need the following:

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 various resellers.

e Documents, such as working drawings and calculations, shall be digitally signed by the
Professional Engineer that prepared the drawings or calculations in accordance with this
publication. Documents such as letters and other correspondence from the Contractor

shall be digitally signed in accordance with this publication.

e Access to CTDOT’s document management system called Projectwise. All Contractor
submittals shall be delivered to and reside on Projectwise. User names and passwords

are requested by submitting a CTDOT Projectwise New User Form.

After receiving a Projectwise user name and password, follow the Projectwise Thin Client First

Time Set Up instructions. This step is only required once per user name.

e Projectwise is available in two ways. The Thick Client version is easier to use, but is not

necessary to complete all the tasks associated with this publication:

o Thin Client — Is a web based version (Internet Explorer Must be Used, Chrome
or Firefox will not work) which is free to use and can be accessed at this

website: https://ctdot.projectwiseonline.com

o Thick Client — Software installed on the user’s computer called, Projectwise
Explorer Client and has a cost associate with it. To purchase Projectwise

Explorer Client, contact Bentley at 1(800)BENTLEY.

If using the Thin Client, the following setup must be done the first time: Projectwise Thin Client
First Time Set Up. This step is only required once per user name. (Internet Explorer Must be

Used, Chrome or Firefox will not work)

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
AEC Applications
bruce.bourgoin@ct.gov
860.594.2760

Mathew Calkins P.E.
Transportation Engineer 3
AEC Applications
mathew.calkins@ct.gov
860.594.2988
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Submittal Video:

The following video has been created showing how to submit a submittal to CTDOT. This video
does not show how to set up Projectwise Thin Client, it only includes the submittal procedure:

Contractor Submittal Instructional Video

Submittal Templates
Templates have been created for the following submittal types:
e  Working Drawings

e Shop Drawings
e Product Data
e RFI

e RFC

Working drawings, shop drawings, and product data submittal shall use the Template Submittal
template. This file includes a cover letter that shall be filled out when preparing a submittal.
These templates shall be saved out of Projectwise and then edited when preparing a submittal.

These templates are stored in the 120 Contractor Submittal folder under the project in
Projectwise:
|ér-' ctdot.projectwiseonline.com:CTDOT Folder Document View Tools Help

= Documents A g
s @ L

01.0 - Projects - Active

O Label (User Defined) Descri
: 0001-0100 s
e O - / Template RFC Copy
= 0001-0999
0 B S e
100_Contract_Plans (PDF) e i
O ,_ / Template Submitta Copy

110_Contract_Specifications_g&_Permits (PDF)

l 120_Contractor_Submittals (PDF) l

130_Final_Engineering_Reports_and_FIO Documents

140_Project_Administration
141_Project_Administration_Confidential
150_GIS

151_Project Photos v
<

Figure 1 - Submittal Templates

Issued 4-2016 3 Version 1.01


http://www.ct.gov/dot/lib/dot/documents/aec/contractor_submittals.wmv

Connecticut Department of Transportation — Construction Contractor Electronic Submission

Digital Signature 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) or Adobe Approved Trusted List
(AATL). The necessary hardware and software needed to apply the required digital signatures
may be purchased from the vendor list provided at the following websites:

CDS - http://www.adobe.com/security/partners cds.html

AATL - https://helpx.adobe.com/acrobat/kb/approved-trust-list2.html

Graphic Appearances

A graphic appearance must be attached to a digital signature when signing documents.
The following section shows the graphic appearance requirements when signing as a
Professional Engineer (PE) and when signing as a non-PE. For Working Drawings, two
graphic appearances must be created. One is just an appearance of your PE stamp
which will be attached to the digital signature, and the other appearance shall be your
PE stamp along with your firms address and be used as a watermark that shall be placed
in the border of all working drawings.

Professional Engineer - Graphic Appearance of the Digital Signature

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.

Wiy
\\\\,v °°”Ns<l,’//,

----

\\)&g,s. PRy, %/,:

PwnNE

Figure 2 ((Example of Consultant Engineer Graphic image of Signature — Applied to 1% page only with digital signature)
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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:

1. On blank paper — Print company name and address.
2. Place P.E. stamp next to company name and address.
3. Sign P.E. Stamp.
4. Scan the image created in steps 1 thru 3 above.
5. Crop the image to approximately 500 pixels wide by 250 pixels high.
6. 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.
\\\“""I/
\\\\0?29’."!@0{(/, Consultant Co. A
K98 P2 Address
:E:‘f %\a‘:
=5 _ TIRE
w—m_y ER s ' I:
=32 No.qsss4 g s
TR oF
47,3 IONALERY
/ /;ru.um\‘Zs

Figure 3 (Example of Consultant Engineer Graphic image of Signature — applied to all pages as a watermark)

Once the graphic images have been properly created and saved, the digital signature
appearance preferences must be set as follows:

Regular Signer - Graphic Appearance of the Digital Signature
The following graphic appearance shall be used when signing as a regular signer. This
appearance will be used for signing letters and other types of documents.

