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INTRODUCTION

This document is for Consultant and State Employees responsible for the production or review of
digital contract plans, specifications, supplemental contract documents, and contractor submittals.
This document covers the development, review and commenting, and submission of digitally
signed contract plans in PDF format including revisions, the delivery of specifications in
Microsoft Word format, the delivery of supplemental contract documentation in PDF format, and
the delievery of contractor submittals in PDF format. This manual also includes sections on the
usability of these PDF documents.

Questions or inquiries regarding the subject matter can be forwarded to the following contacts:

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
AEC Applications
mathew.calkins@ct.gov
860.594.2988
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DEFINITIONS

ACD - The attribute applied to a revision requested by the Processing unit to an ADP discipline
subset.

ACD?2 — The attribute applied to a revision requested by the Processing unit to an ACD discipline
subset.

ADP — The attribute applied to an Addendum discipline subset.

DCD - The attribute applied to a revision requested by the Processing unit to an FDP discipline
subset.

DCD2 — The attribute applied to a revision requested by the Processing unit to a DCD discipline
subset.

Discipline Subset — A multi-page PDF document that includes all the contract plan sheets for a
discipline. Example would be all the structures sheets would be packaged in (1) multi-page PDF
document.

DCO - The attribute applied to a design initiated change order discipline subset.

DPD Manual — Digital Project Development Manual.

Engineer of Record — The engineer’s digital signature that is applied to the discipline subsets.
For CTDOT staff this would be the Principal Engineer.

FDP —The attribute applied to a final design plans discipline subset.
FIO — The attribute applied to a “for information only” discipline subset.
FPL — The attribute applied to an advertised FDP discipline subset

Project Manager — Lead designer on the project. For CTDOT staff this would be the TE 3 or
Supervisor of the lead discipline or consultant liaison TE3 or Supervisor.

Projectwise - CTDOT is currently using Bentley’s ProjectWise as a data management software
for digital projects. Projectwise allows the CTDOT, and authorized business partners to access its
data anywhere internet access is available. Projectwise shall be used by all consultant engineers
delivering digital contract documents.

STD — The attribute applied to the “CTDOT Standard Drawings” discipline subsets.

WDP — The attribute applied to working drawing submittals. This includes the plans,
calculations, or any supplemental documents in the submittal.

WDP2 — The attribute applied to a revised WDP submittal.
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Section 1 Digital Contract Plans,
Specifications, and Supplemental
Contract Documents

1.1 Final Design Document Deliverable

The following contract documents shall be submitted into Projectwise when delivering a digital
project, see Section 3 of this document for submittal procedures for the above documents: For
CTDOT designed projects each discipline is responsible for uploading their documents into

Projectwise.

e Contract Plans
e Contract Specifications
e Supplemental Contract Documents - Include but not limited to the following:

(0]

OO0 OO O OO O0oOO0oOO0OO0OO0o

PW Submittal Checklist

Proposal Estimate, with signed checklist
Federal Estimate

Calendar Day Estimate

Final Design Report

Categorical Exclusion

Design Approval Letter

Environmental Permits

DBE/SBE Approval with percentage
Commitment list

Agreements

Proprietary Item Approval

Standalone Transportation Management Plan Document, taken from the final
design report

1.2 Requesting a Digital Project

The following fill able PDF form must be completed and returned to AEC applications by State
Design or CTDOT Consultant Liaison personnel to request a digital project: Project\Wise Project

Request Form

1.3 Prerequisites and Policies

1. All contract plans prepared by a CT licensed Engineer or CT licensed Architect shall be
digitally signed in accordance with this manual. All contract plans, specifications, and
supplemental contracts documents will only be accepted by the CTDOT if they meet all
the requirements of this manual. Approval for additional development and testing of
digital documents and procedures shall come from the CTDOT Office of Quality
Assurance.

2. Digital contract plans, in the following stages: Final Design Plans (FDP), Design
Completion Data (DCD), Addenda, Addenda Completion Data (ACD), Design Initiated
Change Order (DCO), and Working Drawing (WDP) shall be digitally signed in
conformance with this manual.

a.

b.

C.

Issued 2-2013

Digital signatures must meet the requirements of Adobe’s Certified Document
Services (CDS).

CDS, and CDS vendor information is provided at the following

website: http://www.adobe.com/security/partners_cds.html

Trial CDS Signatures will not be accepted by the Department, a signature must
be purchased from one of the CDS Vendors.
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3.

4.

o

10.

11.

4.

After contract plans have been advertised, the digital signature is not allowed to be
removed.

Standard Computer Aided Design (CAD) Applications shall conform to those listed
here http://www.ct.gov/dot/digitaldesign.

Use of digital signatures not conforming to the requirements of this manual must be
approved by both the Office of Quality Assurance, and the Office of Legal Services.
This manual is designed to be used with the latest CTDOT Digital Design Environment.
Digital Contract Specifications shall be prepared in accordance with the Departments
policies and procedures for Contract Development.

Supplemental contracts documents shall be submitted digitally in PDF format. See
Section 3.2.8 for supplemental contract document list and submission procedures.

The Consulting Engineer acknowledges and agrees that Contract Plans submitted using
the [Digital Submission Procedure set forth in this Manual] has the same force and effect
for the purposes of the Consulting Engineer’s agreement with the State as a signature and
seal of a Connecticut Licensed Professional Engineer or Architect as set forth in § 20-
300-10 of the Regulations of Connecticut State Agencies or § 20-293 of the Connecticut
General Statutes, as applicable. Nothing in this DPD Manual serves as an authorization
for, or endorsement of, the use of this [Digital Submission Procedure] generally by the
Consulting Engineer, its subcontractor(s), or any Connecticut Licensed Professional
Engineer or Architect with respect to other work it performs for the State or work it
performs for other clients.

Version 9.0 of Adobe Acrobat or Version 10.2 of Bluebeam were used in the production
of all figures and procedures in this manual.

When on call consultants are used for CTDOT projects, the title sheet shall be digitally
signed by CTDOT following the procedure in Section 2.6.1 of this manual.

1.4 Format

Digital contract plans (preliminary, semifinal, FDP, etc.), working drawing plans and
shop drawing plans shall be in PDF format; PDF Plans must be sized either 36” x 24” for
projects created before 6/2007 and sized 34 x 22” for projects created after 6/ 2007; PDF
plans shall be measurable to scale in the PDF; PDF plans shall be able to be printed to
paper and scaled appropriately; text must be searchable; and all levels must have the
ability to be displayed on or off, unless approved otherwise. All information on the
digital contract PDF plans shall have been created from MicroStation or an approved
alternate. The only information that shall be added to the plans using a PDF editing
software are as follows:

a. Sheet numbers (see Section 1.6.2)

b. Page labels (see Section 1.7)

c. Watermark (see Section 2.4)

d. Any digital signature fields (see Section 2.5)

e. Digital Signature (see Section 2.6)
Contract plans shall be grouped, by discipline into individual multiple page PDF files
called discipline subsets. Discipline subsets are not to be combined in a PDF
Package/Portfolio. Examples of discipline subsets are: 01_General, 02_Revisions,
03_Highway, 04_Bridge, etc. See Section 1.11 & 1.12 for more examples of discipline
subsets.
Plans For Information Only (FIO) shall be submitted digitally, in individual subsets
based on the entity providing the information, Amtrak, CL & P, AT&T, Designer etc.
These subsets do not require a digital signature, but each sheet in the subset shall be
labeled; “For Information Only”. The subset numbers shall be selected by the lead
designer so that the FIO subsets are last. Each sheet shall be numbered correctly, see
Section 1.6.2.  Upload and attribute in accordance with Section 3.2.
Utility drawings shall be submitted in accordance with the following:

a. Utility plans For Information Only (FIO) shall be submitted in a utility subset

based on the utility company, AT&T subset, CL&P subset, etc. These subsets do
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o

10.

11.

12.

13.

14.
15.

16.

17.

not require a digital signature, but each sheet shall be labeled; “For Information
Only”. FIO utility subsets shall be numbered so that they are the last subsets.
Example Labels; 10 CL&P_FIO, 11 _AT&T_FIO

b. Utility company designed plans that include work being done by the States
Contractor shall be submitted in a utility subset based on the utility company,
AT&T subset, CL&P subset, etc. These subsets do not require a digital
signature. Example Labels; 10 CL&P, 11_AT&T

c. Utility plans that are designed by Utility or State Consultants firms that include
work being done by the States Contractor shall be submitted in a utility subset
based on the utility company, AT&T subset, CL&P subset, etc., and shall be
digitally signed in accordance with this manual. Example Labels; 10 CL&P,

11 AT&T
See Section 3.2 for uploading and attributing Utility Plans. See Section 1.11 & 1.12 for
more examples of discipline subsets.
CTDOT Standard sheets shall also be delivered digitally. For each project always
download the standards from the CTDOT website to insure the most recent standards are
included in the project. The workflow Assembling CTDOT _Standard_Sheets.pdf
explains how to obtain, create standard sheet subsets, and insert them into a digital
project. For submission of CTDOT Standard Sheets, see Section 3.2.
The first and second subsets in the project must always be the 01_General and
02_Revisions respectively. The Project Manager is responsible for determining the order
of all other discipline subsets, Sections 1.11 and 1.12 show examples.
Discipline subsets shall contain a maximum of 150 sheets.
Discipline subsets shall be published directly from a CAD application. Scanned images
or raster image formats will not be accepted.
Footers, displaying the sheet number, shall be placed on each page of each PDF subset.
See Section 1.6.2, “Sheet Numbering”
Each subset shall contain bookmarks; one for each page. Figure 1 displays an example of
bookmarks. See Publishing_MicroStation _Content to PDF_Format.pdf for more
instructions.
a. Figure 1 also displays examples of subgroup folders. While publishing,
subgroups may be created to contain similar sheets. See
Publishing_MicroStation_Content_to PDF_Format.pdf for more instructions.
Levels with the appropriate CTDOT names shall have the ability to be displayed on or off
within the PDF document.
The first page of the subset 01_General shall be the CTDOT digital project title sheet
which includes an index of the subsets contained within the project, sheet count totals for
all subsets, a list of drawings for the 01_General Subset, and an area(s) reserved for
applying the digital signature(s).

Link to digital title sheet:

Digital Title Sheet
CTDOT engineers can find the digital title sheet in the seed files on our W: drive.
The 01-General subset shall include all detailed estimate sheets.
The 02_Revisions subset must be included in each digital project and there shall only be
(1) revisions subset.
Subset 02_Revisions shall contain only revision sheet(s), titled “Index of Revisions”, See
Section 4.3. These revision sheets are used for tracking all sheet changes due to addenda
and design initiated change order (DCQ) with respect to the entire project. These sheets
are originally blank and unsigned, and shall be managed and updated as needed by the
Project Manager. The CTDOT Revision Contract Sheets can be obtained here:

CTDOT Designed Projects - 02-Revisions Subset

Consultant Designed Projects - 02-Revisions CE_Subset
The first page of each subset shall be a subset cover sheet. This cover sheet shall contain
both; an index of drawings contained within the subset that includes both drawing
numbers and drawing titles and the form field place holder(s) which receives the digital
signatures. The following cell has a table for the index of drawings and the digital
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signature cell place holder BDR_Discipline_Cover Sheet cell. See figure 1 for an
example.