The graphic signature appearance shall be created as follows:

Signer must sign a blank piece of paper.

Scan this signature.

Crop the image so that the image is approximately 300 pixels wide by 100 pixels high.
Save the images, in PDF to an area on your PC.

12 30—

Figure 4 (Example of a Graphic Image of Signature — Used with Digital Signature)

PWNPE
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Setting up the Appearance of a Digital Signature

1. Launch Bluebeam.
2. Make sure the USB token that has your digital signature on it 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

> e

= - o

E-ma Studio N

SE RS EE
| | P

Documentl™ =

Security

Sign Docurnent

Validate Signatures

Digital IDs...

Trusted Identities...

g % R i

Figure 5 - Digital Appearance

3. Nextclick on your ID and click Manage Appearances:

is fi

Mame

X6

‘: td athew Calking ’

(1) Select ID

Mathew Calkins Appearances

Location

d:\Documents and Settingscalkinemhapp
Windows Certificate Store

|dentity

OrganizationagUnit;
Organization M
E-mail Addregs:

ame:  Mathew Calking lzzued By
Starts:

Expires:

(3) Double Click

Issued 4-2016

Appearance

b [ Export... (’I— Manage Appearances... l .
(2) Click Manage

Figure 6 - Manage Appearance
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4. Next follow the figure below to add the applicable graphic appearance and set the

correct settings:

Signature Appearance

‘ Title:  Mathew Calkins|

=3

D

44— Type in Name

Browse to graphic
appearance

Graphic
) None
() Name
( @ File D MUsers\calkinsmjDesktop“mic pe jpg ED 4
Position: @) Left () Right (7) Background
Text =,
af [¥] Name
["] Distinguished Name ‘
¥ Location Alignment: E] D D
[¥] Reason
[C] 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 7 - 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, calculations, and other

documents 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"

el

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

options

Figure 8 - Digitally Signing

Issued 4-2016
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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 9 - 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 10 - Working Drawing for Permanent Structures
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Submitting and Preparing Contractor Submittals

The first time logging into Projectwise, this document must be followed to set up Projectwise to
work correctly. This only needs to be followed the first time in: Projectwise Thin Client First

Time Set Up

Working Drawings, Shop Drawings, Product Data, and Submittals

1. Loginto Projectwise by clicking on this link and enter your Projectwise Username and
Password- https://ctdot.projectwiseonline.com

A
It

User name: | PwonLINEWMathew. Cakins = |

Password; I T T YT

[ Remember my password j‘

oK | Cancel |

Figure 11 - Projectwise Log In Screen

2. Once logged into Projectwise go to View>Interfaces and select the “CTDOT_Doc_Code”

Interface.

Correspondance

Bridge Data

Main Category
Folder e ODO'S He” e Ca‘egow .

Views » Discipline

»
| Label (User Deﬂn(

Issued 4-2016

)

\L /] Refresh

Town

CTDOT_Project_Information
Label_LookUp

Misc_PullDown
CTDOT_Doc_Code_Plus
CT_Doc_Xfer

CTDOT _Attributes(In Development)
Research

Research Label

Figure 12 - Selecting the Interface

‘roperties are updated nightly 1
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3. 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
=] ,JEI Documents : : ] Bl b
active projects ] 4 @

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

Click on the
plus next to -
your project =R

| ' 100_Contract_Plans (PDF) =
| L 4 - I

e

B | pag 0004-01168&

0004-0133

|. | 110_Contract_Specifications (PDF) / And CIiCk On
C-=—. — ) this folder
| | 120_Contractor_Submittals (PDF)

I_ | 130_Engineering_Reports o —_—
E '_E_; 210_Construction - —_—
] 220_FHwa e
I_E; 230_Contract_Administration - —_—
I_h; 240_Contract_Development _| I,_ [ —

~| 4

Figure 13 - Browsing to a Folder

4. Prepare the drawings/documents for the submittal in accordance with the contract
specifications (usually Special Provision Article 1.05.02. For submittals that required a
revised submittal due to being stamped Revise and Resubmit, the revised submittal shall
be a complete submittal that includes all the drawings/documents for that submittal.