18. Digital Contract Specifications shall be submitted in MS Word format and in accordance
with the Departments policies and procedures for Contract Development. CSI special
provisions shall be submitted in pdf format.

a. For projects where a consultant is the Project Manager on the project, the
Specification and CSI special provisions submittals shall be submitted in (1)
zipped folder, see section 3.2.6.

b. For projects where a CTDOT design unit is the Project Manager on the project,
the Specification and CSI special provisions shall be submitted in individual
zipped folders per discipline, see section 3.2.6.

C. Design Initiated Change Orders shall be place in (1) pdf document, with “C#”
and the date in the header. An example would be “Rev. C1 - mm/dd/yy”.

19. Supplemental documents shall be 8.5” x 11" pdf documents, except the proposal estimate
which shall be in “.est” format. Documents that require signatures may be scanned with
a minimum resolution of 200 dpi, and size = 8.5”x11”. These documents do not need to
be digitally signed.

20. As-built information shall be digitally applied to the contract subsets by District
Personnel after the job is complete using Adobe Acrobat Professional or Bluebeam. See
section 4.5.

21. Working Drawing calculations shall be in (1) pdf document with a page size of 8.5” x
117 and be digitally signed in accordance with Section 2.6. Any supplemental documents
that are included in the Working Drawing submittal shall be 8.5 x 11 pdf documents.
Documents that require signatures may be scanned with a minimum resolution of 200
dpi, and size = 8.5”x11”. These documents need to digitally signed in accordance with
Section 2.6.

Using a discipline subset format streamlines both the development of contract plans and the
administration of the plans during preliminary design, FDP, DCD, Addenda, DCO and As-Built
submissions. Moreover, it also leverages the ability to digitally sign the individual discipline
based contract plan subsets per designer.

4 semaese

: Bookmarks
> / Index of Drawings

e

03-Highways
INDEX OF DRAWINGS

Digital Signature form
field place holder
with digital signature

Figure 1 Discipline Subset Bookmarks, Index of Drawings, & Signature fields

See Section 2.5 for digital signature form field place holder cells.
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1.5 File Naming

1.5.1 Contract Plans (discipline subsets)

The file name shall match the discipline subset name. For example, the 02-Revisions subset shall
have the file name 02-Revisions.pdf. However, this name will change during the uploading and
attributing of the file into Projectwise. See section 3.2 Project DataTransmission.

1.5.2 Specifications

FDP and Addendum

These specifications shall be individual word documents placed in a zipped folder. CTDOT
processing shall combine all specifications into (1) PDF document and upload this into
Projectwise. See section 3.2.5.

Design Initiated Change Orders
These specification(s) shall be packaged in (1) pdf document and uploaded into projectwise. See
section 3.2.5.

1.6 Contract Plan Drawing and Sheet Numbering

1.6.1 Drawing Number

The drawing number is used primarily for sheet to sheet referencing, typically in, but not limited
to; section details, section cuts, and detail callouts. Drawing numbers in digital contracts shall
consist of the discipline designator followed by a hyphen and the sheet number. The discipline
designator shall remain constant across each discipline subset. For example; a highway subsets
discipline designator shall be “HWY?”, therefore any sheets in the highway discipline subset
would contain the following drawing numbers; HWY-01, HWY-02, etc.

Discipline subsets can be as broad or specific as the Project Manager would like. An example
would be the highway sheets can be split out into multiple subsets. They can place all the profiles
in one discipline subset where the drawing number would be PRO - ## and they can place all
cross sections in another discipline subset, where the drawing numbers would be XSC - ##.

The CTDOT efficiently maintains the drawing numbers in MicroStation using the model
properties and project explorer, See the following workflow Project Explorer to Manage Drawing
Numbers

The first sheet in a discipline subset shall have “01” in the drawing number as shown below:

TOWN: PROJECT NO.

STONINGTON/GROTON | 137-153

DRAWING NO. “'>

DRAWING TITLE: < HWY-01
[SHEET NO. |

PLAN SHEET

Figure 2 Contract Drawing Numbering
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1.6.2 Final Plan Sheet Numbers
Sheet numbers are applied to the discipline subset after the contract plans are published to PDF.

Sheet numbers shall be managed and placed on the discipline subsets, using the header and footer
tool within Adobe Acrobat or Bluebeam. Sheet numbers shall be applied to all submissions of
contract plans.

The first sheet in every subset shall start out at 01. For example the first sheet in the 03-Bridge
subset shall be 03.01.

Created in Microstation
STONINGTON/GROTON | 137-

RAWING NO. >
DRAWING TITLE: Created in Adobe or WY-Ol

Bluebeam in the footer \ W\
PLAN SHEET 03.01 |

Figure 3 - Drawing and Sheet Numbering

The sheet number place holder shall be determined by the total estimated sheet count. For less
than 100 sheets two place holders is adequate. For greater than or equal to 100 sheets three place
holders are necessary. For subsets less than 10 sheets, two placeholders shall be used i.e. 01.01
thru 01.04 for a four sheet subset.

The sheet number must be placed correctly because it is used to correctly assemble the contract
plans into a properly ordered consolidated set.

Single Volume Projects:

The sheet number, for single volume projects shall be a concatenation of the discipline subset
number, a decimal point, and the sheet number. For example; the sheet numbers for subset “4”
would be as follows; less than 100 sheets 04.01, 04.02, 04.03, etc or Greater than 100 sheets
04.001, 04.002, 04.003 etc.

The Project Manager should determine the total number of subsets and give each discipline their
corresponding subset number, see section 1.11.

Multi Volume Projects:

For a multi volume project the sheet number shall be a concatenation of the volume number, a
decimal point, the discipline subset number, a decimal point, and finally the sheet number.
Example: Volume 2, Subset 5; 02.05.01, 02.05.02, 02.05.01.

Volume numbers shall be used on large projects. They are effective because the Project Manager
only has to deliver to the other engineers their perspective volume numbers, allowing them to
manage their subset numbers independently of the other discipline volumes and subset counts, see
section 1.12.

Subset numbers shall start at 01 for all volumes.
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1.6.2.1 ADOBE - Applying Sheet Numbers

The following workflow gives an example of placing sheet numbers on a single volume project
on the ‘03” subset that contains fewer than 100 sheets. The sheet numbers are added using the

Header and Footer tool in Adobe Acrobat.

1. From Adobe Acrobat select “Document/Header & Footer/Add”
2. Place the sheet numbers on all sheets, as shown below.
Add Header and Footer

Saved Settings: Save Settings...

Font Margin (Inches)

Appearance Options... \ *

Naﬁe: |VerdanaBoId \E‘DSiz{lls V|E @ ym@
lefi: |1 1 Righ
Select ——"®

Left Header Text Center Header Text Right Header Text

X

Left Footer Text Center Footer Text Right Footer Text

Preview
Freview Page |1 @] of 17 ‘

‘ Insert Page Mumber . Insert Date Page Mumber and Date Format...

Page Range Options. ..

h Y

Type in the subset number "03."
then select insert page number

e m—

NEWINGTR
‘GRBRLOGE SUBSET
L

Anuse!
=

Select
! [ Ok ])ApplymMulﬁple ] [ Cancel ]

Figure 4 Sheet Numbering
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After placing all the sheet numbers, sheets # 1-9 need to be updated to include a zero in front
of them, so these sheets have the correct number of place holders.

3. Select Header & Footer>Update. Follow the figure below for inserting the zero on pages
1 thru 9.

Update Header and Footer X
Saved Settings: | b | Delete Save Settings...
Font Margin (Inches)
Mame: | Verdana Bold v| Size: |15 w | @ [E Top: 0.5 % Bottom: [0.9 -
Appearance Options. .. Left: |1 %+ Right: |0.8 #
Left Header Text Center Header Text Right Header Text

(1) Insert a "0"|before |
Left Footer Tex't.<<1 >>" Center Footer Text \ Right Footer Text
‘ 03.0<<1==> >‘

Page Mumber and Date Format. ..
Preview
Freview Page ll— o] of 17 Page Range Options. ..
| /!‘
Pag Range Options X (2) Select
) All Pages

& Pages from: ll_ 4 o fs _:_— (3) Change tO pages

Subset: | All pages in range |+

O] TEDE e b

(4) Select —b@ =

Figure 5 - Inserting Sheet Numbers

For discipline subsets with over 100 contract plan sheets, steps 1-3 will have to be done three
times because there is no way to label sheets 1-99 with the correct number of place holder (zeros),
consecutively. To label the sheet numbers correctly, the following three steps must be followed:

e All sheets are given sheet numbers.
e Sheets 1 thru 99 are updated to sheet numbers 01 thru 099.
e Sheets 1 thru 9 are updated to sheet number 001 thru 009.

4. Next we will page label the sheets. In the Pages (thumbnail) pane, right click and select

Number Pages. In this example we are page labeling a subset that contains over 100
sheets.
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5. Page label sheets 100-104 using the figure below.

Page Numbering |z|

Pages

O all
) selected

@From: I:l[JD Ta: |104 of 104 )

Mumbering

(%) Begin new section

Style: 1,2, 3, ...

v
Prefix: |D3-
Start: |

() Extend numbering used in preceding section to selected pages

Sample: 03,100, 03,101, 03,102, ...

[ OK J [ Cancel

Figure 6 - Page Labeling

6. Page label sheets 010-099 using the figure below:
Page Numbering |X|

Pages

Cral
() Selected

@me: jio Ta: |99 oF03.104{104})

Mumbering

@ Begin new section

Styler | 1,2, 3, ... v|
Prefix: IDS.D
Start: 10

(") Extend numbering used in preceding section to selected pages

Sample: 03.010, 03.011, 03.012, ...

[ oK ] [ Cancel

Figure 7 - Page Labeling
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7. Page label sheets 001-009 using the figure below:

Issued 2-2013

Page Numbering
Pages
Oal
() From: |1 To: |9 of 03.104 (104) )
Mumbering

(%) Begin new section

Style:

Prefi: [03.00
Start: |1

() Extend numbering used in preceding section to selected pages

1,23 .. v|

Sample: 03,001, 03.002, 03.003, ...

[ OK ] [ Cancel

Figure 8 - Page Labeling
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1.6.2.2 BLUEBEAM - Applying Sheet Numbers

To apply sheet numbers in Bluebeam follow the figures below:
1. First page labels must be applied to the discipline subset. Go to the thumbnail pane as
shown below, right click on a thumbnail and select Number Pages:

@ 2w Fle FEdt  View Document  Fom  Makup  Messure  Window

(2) Right Click
on a thumbnail

[ EEERE N

[ANRERNRNNRERRNINE. |

(8) Select Number
Pages

Ctrl+Shift+M

Figure 9 - Adding Page Labels

In this example there are less than 10 sheets in the subset so we can apply the page labels to all
the sheets at once. In the case where there are 10 or more sheets in the subset the following will
have to be done twice. This is done so the prefix shown below has the correct number of place
holders. If the subset has 99 sheets or less an example for the 04 prefix shall be “04.0” for sheets
1-9 and “04.” For sheet 10 through 99.

2. Select the correct style, insert correct prefix for the sheets being numbered, and apply to
the correct pages.

1— (1) Select this style
+— (2) Insert correct prefix

(3) Start at 1 for sheets 1-9
Page Fan e| ) and 10 for sheets 10-99
Pages |All Pages (1-6) w |of 6 ‘
— (4) Apply to correct pages

— (5) Click OK

Figure 10- Page Labeling
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3. Now the pages will be labeled:

Edit View Document Form Markup Measure Win

Security
a1k

CT_OON_FPL_0120_0086_04-

Pages are
now labeled

Figure 11 - Labeled Pages

4. Next we will apply the sheet numbers. From Bluebeam select the Document tab and then
“Header & Footer”

Document Form Markup Measure Window Help

(2) Select Pages

: e (3) Select header
i (1) Select : crtssitsr & footers
Document

TRAFFIC - LEGENDS &
LIST OF DRAWINGS

LIST OF DRAWINGS
e

Figure 12 - Header Footer Tool
5. Place the sheet numbers, as shown below:
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Header and Footer

Save Settings
Font

q\ferda na

(3) Click
Save Header and Footer

Header Left

(1) Select these

Footer Left

Freview

TRAFFIC - LEGENDS &
LIST OF DRAWINGS

CT_CON_FPL_0120_0086_04-T

. __—

()

Issued 2-2013

Figure 13 - Insert Sheet Numbers
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1 \

= e—— ) Type

Insert: [ Page Number ] [ Date l [ Bates Number ] [ File Data l

options

<<PagelLabel>>

(4) Click OK
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1.6.3 Addendum and Design Initiated Change
Order Sheet Numbers

Sheet numbers for an Addendum need to have “.A#” at the end and Change Orders need to have a
“.C#” at the end (see section 4) and Working drawings need to have a “.WD” at the end (see

section 6).

1.6.4 Adobe - Addendum and Design Initiated
Change Order Sheet Numbers

For addendum and change order subset the sheet numbers need to be applied one at a time.
1. From Adobe Acrobat select “Document/Header & Footer/Add”
2. Place the sheet numbers on all sheets, as shown below.

Add Header and Footer §|

Saved Settings: ﬂ’_ % ] [D - ] (1) Choose

T —
Font Margin (Inches)
| o | @ your saved
Mame: | Verdana Bold w | Size: |18 A g @ Top: 0.5 -
settings
Appearance Options. .. Left: |1 % Right: 0.8 Es
Left Header Text Center Header Text Right Header Text
Left Footer Text Center Footer Text Right Footer Text

(2) Type in
Insert Page MNumber " _A# " Page Mumber and Date Format. ..
Preview

Preview Page |1 > ofs Page Range Options...

(3) Select the
correct sheet

ot 3 to apply this
[ E=——1" sheet number to

== " :'!::.::.:mﬂz'““'“"“ -erei. (4) Click OK
3
(’ OK ] Apply to Multiple ] [ Cancel ]

Figure 14 - Applying Sheet Numbers
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3. Next apply the page labels one at a time to each Addendum or Change order sheet. First
go to the thumbnail pane and select Number Pages.

4. Next type in the correct sheet number in the prefix and click OK as shown below.

3

Page Numbering

Make sure

Pages
C Al
(¥ selected *
) From: | To: | of 5 (8)
Mumbering
@ Begin new section
Style: | Mone v | /
' =i 0401 A }
Start: |1
(") Extend numbering used in preceding section to selected pages
Sample: 04.01.A1 ‘/’
( I oK l D Cancel ]

this is selected

_ Type in sheet
number

— Click OK

Figure 15 - Applying Page Labels

Issued 2-2013
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1.6.5 Bluebeam - Addendum and Design Initiated
Change Order Sheet Numbers

1. First page labels must be applied to each sheet in the addendum or change order. This
can only be done on sheet at a time.
2. Go to the thumbnail pane as shown below, right click on a thumbnail and select Number

Pages:

Document Form

hot Cirl+AIt+C

Crl-+Shift-+H4

Cirl4Shift+D

Crl+5hift+R

Ctrl+5hift+M

Markup Summary

Markup Measure

(2) Right Click
on a thumbnail

| B R N EE

[ENREARERARREINNNE, |

(3) Select Number
Pages

Figure 16 - Adding Page Labels

3. Select None for a style, type in the sheet number of the addendum or change order sheet
for a prefix. An example of this would be addendum sheet 04.01.A1 shall be entered as a
prefix. Then select which sheet you are labeling. This has to be done for each sheet in
the addendum or change order separately. See below:

Page Numbering and Labeling rz|
Mumbering =

Style: None v t/‘

<«

Start: 1 o

Page Range /
Gages |Se|eded (1) w | of 6>

L (1) Choose None
L (2) Type in the sheet
number of this sheet

(3) Select the
correct sheet

~ (4) Select OK

Figure 17 - Applying Addendum Page Labels

Issued 2-2013
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4. After all page labels have been applied, the sheet numbers can be applied. From
Bluebeam select the Document tab and then “Header & Footer”

R R 4t  View  Document Fom  Makup  Measue  Window  Help

(2) Select Pages

cotvn, (3) Select header
(1) Select crtssitsr & footers
Document

TRAFFIC - LEGENDS &
LIST OF DRAWINGS

Figure 18 - Header Footer Tool
5. Select your sheet numbers saved settings from before and click OK.

Header and Footer

Sawe Setting
Fart

SHEET NUMBERS Rl PRI (] Fit content inside margins

Margins {Inches)

Verdana v||1E v|@ BT U Top: m
Lo (1) Select
Header and Foater yo u r save
Header Left Center Right -
settings
Footer Left
<<Pagelabel=>
Insert: | Page Number ] l Date ] [ Bates Number ] l File Data

Preview
:

______

TRAFFIC - LEGENDS &
LIST OF DRAWINGS

(2) Click OK

CT_CON_FPL_0120_0086_04T

Add Fies || Delete Al |

Figure 19 - Applying Addendum or DCO Sheet Numbers
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1.7 CTDOT For Information Only Sheets

Plans provided For Information Only (FIO) shall be submitted digitally, in individual subsets
based on the entity providing the information, Amtrak, CL & P, AT&T, Designer etc. These
subsets do not require a digital signature, but each sheet in the subset shall be labeled; “For
Information Only”. These sheets shall be placed on a border and numbered in accordance with
section 1.6.2.

The subset numbers shall be selected by the Project Manager so that the FIO subsets are last. See
Section 3.2 for uploading and attributing FIO Plans. See Section 1.11 & 1.12 for more examples
of discipline subsets. Information only sheets may be scanned, but must conform to the following
specifications; Minimum Size 22”°x34”, Minimum dpi = 300.

1.8 CTDOT Standard Sheets

Standard sheets shall also be delivered digitally. The workflow

Assembling_ CTDOT_Standard_Sheets.pdf explains how to obtain, create standard sheet subsets,
and insert them into a digital project. For submission of CTDOT Standard Sheets, see section
3.2.

1.9 Contract Plan Sheet Publishing

CTDOT currently uses MicroStation V8i Print Plot and Print Organizer to publish contract plans
to a PDF format.

The workflow Publishing MicroStation Content to PDF Format.pdf shows the fundamentals
of publishing contract plans to PDF from MicroStation.
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1.10 Example: Typ. Single Volume Digital Contract

Single volume digital contracts are used when each discipline or consulting firm designing the
project is responsible for 3 subsets or less. The following is an example of a single volume
project. Note: The first and second subsets shall always be 01-General and 02-Revisions. The
03 subset does not always need to be 03-Highways, the 04 does not always need to be 04-
Structure, etc. The FIO subsets shall be placed at the end of a project right before the STD
subsets.

Label File contents
(Discipline Subset) (but not limited to)
Title Sheet
01-General Detail Estimate Sheet

Etc
Index of Revisions Sheets

02-Revisions
Index of Plans Boring Logs
Survey Data Highway Plans
Alignments Breakout Drainage

. ROW High Profil

03-Highways** © . !g way Froe
Typ Sections Highway X-
Misc Details Sections
Intersect Grading Landscape Plan

Wetland Mitigation

Index of Drawings

All Structure Sheets

04-Structure Note: Multiple subsets may required for multiple
Sites

Ex: 04_Structure_Br.No0.1266

Index of Drawings
Signing

Pavement Markings
MPT

Traffic Signal Plans
Etc.

05-Traffic

Index of Drawings
All Environmental Compliance Sheets required

06-Environmental

O i Utility Design plans. For example 07_AT & T,
07-"Utitiy 07 CL & P, 07 MDC, etc.
08-CL&P FIO*** CL & P For Information Only plans
09-AT&T FIO*** AT & T For Information Only plans

* CTDOT Highway Design Standard Index and

CTDOT High STD :
giway Sheets required

CTDOT Traffic STD * CTDOT Trgﬁic Engineering Standard Index and
Sheets required

Figure 20 Typical Highway Project Discipline Subset Contents

* For using CTDOT Standard Sheets see 1.5 CTDOT Standard Sheet Assembly

** |f a discipline has to be broken up into more than one subset See Section 1.11 for splitting up
the discipline subsets.

*** For Information only discipline subset shall be submitted as individual pdf files based on the
entity providing the information only.
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1.11 Example: Multiple Volume Digital Contract

Multiple volumes are used if the project has 1 or more of the following characteristics:
1. The majority of the discipline/firm designers are responsible for more than 3 subsets
each. This allows the individual designers to number their subsets independently of the

other disciplines.

2. There are multiple sites on the project. Splitting these sites up into volumes will provide
better organization of the project.

The larger the project is, typically the more subsets will be required and their labels will be more
specific.  The Project Manager will need to organize the discipline volumes. The subsets shall
be split up by volume and each volume shall be controlled by its assigned designer. For example,
all the subsets designed by the highway designer shall be in the same volume (02) and each
subset shall have a unique subset number. For example, see subset 02.02_Alignments and
02.03_Plans as shown below.

Label File contents Designer/
(Discipline Subset) (but not limited to) Firm
01.01-General Title Sheet, Detail Estimate Sheet Etc Lead
01.02-Revisions Index of Revision Sheets Lead
01.03-Wtind Re-establish Wetland Reestablishment plans Designer 1
01.04-Stg Acc. Staging and Access Plans Designer 1
02.01-Typ Sections Typical Sections Designer 2
02.02-Alignments Alignment Geometry Designer 2
02.03-Plan Plans Designer 2
02.04-Profiles Profiles Designer 2
02.05-ROW Brk Right of Way Breakout Designer 2
02.06-Drain Drainage Plans Designer 2
03.01-Retaining Wall 1 Retaining wall details Designer 3
03.02-Retaining Wall 2 Retaining wall details Designer 3
03.03-Bridge 00456 Bridge_456 Designer 3
03.04-Bridge 01983 Bridge_1983 Designer 3
03.05-Bridge 01984 Bridge_1984 Designer 3
04.01-Stage 1 Stage Construction Details 1 Designer 4
04.02-Stage 2 Stage Construction Details 2 Designer 4
04.03-Stage 3 Stage Construction Details 3 Designer 4
05.01-SPM Signing and Pavement Marking Site 1 Designer 5
05.02-SPM Signing and Pavement Marking Site 2 Designer 5
05.03-SPM Signing and Pavement Marking Site 3 Designer 5
06.01-IMS IMS Plans and Details Site1,2,3 Designer 6
07.01-Env 1 Environmental Details Site 1 Designer 7
07.02-Env 2 Environmental Details Site 2 Designer 7
07.03-Env 3 Environmental Details Site 3 Designer 7
08.01-"Utiltiy” gt;:l:t%?_e'\s/llgrépggs For example 07_AT & T, 07_CL Designer 8
09.01-CL&P FIO CL & P For Information Only plans Designer 8
09.02-AT&T FIO AT & T For Information Only plans Designer 8
CTDOT Highway STD * CTDOT Highway Design Standard Index and Designer 1
Sheets required
CTDOT Traffic STD * CTDOT Traffic Engineering Standard Index and Designer 5
Sheets required

Issued 2-2013
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Label File contents Designer/