Do not only include the documents that were required to be revised.

Issued 4-2016 10 Version 1.01
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5. Next open the appropriate template file located in the 120 Contractor Submittals folder
under the project in Projectwise.

Folder Document View Tools Help
] : :
Lo s &
(u o e Do ey Double click on the appropriate
template file to open
| ;- / Template RFC Cppy this
O A / Template RFI Tppy this form for all RFIs
O = / Template Submittal Tppy template for all Working and Shop Drawing and Product Data sub

Figure 14 - Opening the Template Files

6. Then save the file to your local computer.

7. Next open the template file, click on the submittal cover letter file, fill out the submittal
cover letter, digitally sign the letter, and then click save.

8. Then add the drawings or documents for this submittal to that template file by clicking

on Add Files as shown below. Then save the file as a unique name on your computer.

Click to Add Files to
Submittal

00-Contractor Submittal Cover Letter pdf T63 KE 4/15/2016 8:49 AM

==

Figure 15 - Adding Files to the Template
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9. Next select Document>Upload as shown below:

Advanced search options

&‘- ctdot.projectwiseonline.com:CTDOT

= Documents & Mew..
B " 01.0 - Projects - Active It )
B [ g 0001-0100
& (T pg 0001-0999

(] 100_contract_Plans (PDF)
110_Contract_Specifications_&_Permits (PDF)
120_Contractor_Submittals (PDF)
130_Final_Engineering_Reports
121 Encineering Reports Confidential
Figure 16 - Uploading Document into Projectwise (Thin Client)

10. Then browse out to the document you want to upload.

No content available to display.

@View Tools Help

(= Choose File to Upload
—

Upload file X

uQ ‘. Desktop »

New folder

~ [ #3][ Seareh

-

Cancel

Name
450 Favorites

4=

0 @

@ Creative Cloud Files
B Desktop

i Downloads

Browse out to the
file to upload and
click Open

: B Videos

/& 76.193 3D Model.dgn
2 projectwise Bridge Pil
&) Paper Plan Order Fon
|#) 2015-2-EC.pdf

| reportleg

Bl AgreementsB.xls

2} 2015-06-19_PW _Impor]

Ldocx

rojectWise Properties

Filename: Pages from 03-Highways_CT_FDP_0043- + A

o content available ta display.

%] Pages from 03-Highways CT_FDP 0043-0128.pdf )
Conndotsppwep. Zip
& Digitel_Project_Develgpment.pdf

CT_Misc_pdf

Rail - Copyads

Cancel

Figure 17 - Uploading a File to Projectwise

Issued 4-2016 12
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11. After the file uploads, right click on the file and select Properties:

Folder Document View Tools Help

~ @ s @ A =

H Label (User Defined) Description

Pages fron
B \View

Right Click on the

&} Download...
file and select
¢ Export..
Properties
More...
Change State »

$ Copy Link(s) ]
= Delete
Ijl
v

ProjectWise Properties

No content available to display.

Figure 18 - Select Properties
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12. Then scroll down to the bottom of the page and find the Attributes area. Assign the
attributes as follows and click Save:

e Discipline = Select CTR
e Main Category = Select CONTRACTOR
e Sub-Category = Select Applicable Submittal Type
e Document Date = Type in Submittal Date
o label = Type in label in this format - ###-Item Number-##, where the first
### is the chronological submittal number created by the Contractor
starting at 001, item number is the 7 digital item number, and the last ## is
the revision of a submittal number. The first version of a submittal shall be
01, the second version of a submittal shall be 02, etc.
e Description = Type in the description of the submittal.
e Asset Tags = Select the applicable asset tag for a submittal. If the submittal
affects a bridge, tag that submittal with the bridge number in a five digit
format, #tt or 01234.
ProjectWise Properties l
General Document References Audit Trai ,
= Attributes / ~
Discipline Discipline Description 1 4
CTR
S ¢ Select these y
oo Attributes y
CONTRACTOR
Sub Category Sub-Category /
Working Drawings | ="
project Number(s) #Bocument Date e Type these 14
00010389 @6’2015 ) Attributes Y
Label (User Defined)
001-0521003-01 ,
Description V4
Elaztomeric Bearing Pads| o _) l
&~ Typeorselect When finished
CTDOT Asset Tags ) .
Bridge Mo(s) Building No(s) Y click Save
01008
Signal Intersections No State Route No ¥
T Darand TR/ A m-) , v
¥ 4
’ @
&£
a
Figure 19 - Assigning Attributes
Issued 4-2016 14 Version 1.01
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13. After the submittal is uploaded to Projectwise, send an email notifying the applicable
Designer and Construction District (for Working Drawings for Permanent Structures,
Shop Drawings and Product Data submittals) and District Construction (for Working
Drawings for Temporary submittals). The email must include the following in the
subject line in this order:

o Full Project Number (H####-HiHi#H)
e Type of Submittal (WD, SD or PD)
e Full Item Number
e Submittal Number
e Brief Description
Examples: 0144-0193 — WD1201801A-001 - Site 5 Drilled Shaft Foundation

Also include a link to the submittal, by copying the link as shown below:

Folder Document Wiew Tools Help
N o —
P & & ! L . .
Right click on the
[0  Label (User Defined) document and select
s Projectwise Link
- / 001-0154787)01 S
— P View
(] - / Template prody ict data submittal template

O - / Template
O _-- / Template Rl

C this form for all RFCs
_ Download...
this form for all RFIs
e Export..

this template for all Shop Drawing submi

this template for all Working Drawing Su
More... »

Change State » /-\
® 2] Web Link
g Delete
v

Er* properties For Specific Action »

Figure 20 - Projectwise Link

Then click Allow Access:

Internet Explorer @

-

FEQ Do you want to allow this webpage to access your
?. Clipboard?

If you allow this, the webpage can access the Clipboard
and read information that you've cut or copied recently.

' Don't allow

Figure 21 - Allow Access
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Then right click in the email and select Hyperlink:
AHdT O+

¥ |+ 0144-0193 - WD1201801A-001 - 5ite 5 Drilled Shaft Foundation - Message (HTML)
File. Message Insert Options Format Text Review Adobe PDF
= W cut . - i Follow Up =
B J M Calibri (Body - 11 -~ A" A" § 335 @I @ 0 Z ﬂd ¥ Follow Up L
- 53 Copy - ¥ High Importance
Paste ahy . A - . Address Check | Attach Attach Signature | Assign Zoom
- fFurmat Painter H = % Book Mames File Item = - Policy = § LowImportance
Clipboard ] Basic Text Fl Mames Include Tags = | Zoom
To.. | |DOT ConstrD4
— I
Send | CalibriE+ 11 = A° 47 £

= abr . - J1A-001 - Site 5 Drilled Shaft Foundation
BIUSW-A-y

P.E.

Paste Options:
A

Font... .
ant of Transportation
Paragraph...

Bullets
MNumbering

Shuls

Hyperink...

: / Then right click and
) select Hyperlink.

=
25

Look Up | »
Synonyms 3
Translate

Additional Actions »

Figure 22 - Adding Hyperlink to Email

Then paste the Projectwise link into the address bar and select OK:

Insert Hyperlink
Link to: Text to display: pw:/fctdot.projectwiseonline. com: CTDOTDocuments, /D% 7Bec35sbb3-a0
Look in: ., Documents Q Lj
Existing File or IZ|
\Web Page | Access Applications - Bookmark. ..
S Current Adobe |—|
Folder T =
| attcomect
Place in This . Bluebeam
Document Browsed ., Camtasia Studio
Pages || 1, CT_CGR_CPS_Proj_Numb_TitleSheet.zip
ﬂ ., GIS DataBase
Create New Recent . My AutoTrack Data
Document Files My Data Sources
. My Documents %
Address: CTDOT/Documents/D % 7Bec359bb3-a075-4ff0-7 ~
E-mail Address

Issued 4-2016
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Below is an example of an email for a shop drawing submittal, but the process is the same for a

Working Drawing or a Product Data submittal.
Center (Ctrl+E)

To... Hagert, Jon R
_ Center text.
EJ Ce DOT ConstrD4

Send
Subject: 0162-0145 - WD1201801A-001 - Site 5 Drilled Shaft Foundation

lon,
The submittal for the Drilled Shaft Foundation have been submitted into Projectwise for your review.

Below is a link to the submittal.

pw://ctdot.projectwiseonline.com:CTDOT/Documents/D%7B9b07bede-390a-4bb1-bc70-b6bff4cdeal0%7D

Mathew CalKkins, P.E.