(Discipline Subset) (but not limited to) Firm
01.01_General Title Sheet, Detail Estimate Sheet Etc Lead
01.02_Revisions Index of Revision Sheets Lead
01.03_WtInd_Re-establish Wetland Reestablishment plans Designer 1
01.04_Stg_Acc. Staging and Access Plans Designer 1
02.01_Typ_Sections Typical Sections Designer 2
02.02_Alignments Alignment Geometry Designer 2
02.03_Plan Plans Designer 2
02.04_Profiles Profiles Designer 2
02.05_ROW_Brk Right of Way Breakout Designer 2
02.06_Drain Drainage Plans Designer 2
03.01_Branford_Station Branford Station Designer 2
03.02_Retaining_wall_2 Retaining wall details Designer 2
03.03_Architectural Architectural Details Designer 2
03.03_Mechanical Mechanical Details Designer 2
03.03_Electrical Electrical Details Designer 2
04.01_Guilford Station Guilford Station Designer 2
04.02_Architectural Architectural Details Designer 2
04.03_Mechanical Mechanical Details Designer 2
05.01_"Utiltiy” ztgt;:)?D_el\s;:grépgrgs For example 07_AT & T, 07_CL Designer3
06.01_CL&P_FIO CL & P For Information Only plans Designer 1
06.02_AT&T_FIO AT & T For Information Only plans Designer 1
CTDOT_Highway STD *CTDOT Highway Design Standard Index and Designer 1

Sheets required
CTDOT Traffic STD * CTDOT Traffic Engineering Standard Index and Designer 2
- - Sheets required

Issued 2-2013

Figure 22 - Multiple Site CTDOT Facilities Project Subsets
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Section 2 Digital Signatures for Contract
Plans

This manual refers to digital signatures in two ways: certifying signatures, and signing signatures.
The Engineer of Record will always digitally sign using a visible certifying signature. If multiple
signatures are required per document, the sub-engineers shall always digitally sign using a visible
signing signature after the primary engineer has applied his certifying signature. Certifying
signatures allow controlled changes, to the now certified document. These controlled changes
include; allowing PDF digital comments, and the application of additional signatures. Signing
signatures should always be accompanied by a note listing the sheets the signer is responsible for
within a subset.

In order to digitally secure a PDF document the signer(s) applies a digital signature(s) to only the
first sheet of each discipline subset(s), regardless of the number of pages the subset contains. This
single digital signature secures the entire document.

A graphic image of the signer’s signature must be created, and shall be used for the following two
purposes. First, it shall be attached to the digital signature and displayed when the digital
signature is applied. Second, it shall be placed as a watermark on all sheets a particular engineer
of record is responsible for, and is digitally signing. The watermark shall be placed on all sheets
in a working drawing submittal.

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.

2.1 Graphic Image of Signature

The following figure displays an example of both a state designer and a consultant designer’s
digital signatures, and their accompanying graphic image(s) of their signature(s).

The consultant engineer’s graphic image must contain his companies name and address; his
signature, his Professional Engineers stamp, or his Professional Architecture Stamp. The state
employee’s graphic image must contain only his signature. See Below.

- State Design
Digital Signature

== 1% page of Subset

. Consultant
Digital Signature

Scanned Signature "Graphic Appearance”

Figure 23 - Graphic Image of Signature

Although discipline subsets requires only one digital signature applied to the first page to
complete the certification process and ensure security; the CTDOT also requires that all
subsequent pages be watermarked with a copy of the engineer of records graphic signature before
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they are digitally signed. Watermarks containing these signatures are applied using Adobe
Acrobat or Bluebeam and are always placed in the border as shown. This is to prove validation of
a digital document if printed.

Watermark of State Design Graphic Signature

SCA

PROJECT T

DATE: N

ATION AFPROVED BY: e
\/

Watermark of Consultant Designers
Graphic Signature

Figure 24 - Watermark

2.2 Creating Graphic Image of Signhature:
2.2.1 CTDOT Staff:

The graphic signature of CTDOT employees shall consist of only their signature; P.E. stamps are
not required.

The following CTDOT employees need to create graphic images of their signatures: Principal
Engineer (required to digitally sign plans), Manager of State Design, and the Engineering
Administrator. CTDOT graphic signatures 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 if using Adobe or in Tiff if using Bluebeam, to an area on your

Figure 25 (Example of CTDOT Graphic Image of Signature — Used with Digital Signature and as a Watermark)

N
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2.2.2 For Consultant Staff:

Consultant Engineers shall create two different graphic signature images: one that shall

accompany their digital signatures and a different one that shall be placed as a watermark on all
the sheets the designer is signing for.

This section shows an example of a Professional Engineer preparing their graphic image of their
signature; Architect’s shall follow this section when they are preparing their digital signature.

The graphic signature that shall accompany the digital signature needs only 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 if using Adobe / in Tiff if using Bluebeam, to an area on your PC
or server, where you can easily access it for later use in the signature set-up procedure.

el N

Figure 26 ((Example of Consultant Engineer Graphic image of Signature — Applied to 1* page only with digital signature)

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 if using Adobe / in Tiff if using Bluebeam, to an area on your PC
or server, where you can easily access it for later use in the watermarking procedure.

ocouhrwNE

/,
\\2\03,0.95‘{"?0{(/,, Consultant Co. A
$¢.y“' DR &7 Address

5‘;{‘5 :29 : ;E
= : - ] -
' m:
\ NO. 18854 X é,‘-'~
’_OENSG?' \
Iofuk
Ju

Figure 27 (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:
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2.3 Setting Digital Signature Appearance Preferences:

Once the graphic signatures are created the digital signature appearance settings must be defined
as follows:

2.3.1 Adobe Signature Appearance

1. In Acrobat, go to Edit > Preferences > Security. Check “Verify signatures when the
document is opened” and uncheck both “View documents in preview document mode
when signing” and “Load security settings from server”.

Preferences

Categoaries:
- ” —Digital Signatures
ommenting =
Docurments ¥ Verify signatures when the document is opened Advanced Preferences. .. |
Full Screen [ ¥iew documents in preview document mode when signing
General
Page Display I~ Appearance VFa

Mew, ., |
3D & Multimedia

Accessibiity (2) Select /' Edit.., |

Batch Processing

Zatalog Duplicate |
Color Management

Convert From PDF [Delete |
Convert To PDF

Farms

Identity

International

Internet [ Security Setkings

JavaScripk [™ Load security settings From a server

Measuring {20}

—Server Setkings
Measuring (3070
Measuring {Gea) Uil I
Mulkimedia (legacy) . : —
Multimedia Trust (legacy) Settings must be signed by IAIIDW Anvy Certificate j
Meww Document I - Undate M

] -

Reading | | Check eversy: Wieek Ianth pdate Mavy |
Revigwing  2weeks 0 amonths || ask before instaling

o

L EreT
Securiby i

Speling ;I‘ (1) S I

QK Cancel

Figure 28 Preferences

2. Click the “New” button to create your digital signature appearance.
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3. On the next screen, name your appearance and import your graphic signature, either, a
signature only for state employees, or a P.E. stamp and signature, for consultants. In the

configure text selection, make sure Name and Date are checked. Select Ok when
complete.

Configure Signature Appearance

\\'I.'l“l"};

K \,”f"%fffg your commen name here
EE;' L your signing reason here
'-%J% o = 2009.01.21 12:52:15

b e -05'00"

i

Configure Graphic

Show: () Mo graphic Import Graphic from:
1 (%) Imported graphic Fila. . }
i+ Marme

Configure Texk

Showe: Mame [ JLocation [ ]Distinguished name [ ]Logo
Date Reason [ ]Labels

Text Properties

Text Direction: () auto () Lefttoright () Right ko left

Digits: | 0123456739 »

(0] 4 l F Cancel

Figure 29 Configure Signature Appearance
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4. In the Preferences Dialog, see figure 17, go to Advanced Preferences. Select options in

each tab in the following figures:

Digital Signatures Advanc

Werification |Creatiu:un I YWindaws Inteqgration

wWhen Yerifying:
"~ Use the document-specified method. Prampt if it is nok awvailable,
" Lse the document-specified method, Use the default methad i it is nok available,

% Always use the default method (overrides the document-specified method),

Default Method For Yerifying Signatures: I.ﬁ.du:ul:ue Default Security j

[ Require certificate revocation checking ko succeed whenever possible during signature verification

[ Ignore document walidation infarmation

—Werification Tirne
Werify Signatures Using:

" The current kime

" The time at which the signature was created

[ Use expired bimestamps

[ show timestamp warnings in Document Message Bar

% Secure kime (e.q. bimestamp) embedded in the signature if available, current time otherwise

Help | (o]

Zancel

Figure 30 Advanced Preferences
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Digital Signatures Advanced Preferences

3

werification | Creation | Windows Integration
Default Method to Use when Signing and Encrypting Documents: | Adobe Default Security L |
Include signature's revocation status when signing
Show reasons when signing
Show location and conkack information when signing
Enable Reviewing of Document YWarnings: ‘ hever w |
Prewvent Sigring Unkil Document \Warnings Are Reviewead: | Mewver W |
& ] (oo

Figure 31 Advanced Preferences

Digital Signatures Advanced Preferences

Verification || Creation | Windows Integration

Enable searching the Windows Certificate Store for certificates other than yours

Trust ALL root certificates in the Windows Certificate Store for the following operations:

Validating Certified Documents

Windows may be treated as trusted content. Care should be taken in enabling this feature.

/1, If either of these options are selected content from companies that have certificates installed in

OK l [ Cancel
Figure 32 - Windows Integration
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2.3.2 Bluebeam Digital Appearance

1. 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:

Documert Form Markwp Measure Window Help

= - S e B %®%- '5\ ~

= - 1 . = Process Flatten
Sign Document

NE 5 ’ " X Add Signature Field

| | : < Certify Document. ..

Documentl® = Validate Signatures
Digital IDs...

Trusted Identities. ..

Figure 33 - Digital Appearance
Next click on your ID and click Manage Appearances:

* % (1) Select ID

Name Location

i d:\Documents and Settingscalkinsmhapp
' td athew Calking “windows Certificate Store D

/ B (3) Double Click B

|
EH@D

|dentity
— ame:  Mathew Calking lzzued By: -
Organizationaglnit: Starts:
= Organization N&me:  AEC Applicat Expires:
E-mail Addregs:  mathew. cgfina{Eict. gow
— Courtry £ Regicg S
Usag® Digital Signatures ahd Data Encruption
I
= [ Export... (I Manage Appearances... ] .
(2) Click Manage
Appearance

Figure 34 - Manage Appearances
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3. Next follow the figure below:

Signature Appearance |X| .
Title: |I'v'|aﬁ's Signature ﬁ — Ty pe In hame
Graphic
O MNone o Browse to graphic
é File |X:WE_Admin\Dig'rtal_Signatures_Fnr_Waterrnar| @ Ap pea rance
Position: (#) Left ) Right ") Background
Text
REE», — Make sure these
) = [neushec flame ‘_ﬂrﬁ* settings are like
[ shown
(
[] Labels
Font Size: o Auto
Preview
<Name>
Y4 3B <Reason-
<Date> _— Click
=)

Figure 35 - Setting the Digital Appearance
4. Now the digital appearance will be saved and can be used to digitally sign.
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2.4 Watermarking Plans with Graphic Image of
Signature

The Engineer of Record (Principal Engineers for State Design), for each discipline, shall place a

copy of their graphic signature as a watermark on each page of each discipline subset, or working
drawing submittal that they are responsible for.

2.4.1 Adobe - Watermarking Plans with Graphic
Image of Signature

=

From Adobe Acrobat select Document> Watermark>Add.