Transportation Engineer 3
AEC Applications

Connecticut Department of Transportation
2800 Berlin Turnpike

P.O. Box 317546

Newington, CT 06131-7546

860-594-2988

Mathew.calkins@ct.gov

Figure 24 - Email Example for a Shop Drawing Submittals
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Submitting RFls and RFCs
The first time logging into Projectwise, this document must be followed to set up Projectwise to
work correctly. This only needs to be followed the first time in: Projectwise Thin Client First

Time Set Up

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

RFl 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 x|

User name: |ﬂ PUWOMLINE Mathew, Calkins

Password: I TP TYrTTY Y )

[~ Remember my password j

oK Cancel |

Figure 25 - Projectwise Log In Screen
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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:

| P
Advanced search options
E ctdot.projectwisecnline.com:CTDOT R der Document N
Click here to browse
B 5 pocuments H H 1 p 3
= active projects } 4 @

; 01.0 - Projects - Active )
' r Label (User Defined)

B ([ ooosotiss Click on the -
(mw' plus next to 0
- A 0004-0133 your project - F_

100_Contract_Plans (PDF) - _—

110_Contract_Specifications (PDF) / And CIiCk On
this folder

| 120_Contractor_Submittals (PDF) '

Tq 0D

II 130_Engineering_Reports - _—
L J
(] | 210_Construction _—
L J '_
|
|| 220_FHwA 0o
\ |
| 230_contract_administration _—
\ J o
|
\ ,' 240_Contract_Development _ o
d)KN!

Figure 26 - Browsing out to a Folder
3. Next open the appropriate template file located in the 120 Contractor Submittals folder
under the project in Projectwise.

Folder Document View Tools Help
\ _ _
L ¢ @
7T T (e Dened) wﬁ,em- - Double click on the appropriate
i template file to open
O g - / Template RFC ppy this

Ol

1 )
O L / Template RFI ppy this form for all RFIs

O 4 / Template Submittal

\_ J

Ll

bpy template for all wWerking and Shop Drawing and Product Data sub

Figure 27 - Opening the Template Files

4. Then save the file to your local computer.
5. Then open the file and fill in the information and click save.
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6. Next upload the file to Projectwise by click on the upload icon as shown below

ﬁ'; ctdot.prajectwiseonline.com:CTDOT Folder View Tools Help

E {7 pocuments A

@ L

E [* ] 01.0- Projects - Active

B [pg 0171-0345

- / 04401A
- / ofoaa02a

= 2 ohasoza

120_Contractor_Submittals (PDF) once you are in the

100_C§ntract_Plans (PDF)

110 _Conftact_Specifications (PDF)

O
TIO Engmeerng Reports . correct folder under
B (7] 210_construction . your project click the
8 L 330_Design_Data O upload icon
8 L 500_Pre_Design -
O X LL’ 0602030_01
[+ H Saved Searches -
[} X LU 0602030_02
E | | 08.0- cTDOT File Exchange v e A .
<

ProjectWise Properties

No content available t

Figure 28 - Uploading a file to Projectwise

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

33KB  Microsoft Excel 97, B/!
27 KB Microsoft Excel Te.. 6,

/2015 7:38 AM
015 7:37 AM

B Main Categoryxls
] Main Categoryaxit

Deskiop

E2]6-2-2015 Project Template Securities.xls
%) section18.pdf

Microsoft Excel 97 6/2/2015 2:00 PM
PDF File 6/2/201511:48 AM

Network
section.pdf PDF File 6/2/201511:48 AM
& Ch12 - Web Server-Web Parts Configuration... 15,755 KB 6/2/201511:34 AM
] corpld.doc 728 6/2/201511:05 AM
/# test polygon tools.dgn 236 KB MicroStati... 6/1/2015 2:27 PM
& test polygon.kml 3IkB 6/1/2015 2:26 PM
[ECTDOT pef Biphtctq 17KB  MicroStatio 6/1/2015 2:16 PM

R_tcs_034_249_010 - Copy (06-01-15).pdf 26KE  PDFFile
EC_DOC_MDO_DPD-Working.pef 17,203 KB PDF File

6/1/2015 2:02 PM
6/1/20151:30 PM

ubmittal anchor bott,pdf 1149 KB PDF File
@ Digital Review.pdf 3027K8  POFFile
] Walk Bridge RFP Short List.docx 14KB  Microsoft Word D
ControlCAD Software_CT_0999-0999.72 W3IKE TZFile
Digital Project Manual.pdf 17373 KB PDF File
ages from CT_COM_FDP_0170-2864 01-Gen... 545KE  PDF File
Paper Plan Order Form_CT_Misc_(11).pdf T65KE  PDFFile

aper Plan Order Form_CT_Misc_(1).pdf 4287KB  PDF File
% 02-Revisions_CT_FDP_0135-0327 pdf 1534 KB POFFile 5/28/201511:08 AM
T Borders_Contract 2007 (05-28-15).pdf 250 KB PDF File 5/28/2015 8:57 AM
T_Borders_Contract_2007-BDR_Traffic_Sign... 185KB  PDF File 5/28/20158:50 AM