2. Inthe Add Watermark dialog box browse to your graphic signature
(X:\V8_Admin\Digital_Signatures_For_Watermarks)

Adjust Scale Relative to page as shown below.

Adjust position as shown below.

Shall be placed on all sheets, except on the title sheet in the 01-General subset. This
sheet does not need a watermark. See figure below (#5) for selecting page range options.
6. Save settings when complete for future use.

ok w

2.4.1.1 CTDOT Designed Plans

Add Watermark PX|
Saved Settings: v [ Delete ]([ Save Settings... ] * (6) Select Page Range Options...
e ————————
Source Preview
Preview Page ’1_ 8§ of3 f
OText
(2) Select
Font: Size:/ (5) Select
Um = = =
G)File [MIc_watermark.pdf } (3) b

Page Mumber: Absolute Scale: f

ppearance

Rotation: (O -45¢ ®none (D452 Ocustom |or |2

Opacity: Jo|wow 3
Scale relative to targetpage  |3% £

-

Location: (®) Appear behind page () Appear on top of page

Appearance Options...

sition

Vertical Distance: ’ﬁ e |Inches v| from |Bott0m v| *_ (4) SeIeCt

Horizontal Distance: ’E ks |Inches v| from |Cenher V|
[ QK ] [ApplytoMuIﬁpIe] [ Cancel

Figure 36 Add CTDOT Watermark Dialog
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SIGNATURE/
BLOCK:

APPROVED BY:

OFFICE OF ENGINEERING

PROJECT

o e

Figure 37 CTDOT Signature Watermark

2.4.1.2

Add Watermark

Saved Settings:

Source

O Text

Font:

[11]
=

Size:

File |WS5P_PE_Address_A.jpg

Browse...

Ge==-)4(6) Select

Preview

-~

Preview Page |1 S

(2) Select

4

of 3

(5) Select

P.

Consultant Designed Contract Plans

3

‘age Range Options. ..

G)
Page Mumber: |

Absolute Scale: |

ﬂppearance

Rotation: (0 -45° (®hone (D45° (OcCustom [0° &
Opadity: Vo Jwoo% |2

Scale relative to target page  |7% s

Location: (%) Appear behind page

O Appear on top of page

earance Options...

\A

ﬂ’_osition

Vertical Distance: ’ﬁ Es

Horizontal Distance: ’3_ Es

\

Inches w | from |Bottom »

Inches

v | from |Center

[ o

] [ Apply to Multiple ] [ Cancel

Figure 38 Consultant PE Stamp, Company and Address - Watermark Dialog
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Figure 39 Consultant Completed Watermark

2.4.2 Bluebeam - Watermarking Plans with Graphic
Image of Signature (CTDOT and Consultant
Designed)

The engineer of record (Principal Engineers for State Design), for each discipline, shall place a
copy of their graphic signature as a watermark on each page of each discipline subset, or working
drawing submittal that they are responsible for. There are two ways to apply watermarks using
Bluebeam, see below for options 1 and 2.

Watermarking Workflow:

Option 1
1.

The watermark in Bluebeam is placed using the stamp function. First go to the Markup

tab and select Stamp and then choose your stamp. If your stamp is not in the list follow
section Section 7.3. If your stamp is in the list go to step 2.

Next Place the stamp in the border on the first sheet

| pr—

Place stamp in this
area in the border

F CONNECTICUT

JF TRANSPORTATION

SLOMATUIRE!
BLOCE

APPROUED AY:

OFFICE OF OCNGINEERING

PROJECT  TITLE:

145 Buck Plan,dan
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3. Next right click on the stamp and select “Apply to all pages”

Delete
Open Pop-Up Mote
Change Colors
Order
Alignment
Edit Action
Flatten
Comments

Lock Ctrl+5hift-+.

Reply

Add to Tool Chest

Set as Default

Apply to All Pages

Properties

Figure 41 - Placing Watermark on All Pages

If more than one group has to watermark this subset, browse to the pages the other group is
responsible for and delete the watermark. Then they can come in a place their watermark on
these sheets.

4. In Bluebeam a stamp is considered a comment so after all the watermarks have been
placed on the subset, we are going to “flatten” the comments onto the pdf so no one can
delete the watermarks. To do this go to Document>Flatten Markups. Use the default
settings and click OK.
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Option 2
1. Go to the Document tab and Pages>Apply Stamp.

Document Form Markup Measure Window

Sm-a @
Print E-ma 0

= ]
WAk N /nN

| ‘_ Insert Blank Page... Crl+5hift-+M

res

Documentl® = B = . Ctrl+5hift+

Ctrl+5hift+X

Rotate .. Ctrl+Shift+R
' CropPag Cirl4+Shift+C

Mumber Pages...

Figure 42 - Applying Stamps

2. Select stamp, input scale and coordinates, and page range as shown below.

Select stamp

Stamp Selection
XAVE_Admin'Bluebeam Stamps* Traffic ‘
@ﬂuck Harlow brx - |
Name:
Author: 1

Size: 3.77inx058in
Date: 10/18/2011 7:23 AM

Blend Mode: |Norrna| {none) Vl Rotation: |0 % | Degrees Choose Scale and
Qpacity: 100 % é_cale: 100 3™ ) pOSitiOn

Pagg Baag, Stamp
Gages All Pages (1 - 36) e |of 315) : |17.9610 Inches

T |20.7520 Inches

k Choose page
14 p|Fle[1cf1]: State Di;igﬁm&asgbtiongchor: o]

Pages Rance (136) OO0 Otek

Edi Stamp | [ Add Fies |

Figure 43 - Applying Stamps

3. In Bluebeam a stamp is considered a comment so after all the watermarks have been
placed on the subset, we are going to “flatten” the comments onto the pdf so no one can
delete the watermarks. To do this go to the Documen tab and select Flatten Markups.
Use the default settings and click OK.
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2.5 Digital Signature Fields

Digital signature fields are form fields created using Adobe Acrobat or Bluebeam, and are used to
house the digital signatures. Digital Signature form fields shall be superimposed onto form field
place holders. The form field place holders are cells that are placed in the MicroStation file on the
title sheet and the subset cover sheets and on any Addendum or Change Order Subset. The figure
below shows a CTDOT designed project with the form field place holders (circled) on the title
sheet and the discipline subset cover sheet.

E:;%.:E— CONNECTICUT DEPARTMENT OF TRANSPORTATION o

EDIT FOR
PROJECT

TITLE
Ferenin /ity of ## = SUBSET NAME
EDIT FOR

TOWNS_AND/OR INDEX OF DRAWINGS

CITIES -

000-0000 |-,

Figure 44 - Digital Signature Fields

The figure below shows a consultant designed project’s title sheet and discipline subset cover
sheet with their form field place holders.

5&; CONNECTICUT DEPARTMENT OF TRANSPORTATION (@)

EDIT FOR
PROJECT

TITLE ## - SUBSET NAME

sprciy o INDEX OF DRAWINGS

Townis)city
EDIT FOR
TOWNS AND/OR
CITIES

il

'0000-0000 =

Place holders determine the location and size of the digital signature form field.

Form field place holding cell library: CT_Digital_Sigs.zip

The digital signature place holder and form fields shall be created on the first page of each
discipline subset for each required digital signature.

All signature form fields need to be created for both certifying and signing signatures before any
digital signatures is applied to the document.
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2.5.1 Adobe - Creating Digital Signature Form
Fields

The following work flow explains how to add signature form fields to a PDF document.
1. In Acrobat select forms>Add or Edit Fields

Forms Tools Advanced ‘Window Help
@ Start Form YWwizard. ..
E Edt\\;jr Edit Fields. .. Shift+Ctrl+7

La Distribute Farm. ..
# ] Compile Returned Farms. ..

Manage Farrm Daka k
@ Track Farms. ..

v |=| Highlight Fields
Clear Form

QuickBooks ¥

Figure 45 Manually Placed Digital Signature Field

2. When this dialog box appears - Select No.

Add or Edit Form Fields x|
i Currently there are na form fields in this PDF, Do wou want Acrobat to detect:
form fields for vou?
es Mo

Figure 46 - Auto Detect Fields
3. Select Add New Field>Digital Signature.

g plot_01-31-2011.pdf - Adobe Acrobat Pro

File Edit Wiew Document Comments Forms To

h iiﬁ Add Mew Field ~ @. Prewview
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%ﬁ HOOg New Flena T IE”' FFEvIE

Texk Field
[v] Check Box

.#| Radio Button
List Bioz

1= Comba Box

|2 | Button

[%_] Digital 9-nature
[ Biarcade

Show Tools on Toolbar

Field Twpe Help

Figure 47 - Placing Digital Signature Field

Place the digital signature form field in top left corner of place holder and adjust bottom right
corner using handles.

DESIGNED BY!
CONSULTANT COMPANY NAME

Field Mame:
[signatrel
" Required field Show all Froperties

Figure 48 - Placing Digital Signature Field

DESIGNED BY!
COMSULTANT COMPANY NAME

Signature 1

Figure 49 Signature Field placed on Inside Box — Consultant Signature field

Next, click the Close Form Editing button located in the upper right hand corner of view.

Figure 50 - Close For Editing
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2.5.2 Bluebeam - Creating Digital Sighature Form
Fields

The following example shows how to place the (3) digital signature form fields on the 01-General
title sheet of a CTDOT designed project. For a discipline subset or a consultant designed 01-
General title sheet, only one digital signature form field needs to be placed.

1. Go to the Document tab and select Signatures>Add Signature Field.

Edit View Documert Com Markup Measure Window Help

Fiatten

d v

Security

L
a ' | X Add Signature Field X

F s R

—

Certify Document...
Documentl®
Digital IDs...

Trusted Identities...

Figure 51 - Adding Signature Fields
2. Next place three signature fields in the appropriate location and hit save as shown below:

THE DESIGN APPEARS TO CONFORM TO APPLICABLE CRITERIA. APPROVAL IS
NOT TO BE CONSTRUED TO MEAN THAT ALL ASPECTS OF THE DESIGN HAVE
BEEN PERSOMALLY CHECKED BY THE UNDERSIGMED.

=

SUBMITTED BY TRANSPORTATION PRINCIPAL EWGINEER P.E.
g

4PPROVAL RECOMMENDED BY MANAGER OF STATE DESIGN - SCOTT . HILL P.E.
[

[APPROVED TRANSPORTATION ENGINEERING ADMINISTRATCR - JAMES I NORMAN P.E.

Figure 52 - Placing Signature Fields
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2.6 Applying Digital Signatures
This section describes how to apply digital signatures. Subsets 01-General and 02-Revisions and

the Highway and Traffic Standard drawing subsets have unique requirements as described in the
following sections.

CTDOT projects shall have their subsets digitally signed after they have been uploaded into
projectwise because the Principal Engineer will be looking in projectwise to digitally sign
documents.

Discipline subsets designed by a single engineer shall be digitally signed, by the engineer of
record, using a single visible certifying signature, applied to the signature form field located on
the first page of each subset.

Discipline subsets designed by multiple engineers shall first be digitally signed by the Engineer of
Record who is responsible for the most sheets in the subsets. This engineer will apply a visible
certifying signature in the top most form field. The next Engineer of Record shall apply their
signing signatures in the subsequent form fields. This Engineer shall also include a reason, when
applying their digital signatures, listing the pages they are responsible for.

Digital signatures must be applied to digital form fields, previously created. See Section 2.5

2.6.1 Applying Digital Signatures to 01_General
Subset (FDP and Addendum Subsets)

CTDOT DESIGNED PROJECTS:
The following procedure applies to both the 01_General subset at FDP and any 01_General _A#
subset.