{2 Select Files to Upload =]
Look in: | i Deskiop B I = A=
T Size Item type Date modfied -
g
P 69KB PDF File 6/5/201511:02 AM |
SOKE POFFile 6/5/20159:24 AM
|| & RFI Template (2).pdf S9KB PDFFile 6/5/20159:22 AM L

&]002-201_SEDIT#Sub_CatS_0174-0387) 4024 KB KML File 6/4/2015 2:12 PM
& | TR_tcs_002_201_015.kml 3753KB  KML File 6/4/2015 202 PM

P ] Projects using Sharepoint sk 1LKB  Microsoft Excel W... 6/4/2015&11 AM

e @] Pages from 0301-0178_CT_Sheet_0301-0178.p.. %, 1969 KE PDF File 6/3/2015 245 PM

o |_| ControlCAD 3-7-8-0_CT_SEDIT#Sub_Cat$_09. 902KB TZFile 6/3/2015 3:32 AM

|®) (2015-2-E).pdf 271 KB PDF File 5/28/2015 7:56 AM
@dlg\tal’EV\EW(DmmEHtSHdU(X 17KB  Microsoft Word ... 5/27/2015 2:06 PM
_ reportleg 13113KE TetDocument  5/27/20151021 AM
atest.png T2KB PNGFile 5, 2015 3:27 PM
E_]CTDUTFWR\JI&S.X\SX 15KB Microsoft Excel W...  5/26/20158:48 AM
E]PWCD_Projects_Property Import.ml 3008 KB XML Document 5/25/2015 10:00 PM
@MASTER SPREAD SHEET Future Signal Projec... 440 KB Microsoft Excel W...  5/21/20159:51 AM
] ControlCAD Connecticut DOT v0.7.pf T29KE POFFile 5/21/20159:27 &M
|®| signature.pdf 20KB PDFFile 5/21/2015 8:30 AM
] Prj Loc_AEC_ Requests_xlsx 252KB  Microsoft Excel W...  5/21/20157:19 AM i
Fie name [RPi1pc = (geen

Files of type. [ ~] Cancel

Figure 29 - Selecting a file
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8. Next right click on the file and click Properties:

Folder Document View Tools Help
@ s g 12 &
[0  Label (User Defined) Description
C ™ / ) RFI-1.pdf
O -r_ / 02044 'P‘ View Handling Water (Site No. 1)
O -_ / 0204 Handling Water (Site No. 2)

0 -,_'/0204‘ &} Pownload...

O 5 [ osou & pr

O -_ / 0601

Right click on the
file and select
, Properties

v Mpre...

O "5 L) osox .
By Chiinge State »

O - / 0602 o Deformed Steel Bars - Galvanized
-9 Coffgy Link(s) 3

o ™ | | 0602¢ i Deformed Steel Bars - Galvanized

v o s e o) L5 Dele e o
<

ProjectWise Properties

No content available to display.

Figure 30 - Attributing a Document

9. Then scroll down to the bottom of the page and assign the attributes as shown below:

=
-3 . . 15 /901
O 4 RFI- 1 Fish Ladder 2,060 KB 4/2/2015 11:4

ProjectWise Properties

Select the following:
Discipline = CTR

General Document References Audit Trail

B Attributes -
— Main Category = Contractor -
iscipline
S| Sub-Category = RFl or RFC
Main Category ain Category Description
CONTRACTOR E
Sub Category Eub Category Description
= Type in the following:
Project Number(s) / L b I RFI # RFC #
s abel = - or -
Label (User Defined)  pocyment Date (mm/dd/yyyy) -
i = Rews Document Date = Date of Submittal
Description - - - -
o Ladcnd x Description = A useful description
e —— of the RFI or RFC
Bridge No(s) Building No(s)
[=]
Signal Intersections Route_No
= v

Then click N D

Figure 31 - Attributing a Document

10. After the RFl or RFCis uploaded into Projectwise, send an email notifying District
Construction. The email must include the following in the subject line in this order:
Full Project Number (##t#-HHiH)
RFI or RFC Number
e Brief Description
Examples:
e 0152-0157 — RFI 003 - Survey Vertical Control
e 0098-0071 — RFC 002 — Lightweight Fill
Also include a hyperlink to the submittal in the email.
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Submitting Other Documents — Letters, Material Certifications,

etc.