The project title sheet of the 01_General subset shall first be digitally signed by the lead
discipline’s Principal Engineer, using a certifying signature. The Principal Engineer should
make sure that all three digital signature form fields (blue boxes in the signature block) areplaced
before signing, as these forms cannot be added after the document is digitally certified. After
processing has approved the 01_general subset for Advertising, the Manager, and the
Transportation Engineering Administrator shall digitally sign the same sheet directly below the
principal’s signature, using a signing signature while the plans are in the Manager and
Engineer Admin. Sign state.

Processing shall notify the lead designer when the 01-General subset is placed in the Manager
and Engineer Admin. Sign state. The lead designer shall then coordinate the digital signing by
the Manager and Engineering Administrator of the 01_General subset. When both signatures are
applied to the plans, the lead designer shall then notify processing that the 01-General subset has
been signed.

See Section 2.6.7 Applying Digital Signature Workflows

Note: When digitally signing the 01_General subset all signers shall leave the reason code blank.

The following image shows a typical project title sheet from the 01_General subset that is
digitally signed:
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CONNECTICUT DEPARTMENT OF TRANSPORTATION
BEAM END AND
BEARING REPAIR IN DISTRICT 4
Town(s)/Clty of
SEYMOUR
BEACON FALLS
SUFFIELD
FARMINGTON
SOUTHBURY
MIDDLEBURY
HARWINTON
WATERBURY
BURLINGTON

MAINTERANCE
(Y N] RESPONSTBIIITY PROJECT &
) o o comecTEvT oeims

N ENERAL STANDARD DXISTING COMVENTIONS

Figure 53 - Title Sheet Digital Signatures

THE DESIGN APPEARS TO COMFORM TO APFLICABLE CRITERIA, APPROVAL 15
ROT TO BE CONSTRUED TO MEAN THAT ALL ASPECTS OF THE DESIGN HAVE
BEEN PERSONALLY CHECKED BY THE UNDERSIGNED,

= William Britnell - — R
/EM /G 101195 15:459 0500 Visible Certifying Signature

SUBMITTED BY: TRANSPOATATION PRINCIPAL ENGINEER - WILLTAM W, BRITNELL, P.E,

Scott Hill
Ao @ Ylens 2010.11.30 09:14:07 -05'00" Visible Signing Signatu re

APPROVAL RECOMMENDED &Y MANAGER OF STATE DESIGM = SCOTT A, HILL, F.E,

James H. Norman . o )
2010.11.30 12:33:01 -05'00" Visible Signing Signature

AN, P

Figure 54 Example: CTDOT 01_General.pdf, Project Title Sheet Digital Signatures
CONSULTANT DESIGNED PROJECTS:

The project title sheet of the 01_General subset shall be digitally signed by the lead consultant,
using a certifying signature.

See Section 2.6.7 Applying Digital Signature Workflows

When more than one consultant works on a CTDOT digital project the project manager (prime
consultant) shall apply a visible certifying signature to the first page of the 01_General subset.

By applying this signature the prime consultant is accepting responsibility for the entire set of
digital contract plans. However the individual subsets shall be signed by the corresponding firms.

Note: When applying certifying or signing signatures leave the reason code blank.
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2.6.2 Applying a Digital Signatures to 02_Revisions
Subset

This section applies to both CTDOT designed projects and Consultant designed projects. The
figures contained in this section show a consultant signature, but the workflows are the same.

This subset does not need to be signed at FDP. This subset must be signed when the sheet is
filled out for an Addendum or design initiated change order, whichever comes first.

The first index of revision sheet(s) located in the 02_Revisions subset shall be digitally
signed by the lead designer, using a certifying signature.

1. The lead designer shall apply a certifying signature as described in section 2.6.7
Applying Digital Signature Workflows with the following EXCEPTION; the option
“No Changes Allowed” must be selected to eliminate unauthorized changes after
certifying the document. See the figure below:

Certify Document

Sign As: |Maﬂ'|ew Calkins v| ]

Certificate Issuer: Mathew Calkins Infao...

Appearance: |I'~"I.athe'.-\' 1. Calkins V|

i Mathew Calkins
Moy § @hin 20120123 @
/ 09:09:25 -05'00"

Additional Signature Information @

Reason: |.;:|-..;.|-,E;=. A |

Location: |Newington CT

Contact Info: |

Permitted Actions After Certifying
f_

Mo changes allowed " |

.

[ Sign l [ Cancel ]

Figure 55 Certifying Dialog Box for 02_Revisions.pdf
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2.6.3 All Other Discipline Subsets - Single
Signature

This section applies to both CTDOT designed projects and Consultant designed projects. The
figures contained in this section show a consultant signature, but the workflow is the same.

Each discipline subset shall be digitally signed with a visible certifying signature, by ONLY the
responsible design engineer. As shown below.

See section 2.6.7 Applying Digital Signature Workflows

DESIGNED BY: \\“"””I/ i
CONSULTANT COMPANY NAME \\\:\203 %9:!3;0):;,/, William Pratt
— ¢ “ [
SEIHR 552 2009.01.27
-ﬁl ' :

=3 vosess &= 10:46:19
| O,fi/m A\ﬁ‘\\\\ | -05'00'

Figure 56 CTDOT Certified Plan Subset

2.6.4 Standard Drawing Subsets - Single Signature

This section applies to both CTDOT designed projects and Consultant designed projects. The
figures contained in this section show a consultant signature, but the workflow is the same.

Only the standard drawing subset index sheets, Highways and Traffic Standard Drawings, need to
be digitally signed with a visible signing signature, by ONLY the responsible design engineer.
See section 2.6.7 Applying Digital Signature Workflows

2.6.5 All Other Discipline Subsets — Multi-
Signatures

This section applies to both CTDOT designed projects and Consultant designed projects. The
figures contained in this section show a consultant signature, but the workflow is the same for
CTDOT designed projects.

Multiple signatures per a single subset are required where two or more disciplines/firms are
responsible for one subset.

The lead designer that is responsible for most of the pages within a discipline subset shall
digitally sign the subset using a certifying signature, and leave the reason code blank. See
Section 2.6.7 Applying Digital Signature Workflows

Once certified by the subset lead, the remaining designers(s) shall digitally sign the same subset
using a signing signature, and complete the reason code with a note stating which pages,
contained in this subset, that they are responsible for. See table 2-1 below:

See Section 2.6.7 Applying Digital Signature Workflows
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Table 2-1 Reason Codes for Prime and Sub Consultants

Designer Certify Responsible Reason Code
or Sign Sheet
Numbers

Lead Designer Certify
Sub-Designer 1 Sign 03.78 Thru I am Signing for Sheet Nos. 03.78 thru

03.88 03.88
Sub-Designer 2 — | Sign 03.88 Thru I am Signing for Sheet Nos. 03.88 thru
etc. 03.98 03.98

2.6.6 Working Drawings

Working drawing submittals, plans, calcs, and supplemental documents shall be digitally signed
in accordance with section 2.6.7 of this manual.

2.6.7 Applying Digital Signature Workflows
2.6.7.1 Adobe

This section applies to both CTDOT designed projects and Consultant designed projects. The
figures contained in this section show a consultant signature, but the workflows are the same.

Visible Digital Signature using a Certifying Signature Workflow:

1. Right Click on the signature field and select Certify with Visible Signature.

o Sian Document

( ‘@ Certify with Visible Signature
Right Click
o " EAST HARTFORD Ta2-312
PAVEMENT PRESERVATION AT ARTEOR
OF I-B4 AR TITE HWY-01
HIGHWAY COVER SHEET [=+&
03.01

Figure 57 Certify with visible Signature
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2. Select appearance and permitted actions as shown below:
Certify Document IX'

Sign As: |Maﬂ1ewCaIkins v| @

Select correct
Certificate Issuer: Mathew Calkins Info...
/ apperance

( 1\
Arance: athew 1. Calkins

Appe L 1Lc vb

Mathew Calkins

Matlear f (i 20120123 @

09:13:531 -05'00°

Additional Signature Information G

Reason: |=:nnne:> hd |

Location: INewing‘mn cT

Contact Info: I
Permitted Actions After Certifying @ SE I ECt th iS
G};nnomﬁons, form fill-in, and digital signatures VD 0 pti 0 n

[ Sign ] [ Cancel ]

Figure 58 Consultant Designed Certify with Visible Signature

3. Next it will ask you to save the document. Make sure to overwrite the existing document.
4. Enter password and click OK. The document will now be digitally signed.

| 88338268

Fleaze tppe vour Pazzphraze
and presz the Enter key, or

ok, |
click DE:
[
Figure 59 Digital Signature Pass-phrase
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5. The document is certified correctly when there is a blue banner displayed on the top of
the sheet and in the signature properties it must say, “Only commenting, form fill-ins, and
signing and page adding actions are allowed.”

e orudis

ﬂ Certified by Joseph C. Cancelliere <joseph.canceliere @ct.gov>, State of Connecticut, certificate issued by GlobalSign CA for Adobe.

Ig Signatures b

kS
= ‘2 Certified by Joseph C. Cancelliere <joseph.cancelliere@ct.gov>:
o ( Only commenting, form fill-in, signing and page adding actions are allowed

Valid certified Document:
Document has not been modified since it was certified

Signer's identity is valid

B - Validate Al

Signature is timestamped.
Signature Details
Last Checked: 2012.03.26 09:39:37 -0400°
Field: Signature1 on page 1

RL§TH, 1013808
lﬂ'ﬁ“?ﬂ.‘ul _$_
EA T
w7
o
R
FROPOSED mil\

[ropea—

Figure 60 - Certified Correctly
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Visible Digital Signature using a Signing Signature Workflow:
1. Right Click on the signature field and select Sign Document.

THE PR e L y—
HOT T BE COMITRAED TOI HEAM THAT AL ATPECTS OF THE SESEGH HAVE
DM MEeGOHeLLY THECKTE [V THD UMDTAITHED
7 ol Mathew Calkins
s Howr Lafdeivs 2012.01.23 D2:21:28
il 2500
¥ 05

THE DA APPSR T CORFCEY T APLLARLE CSTTIRLA, ARRRSRL I
MOT T b AT TG MEas THAT SLL ACPETS OF THE fElin Have
RN, P NALLE CHETRED,, B, THE LN

Right Click

TIRAELT 0

Figure 61 Signing a Document

2. Select appearance and type in a reason following section 2.6.5.

Sign Document E|
Sign As: | Mathew Calkins W | 7]
Certificate Issuer: Mathew Calkins Info...

‘ Appearance; |Maﬂ1ewJ.Calkjns V| ’

A A Mathew Calkins
Ml - (allin 20120123 @
’ 09:32:58 -05'00"

Type in
a reason

[JLock Document After Signing

@

D

Additional Signature Information

Geason: |I am Signing Sheet Mos. 03.03-03. 13|

Location: |Newingt0n CT

Contact Info: |

[ Sign ] [ Cancel

Figure 62 Signing with Reason Code

3. Next it will ask you to save the document. Make sure to overwrite the existing document.
4. Enter password and click OK. The document will now be digitally signed.
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2.6.7.2 Bluebeam

This section applies to both CTDOT designed projects and Consultant designed projects. The
figures contained in this section show a CTDOT signature, but the workflows are the same. The
Consultant designer will only have (1) signature.