The first time logging into Projectwise, this document must be followed to set up Projectwise to
work correctly. This only needs to be followed the first time in: Projectwise Thin Client First

Time Set Up

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

other document types:
1. Loginto Projectwise by clicking on this link and entering your Projectwise Username and

Password- https://ctdot.projectwiseonline.com

Connect to ctdot.project

2%

User name: [€ PwonLINEMathew. Calkins > |

Password: I TP TYrTTY Y )

[~ Remember my password j

oK Cancel |

Figure 32 - Projectwise Log In Screen
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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 der

==
B | | Documents

= ctdot.projectwiseonline.com:CTDOT

E (77 Documents

Document N
Click here to browse
active projects ;) [@ (2
B 01.0 - Projects - Active [T Label (User Defined)
! Click on the

o0
plus next to -
your project =R
l'=__|' 100_Contract_Plans (PDF) - —_—

,' 110_Contract_Specifications (PDF) / And CIiCk On
: _ ) this folder

120_Contractor_Submittals (PDF)
|I 130_Engineering_Reports - t
| 210_Construction - '=;
| 220_FHWA - C‘
| 230_Contract_Administration )
'_ _
,' 240_Contract_Development _ .
L p 2l =
Figure 33 - Browsing out to a Folder
3. Next upload the file to Projectwise by click on the upload icon as shown below:
Folder View Tools Help
i IU -<> @
O Description

E {* ) 01.0- Projects - Active

B (Tay 0171-0345

mojxfract)lans (PDF)

110 Conftact Specifications (PDF)

O t / 044014
O t / ofo4402a

O " . obawoaa

l | 120_Contractor_Submittals (PDF)

Once you are in the

500_Pre_Design

ﬂ Saved Searches

] 08.0- CTDOT File Exchange

E B B B

Issued 4-2016

130_Engineering_Reports

210_Construction

330_Design_Data

O
. correct folder under
, your project click the
. upload icon
O ": [LL] oso2030_01
0 ": [LL] os02020_c2

v i - & .

ProjectWise Properties

No content available to display.

Figure 34 - Uploading a file to Projectwise
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4. Next browse out to your file and click open:

=
e
Recent Places

Desktop

Ubraries
LY
Computer

/) Select Files to Upload

Look in: \ P Deskiop

-l @@ =@
Size Ttem type
69 KE PDF File
I 50KE PDFFile
& RFI Template (2).pdf S59KE PDF File
B Main Categoryls 33KE  Microsoft Excel 97...
] Main Categoryxit 27KB  Microsoft Excel Te...
&]002-201_SEDIT#Sub_CatS_0174-0387) 4024 KB KML File
& TR_tes 002_201 015.kml 3753KB  KML File
] Projects using Sharepointads 11KE  Microsoft Excel W...
& Pages from 0301-0178_CT_Sheet 0301-0173.p.. %, 1963 KE PDF File
|| ControlCAD 3-7-8-0_CT_SEDIT#Sub_CatS 09... %2KE TZFile

8]6-2-2015 Project Template Securities.xs
sectionl8.pdf

section,pdf

] Ch12 - Web Server-Web Parts Configuration.
] corp19.doc

/i test polygon tools.dgn

&) test pelygon.kml
[B CTDOT_pdf Sipltcfg

| TR_tes_034_249 010 - Copy (06-01-15).pdf
AEC_DOC_MDO_DPD-Warking.pdf

& submittal anchor bott.pdf

@ Digital Review.pdf

] Walk Bridge RFP Short List.docx

|| ControlCAD Software CT_0333-0999.72

@ Digital Project Manual.pdf

Pages from CT_CON_FDP_0170-2864_01-Gen...
Paper Plan Order Form_CT_Misc_(11).pdf
Paper Plan Order Form_CT_Misc_(1).pdf
02-Revisions CT_FDP_0135-0327 pdf
CT_Borders_Contract_2007 (05-28-15).pdf
CT_Borders_Contract_2007-BDR_Traffic_Sign.
@ (2015-2-E)pdf

@ digital review comments..docx

| reportlog
Rtestpng

&) CTDOTPWRules.xlsx

B3] PWCD_Projects_Property_Import.xml

IE] MASTER SPREAD SHEET Future Signal Projec
& ControlCAD Connecticut DOT 0.7.pdf

& signature.pef

@] prj_Loc_AEC_Requests_xlsx

15,755 KB
T2K8
26 KB
3KE
17KB
KB
17,202 KB
1,148 KB
3,027 KB
14KB
903 KB
17,373 KB
545 KB
765 KB
4,287 KB
1,534 KB
250 KB
185 kB
271 KB
17 kB
13112 KB
T2KB
15K8
3,008 KB
440K

Microsoft Excel 97...