Visible Digital Signature using a Certifying Signature Workflow:
1. Leftclick on the signature field and then update the settings as shown below:

Select your ID and

: / select as shown
Click on the signature
/" to certify
THE OCSIGN APPCARS TO g«;k TO APPLICADLE CRITERIA. APPROVAL IS
BEEN PERSONALLY COHECKED DY THE UNOCRSIGNED.
'-a- o
SOnaL SECOMOED B maalEh OF STATE DESHN - SO A vl FE A
F Mast's Snature Y ESI
Mathew Calkin
WHOAD TRaGFRTATIIN DENETANG AIOTTRATIR - JWES 1 NFown 71 s
Méﬁ 2011.10.18 10:
38:10-04'00'

Figure 63 - Certifying Signature Bluebeam
2. Next click “Save To” in Projectwise and select overwrite existing file:

ged In

QCALIon

ctdot projectwiseonline com:CTOOT

i ProjectWise Vi Log

[ ok ][ cancel |

ProjectWise Overwrite File

The file TT_DOC_PUE__Intro to Bluebeam pdf® already exists
A in ProjectWise.

Do you want to ovenwrite. Select ‘MNo'to save as a new
filename.

fes MNo ] [ Cancel ]

3. Then check the document back into Projectwise.
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Visible Digital Signature using a Signing Signature Workflow:

Once the prime engineer applies his certifying signature the additional signing signatures can be
applied by the sub-consultants as follows:

1. Leftclick on the signature field and then update the settings as shown below:

S0 x|
Tow 0 Select your ID, a reason
Click on the Vahow Cabars 3 - if necessary and select
Passwoed
/ signature / as shown

© Dipzai Signature
YN .K 1M mi TO (ow-cm- I) Mfm ITERZA. APPROVAL 1S
0 te ¢ D 10 betan OF THE DESIGN. MAVE N e
lmu nu-.-uu o; XIO B .,< wol Permyned changes aher cendying
, Mu C:lldns
10.18 10:40:43-04'00 v
Reason v /
UG TTES 87 ShacTu 1t N MOCIR. DEL b ( ) /

Mat's Soratue ) =N
Mathew Calkin

s
Mé—:zon.w.ww:

40:46-04'00"

Figure 64 - Signing Signaure Bluebeam

2. Next click “Save To” in Projectwise and select overwrite existing file:

iff ProjectWise Vi ctdn t projectwiseonline.com:CTDOT

ProjectWise Overwrite File

The file TT_DOC_PUB__Intro to Bluebeam pdf’ already exists
A in ProjectWise.

Do you want to ovenwrite. Select ‘MNo'to save as a new
filename.

fes MNo ] [ Cancel ]

3. Then check the document back into projectwise.

Issued 2-2013 54 Version 2.06



Connecticut Department of Transportation Digital Project Development Manual

Section 3 Submitting Documents to CTDOT

Projectwise

DIGITAL CONTRACT PLANS:

The CTDOT will consider all digital contract plans submitted for its use “official” contract
documents; the engineer of record shall not alter these documents unless explicitly asked to by
the CTDOT, and shall only alter what was requested. Consultant engineers submitting changes
that were not requested or submitting requested changes outside the processes in this manual may
be held liable for damages.

Check the following for completeness prior to submitting digital contract plans to the CTDOT.
When submitting preliminary plans only step 1 needs to be performed. All steps shall be
completed in accordance with this manual.

1. Project Manager should obtain the number of discipline subsets and notify each
discipline of their subset number for sheet numbering. FIO subsets shall be last.

2. All pages of the discipline subsets contain a footer displaying the sheet number.

3. All pages of the discipline subsets display a graphic signature of the engineer of
record (watermark).

4. The first sheet of each discipline subset shall be digitally signed by the engineer(s) of
record, and shall contain a list of drawings contained in that subset. In addition, the
first page of the 01_General subset must contain a list of subsets contained in the
project.

5. All sheets contained in any FIO subsets must be labeled, “For Information Only”

DIGITAL CONTRACT SPECIFICATIONS:

The Designer shall submit individual word documents for each specification into Projectwise, see
section 3.2.7. Specifications shall be prepared in accordance with the Departments policies and
procedures for Contract Development. CTDOT Processing shall combine all specifications into
(1) PDF document for the contract.

DIGITAL SUPPLEMENTAL CONTRACT DOCUMENTS:

Supplemental contract documents shall include but not limited to the list below:
e Proposal Estimate, with signed checklist.

Federal Estimate

Calendar Day Estimate

Final Design Report

Categorical Exclusion

Design Approval Letter

Environmental Permits

DBE/SBE Approval with percentage

Commitment list

Agreements

Proprietary Item Approval

Stand alone Transportation Management Plan Document, taken from the final design

report

These documents shall be submitted to CTDOT in PDF format, except the proposal estimate, this
shall be in an “.est” format. If these documents do not need to be digitally signed, they may be
signed and scanned into PDF, however the minimum page size shall be 8.5 x 11 and the
minimum resolution shall be 200 dpi.
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3.1 Final Design Plans, Specifications, and
Supplemental Document Checklist

The following checklist is made up of two sections. The first section lists the final steps required
prior to delivering digital contract plans, specifications, and supplemental documents. The second
section lists the project manager responsibilities, after files have been submitted into Projectwise:

Designer Checklist

Check Task Section in Manual for
Instructions
1. Complete CAD files for final PDF Publishing NA
2. Publish Discipline Subsets to PDF Section 1.4 step 11
3. Post Process Discipline Subsets in PDF Software
a. Apply Sheet Numbers Section 1.6.2
b. Apply Page Labels Section 1.7
c. Apply Watermark Section 2.4
d. Apply Digital Signatures Section 2.6
4. Prepare Standard Subsets Section 1.4 step 6
a. Download latest from Web
b. Updated index sheets accordingly
c. Delete sheets that are not required
d. Digitally sign the index sheets
5. Upload Discipline Subsets into Projectwise Section 3.2.30r3.2.4
6. Prepare specifications in word format Section 1.4 step 18
7. Combine and Upload specifications in a zip folder into Section 3.2.5
Projectwise
8. Upload supplemental documents into Projectwise Section 3.2.6
9. Notify Liaison Engineer, if a consultant designed
project, when documents have been uploaded into
Projectwise
10. Notify Processing when documents have been
uploaded into projectwise after the project manager
has completed their check list below
Project Manager Checklist
Check Task

1. Check tasks 1 thru 8 in the designers checklist have been completed correctly

3.2 Project Data Transmission

CTDOT is currently using Bentley’s ProjectWise as a data management software for digital
projects. Projectwise allows the CTDOT, and authorized business partners to access its data
anywhere internet access is available. Projectwise shall be used by all consultant engineers
delivering digital contract documents.

3.2.1 ProjectWise

Consultant engineers may use either Projectwise thin client or Projectwise thick client.

Thin client is a web based version of Projectwise, which does not require any software
installations. All that is required to login to the appropriate webpage is a user name and password
supplied by CTDOT. Thin client allows access to the CTDOT dataset anywhere internet access is
available. The thick client conversely requires the installation of the Projectwise client software.
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In addition to performing all the functions of thin client; thick client has the addition
functionality:

- Delta file transfer — Improves speed of downloads
- Managed workspaces — Eliminates the need to install the CTDOT DDE
- Attributing multiple documents at once

Users can get Projectwise Thick Client for free if they have an active license of Microstation.
Download Projectwise Client from Bentley using your select ID. Once Projectwise is installed on
your computer use this document to connect to the datasource:

Connecting to Datasource Using Thick Client

The following workflow shows how to log in and change your password: Projectwise Log in

Consultant firms are usually given (2) user names that can be used by the whole firm. More than
one person can use the user name at a time. It is the firm’s responsibility to manage the user
name and password in cases where employees leave and work at another firm. This way the
employee that leaves cannot use their old company’s user name and password.

3.2.2 Projectwise Folders for Contract Documents

This section gives directions on which folder contract documents will be submitted in
Projectwise.

100_Contract Plans (PDF) — This folder contains all Contract Plan Discipline Subsets. This
includes all Final plans, Addendum plans, Design Initiated Change Order, As builts, and FIO
Plans.

110_Contract Specifications (PDF) — This folder contains the Final, Addendum, and
Construction Order Requests Contract Specifications packages. The designer will NOT submit
Final or Addendum specifications into this folder; they shall submit Final Specifications and
Addendum contract specifications in word format, into the 240_Contract Development folder.
The designer can only submit change order specifications into this folder.

CTDOT finalizes the FDP and Addendum Specification Packages into one PDF file and places
the final package into this folder.

120_Contractor Submittals (PDF) — This folder contains all working and shop drawings
submittals.

210_Construction — This folder is used by CTDOT construction.

240 _Contract Development — Designer shall submit the following supplemental contract
documents into this folder:

o All contract specifications and Notice to Contractors (NTC), in word format, both final
and addendum specifications
Proposal Estimate

Federal Estimate

Calendar Day Estimate

Final Design Report

Categorical Exclusion

Design Approval Letter
Environmental Permits

DBE/SBE Approval with percentage
Commitment list
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e Agreements
e Proprietary Item Approval

e Standalone Transportation Management Plan Document, taken from the final design
report

310_Preliminary_Design_Documents — The designer shall submit all preliminary design
documents into this folder. This includes plans, specifications, reports, estimates, etc.

Contract documents shall be uploaded into the appropriate folder as described above and
attributed in accordance with the following sections.

3.2.3 Uploading Documents - ProjectWise (Thin
Client)

The following shows how to upload Contract plans into the 100 Contract Plan folder in
Projectwise, but this procedure can be followed for uploading documents into any folder in
Projectwise.
1. Once logged into Projectwise browse out to project and folder you need to upload into.
Then select the Interface “CTDOT _Attributes” and the make sure the View
“Documents”.

ProjectWise Content hd

Folder Document Tools Help

—
j o | %berface: ‘ CTDOT_Doc_Code VIDWEW: | 100_Contract_Documents ~
e = : =
(’,) I_Z, |pw:'\\ctdot‘projact/\'\seonhne‘com:CTDOT\Documants\U1 - CTDOT Projects\§011_01514120_Contractor_Submittals (PDF)Y ” ~#| of D
L

>
~
Label (User Defined) Sub Category Description \ Description Created ” Discipline | Main Category = Sub Category State

Make sure these are selected
before uploading any document

Figure 65 - Selecting the Appropriate Interface and View

Advanced Search Go E‘Uki
Z £y
5, G
ProjectWise Content (2) Document > Upload - or e
Folde ‘ o0ls V ProjectWise Navigation -
| e |CT|:)OT—DDC—E i | | View: |CTDOT_C0ntract_[ b @ ctdot.projectwiseonline. com gP\"J’ONLINEWamew.CaIkins
N J -
& oot J:coorpocume| of 1 G Doaments
) |_Description Descriptior i t" P1-CTDOT Projects
P4 ﬂ.’ 01-General. pdf L’" 1078010
Sl 4 0999 123
2 _ A e
@ (1 ) Select Proj ect a nd — E 110_Contract_Specifications (PDF)
= _Soil_Archaeological_Misc_Reports (PDF,
B [ 130_soi
5 100_Contract_Plans (PDF) B 210_Consructon
= fO I d er - I;, 310_Preliminary_Design_Plans (PDF)
¥ I;_ 320_Permit_Applications
U: [ 500_Pre-Design
¢ (e 2 H-@% Saved Searches
iy H-[i 02 - CTDOT Bridge Files
Project L4 M H-[ 03 - CTDOT Traffic Signals
General g H-[l] 04- CTDOT Legacy Project Flans

Figure 66 - Uploading Document into Projectwise (Thin Client)
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Select Files to Upload

My Recent
Documents

[

Desktop

My Documents
My-Cnrnputer

Wy Netwoark
Flaces

Look in: I @ Desktop

x| e

@Miaoso& Qutlook 2003 =) Working Folder

& |PeopleSoft Login ﬂJ ~&gital_Signature_Submission_P1
(42 Snaglt & B 01-General.pdf

QSnagIt Studio : j s Addendum_1.¢
@Pstyle Builder

=) Bridge Internet L
=) Change Order 9 301-106 New Haven Railyard

4—1_230rigina|_DiFf.pdf
CT)dms 17927 B 04_Traffic.pdf
ome Select document 8 os7-+000 besign.paf
] b o B 2010 10 18.pdf
@New% u pload

B 92531_02-08_HwY_A3.pdf
[CiMew Folder (2) B 92531_02-08_HwY_A3_Summar
() Mew Falder {3) B 93531_08-14_WALL-112.pdf
() Test B 093165_5B_southEast_Wingwall
(L workflows B 1370153_5B_Wingwall_Details.pi

< | g4

File name: IﬂZ—Revisions.pdf j Open
Files of type: | ~| Cancel |
A

Figure 67 - Selecting File to Upload

Once the document has been uploaded it needs to be attributed and the document and file names
need to be changed. Also the document description must be entered explaining what the subset
contains. Attributing the documents is important and required because (1) these attributes replace
sub-folders and allow for easy searching, and (2) the document and file names become a
concatenation of all the attributes, so when the document is exported the file name makes sense.