PDF File
PDF File

Microsoft Word D...

7Z File

PDF File

PDF File

PDF File

PDF File

PDF File

PDF File

PDF File

PDF File
Microsoft Word D.
Text Document
PNG File
Microsoft Excel W.
XML Document
Microsoft Excel W.
PDF File

PDF File

Microsoft Excel W...

Date modified
6/5/201511:02 AM
2015 8:24 AM
/20159:22 AM
20157:38 AM
20157:37 &AM
2015 2:12 PM
2015 202 PM
2015811 AM
/2015 245 PM
2015 332 AM
6/2/2015200 PM
2015 11:48 AM
6/2/2015 11:48 AM
201511:34 AM
6/2/201511:05 AM
6/1/2015227 PM
6/1/2015 226 PM
2015 2:16 PM
/1/2015 202 PM
6/1/20151:30 PM
/1/20159:31 AM

5/28/2015 11
5/28/201511:16
5/28/201511:14 AM
5/28/201511:08 AM
5/28/2015 8:57 AM
5/28/2015 8:50 AM
5/28/2015 7:56 AM
5/27/2015 2:06 PM
5/27/201510:21 AM
5/26/2015 3:21 PM
5/26/2015 8:48 AM
5/25/201510:00 PM
5/21/2015 9:51 AM
5/21/2015 9:27 AM
5/21/20158:30 AM
5/21/20157:19 AM

m

File name: [rFi1pe

Files of type [

Figure 35 - Selecting a file

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

Folder

Document View Tools

& & 2

Label (User Defined)

Help

[~

)

C-]

ProjectWise Properties

=] /
- / 02044 P‘View
- / 0204
== i1, Pownload...
02044 L&
" (L osori & g
- / 0601
= [LL] osox: -
__—, / 06024 Chinge State
Coffy Link(s)

") (LY oso

dra oo )| g Del¥e

Right

Description
RFI-1.pdf
Handling Water (Site No. 1)

Handling Water (Site No. 2)

click on the

file and select
, Properties

-

Me content available to display.
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Deformed Steel Bars - Galvanized

Deformed Steel Bars - Galvanized

Figure 36 - Attributing a Document
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6. Then scroll down to the bottom of the page and assign the applicable attributes for the
document type shown in this table:

ProjectWise Properties

General Document References Audit Trai
&l Document A
Ed File
kdl Folder
=| Attributes
(_ Discipline Discipline Description \ Assign attributes in
cTR accordance with the
rain category table and click Save
CONTRACTOR
Sub Category Sub-Category
Submitzls
Project Number(s)  Document Date
0001-0953 472002018
Label {User Defined)
Mat Cart Anchor Adhesive
Description
Material Certification for the Ancher Adhesive for Foundation - Strong Tie x
Figure 37 - Assigning Attributes
Attributes
Document Discipline | Main Sub Category Label Document Description | Asset Tags
Category Date
Contractor Submittals — 120_Contractor_Submittals
Working Drawings | CTR CONTRACTOR | Working #it#-1tem Number-## Assign
for Permanent Drawings Applicable
Structures asset tags
Working Drawings | CTR CONTRACTOR | Working ###-1tem Number-## Assign
for Temporary Drawings Applicable
Structures asset tags
Shop Drawings CTR CONTRACTOR Shop Drawings ##t#-1tem Number-## Assign
Applicable
T asset tags
Product Data CTR CONTRACTOR | Product Data ###-Item Number-## |  Date of yp‘: T Assign
Submittal usg u. Applicable
description
asset tags
Submittals — CTR CONTRACTOR | Submittals Self-explanatory Assign
Material Certs., label of the submittal Applicable
other types of asset tags
submittals
RFI CTR CONTRACTOR RFI RFI - # N/A
RFC CTR CONTRACTOR RFC RFC - # N/A
Correspondence — | CTR CONTRACTOR | Correspondence Self-explanatory N/A
Letters, etc. label of the submittal
14. After the submittal is uploaded to Projectwise, send an email notifying District
Construction. The email must include the following in the subject line in this order:
o Full Project Number (###-HiHi#H)
o Type of Submission
e Brief Description
Examples:
e 0172-0417 - Price Submission — Unsuitable Material Excavation
e 0152-0149 - Letter — Request for Time Extension
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