Follow the figures below for attributing a document within projectwise:

Folder Dowment Tools Help
MR 2 v Bl | = |1nberfaoe: [ cTDOT_Doc_Code v\|\ﬂew: [ 100_Contract_Documents -
% | @ B "pw:\\cbdut.projectwiseunhne‘com:CFDOT\DDcuments\Dl-CI'DOTPrujects\OD11_0151‘\100_Conhact_Plans (PDF)\ 44 of 1 b M
Label (User Defined) | Sub Category Description Description File Name A
i / 01_General Plans_04 - Final Plans (Adv) 01_General CT_CON_FPL_0011-0151_01_General.pdf
"L 7 02_Revisions Plans_04 - Final Plans (Adv) CT_CON_FDP_0011-0151_02_Revisions CT_CON_FPL_0011-0151_02_Revisions. pdf
= 7 02_Revisions_A01 05 - Addenda 02_Revisions for Addendum 1 CT_CON_ADP_D011-0151_02_Revisions_ADL.pdf
=/ 03_Highway Plans_04 - CT_CON_FDP_0011-0151_03_Highway CT_CON_FPL_0011-0151_03_Highway pdf
T # 03_Highway_A01 Plans_05 - Addenda 03_HIGHWAYAL CT_CON_ADP_D011-0151_03_Highway_AQ1.pdf
=T 7 04 Traffic Plans_04 - Final Plans {Adv) FDPRiQ]h{t&Gﬁ k FPL_0011-0151_04 Traffic.pdf
Ll - - ck on subsgt™ oot iehes
= 7 05MpC Plans_04 - Final Plans {(Adv) CT_CON_FDP_00178151_05_MDC CT_CON_FPL_0011-0151_05_MDC.pdf L
= S 06_one Plans_04 - Final Plans (Adv) Cr_coN_FDParﬂdsﬁe:leCt Propertm_FPL_UDI143151_06_CNG‘pdf
L 7 o7_aTeT Plans_04 - Final Plans (Adv) CT_CON_FDP_0011-0151_07_AT&T CT_CON_FPL_0011-0151_07_AT&T.pdf »
&) t)
ProjectWise Properties
General | Document References | AuditTral |
H Document ”~

File

{3 attributes ) e

Issued 2-2013

—————— Expand the
attribute tab

Discipline

erTJ

Main Category Main Category Description
CON ] [Cortract Plans & Specs

Sub Category

FOP L]

Sub Category Description

Project No. From Properties

Label (User Defined)

e —

Figure 68 - Assigning Attributes to Documents
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[Re

ientReferences | Audit Trail

Discipline

[ =)

Main Category

CcON =
Sub Categary Fill in the appropriate

o | document attributes
Project No. From Properties /

(_Labe\ (User Defined)

ain Category Description

F

ub Category Description

01_General Q
Document Descrintion
Title Sheet, Detailed Estimate, Location Plans
\_ " "
CT Code (Auto Fill In) SeIeCt Save
Figure 69 - Selecting Attributes
Attributes:
Discipline: CT

Main Category: CON = Contract Plans & Specs (PDF)
CNS = Contractor Submittal (Working Drawings, Shop Drawings, RFI’s)

Sub Category:
If CON is selected:
FDP = Final Design Plans, DCD = Design Completion Data, DCD2= Design
Completion Data 2, FPL = Final Plans, ADP = Addendum Plans, ACD =
Addendum Completion Data, DCO = Design Initiated Change Order
If CNS is selected:
WDP = Working Drawing for Permanent Structures, WDT = Working Drawings
for Temporary Structures, SHD = Shop Drawing
Label:
Contract Plans
e Name of the subset, 01-General for the General subset.
FDP and DCD submittals shall always have the same label.
ADP and ACD submittals shall always have the same label (01-General A##)
DCO Submittals shall have the label 01-General C##.
CTDOT standard drawing shall be “CTDOT_HIGHWAY_ STD” and
“CTDOT_TRAFFIC STD”.
e For Information Only subsets, FIO must be included in the Label, 11_AT&T _FIO.
Contractor Submittals
e Item Number

Description:

Contract Plans

The document description must be entered explaining what the subset contains.
Contractor Submittals

Describe the submittal.
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After save is selected notice the document and file names match the CTCode and the document
description updates to what was typed in above. You may have to hit refresh to see this change.

(=l Document
Document Mame CT_CON_FDF_0011-0151_01_General pdf
Document Description | Title Sheet, Detailed Estimate, Location Plans

Version

Sequence 0

Workflow Contract Plans Processing
State ADVERTISE
Application Acrobat PDF
Department <none>
—— Gt Notice the document name,
ouTo document description, and
on 1/17/2012 :42 PM -
=Tt e file name are updated
COn 8/5/2011 5:51PM
Updated By CTCodeChangeMonitar
On 1/19/2012 12:56 PM

B File o

@ Name CT_CON_FDP_0011-0151_01_Generalpdf )

File Size 1.61MB (1,683,824 bytes)

Figure 70 - Document Name, Document Description, and File Name

3.2.4 Uploading Documents - Projectwise (Thick

Client)

This section gives direction on how to upload and attribute contract documents, for both one
document and multiple documents. All files must be named according to the, naming

conventions in this manual.

3.2.4.1 Uploading and Attributing a Single

Document

The following figures give direction on how to upload and attribute files one at a time into

Projectwise:

1. Select the Interface “CTDOT _Attributes” as shown below, if the interface box is not

shown go to View>Toolbars and select interface.
2. Drag and Drop files into the correct folder in the Project.
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e - B[D &
#-[sewa 0 Y] | (e oo o coee 9]

Address ‘ pw:\\ctdot, projectwiseonline .com: CTDOT\Documents\31 - CTDOT Projects0310_00621I00_Contrget_Plans (PDF)\

= | ¥ ConnDOT (mjc-admin) ~ List |. Geospatial

=" Documents =
i Label Defined
5[’ 01- CTDOT Projects S epied)

(%% 0015_0335 #"2101.01-General

[* 0017_0183 % 01.02-Revisions

% 0034_0334 # "2 01.03-5tation_Plans

[1* o040_0136 A" 01,04Environmental i

(1% 00s6_0309 ZTotosamrak Force (1) Make sure the interface

[** 0063_0543 & 0093_0180 CTDOT_Highway_STD  j§ "CTDOT_Doc:_Code“
1% 0o63_08672 # ") CTDOT Traffic_STD

L% 0079_0230

|/ o0s2_029%

% 0084_0106

[/ 0083_0178 & 0093_0166
[ 0092_0531-0622-0627
[** 0092_0532

[ 0092_0813

[** 0092_0834

|/ 0092_0833

[* p107_0158 L (2) Select Project folder and
2% 0108 0178 then 100_Contract Plans

L™= 0110_0129

(" 0138_0221 / folder

% 0133_0232

|/ 0150-0126

% 0152_0148

/% 0153_0207

[ 0166_009%

[ 0170_2296 —

[ 0300_0138

[* 0301_0059 o

[%* 0301_0106 (3) Drag and drop discipline

£

/% 0301_0125 subsets

| 0301_0140

{1 0310_o038

|/ 0310_0056

% 0310_0057

|/ 0310_0058

{1 0310_0058

Gl &

£ 0310 006
=7 100_Contract_Plans (PDF)
L7 110_Contract_Spedifications (PDF)

' 120_Contractor_Submittals (PDF)
130_Soil_Archaeological_Misc_Reports (PDF)
210_Construction
220 FHWA
230_Contract_Administration
240_Contract_Development
241_Contract_Development_Confidential
310_Preliminary_Design_Documents{PDF)
320_Permit_Applications <
330_Design_Data

=3}

=l
|S1SARLSASARASAGAGAS

Figure 71 - Uploading Into Projectwise (Thick Client)

Select the “Advanced Wizard”
Click “Next” until you reach the figure below:
Fill in the appropriate attributes as shown below:

ok w
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r x)
Define Document Attributes
You should define environment specific document attributes
&
Discipline ) ) ;
e v | - (1) Filljin the appropriate
Main Category | Main Category Description attributes and description

COMN i Cortract Plans & Specs

Sub Category Sub Category Description
FDP w Plans_02 - Final Design Plans

Project No. From Properties
0011-0151

Label (User Defined)
01.06-Station Plans v

Document Description
Westbrook Station plans

CT Code (Auto Fill In)

CT_CON_FDP_0011-0151_01.06-Station P -
SO e e | (2) Click Next

e

[ <Back{ ][ Net> | ] cancel |

Figure 72 - Attributing (Thick Client)

Attributes:
Discipline: CT
Main Category: CON = Contract Plans & Specs (PDF)
CNS = Contractor Submittal (Working Drawings, Shop Drawings, RFI’s)

Sub Category:
If CON is selected:
FDP = Final Design Plans, DCD = Design Completion Data, DCD2= Design
Completion Data 2, FPL = Final Plans, ADP = Addendum Plans, ACD =
Addendum Completion Data, DCO = Design Initiated Change Order
If CNS is selected:
WDP = Working Drawing for Permanent Structures, WDT = Working Drawings
for Temporary Structures, SHD = Shop Drawing
Label:
Contract Plans
e Name of the subset, 01-General for the General subset.
FDP and DCD submittals shall always have the same label.
ADP and ACD submittals shall always have the same label (01-General _A##)
DCO Submittals shall have the label 01-General _C##.
CTDOT standard drawing shall be “CTDOT_HIGHWAY_STD” and
“CTDOT_TRAFFIC_STD”.
e For Information Only subsets, FIO must be included in the Label, 11_AT&T_FIO.
Contractor Submittals
e Item Number

Description:

Contract Plans

The document description must be entered explaining what the subset contains.
Contractor Submittals

Describe the submittal.
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6. On the Document Properties page nothing needs to be edited. There is a tool that will
copy the CTCode into the New document name and New document file name fields.

7. On the create document page click next and the document will be uploaded into
Projectwise.

8. Once the document is uploaded the user may need to click F5 (refresh) to see the file
name update.

3.2.5 Combining and Uploading Contract
Specifications and CSI Special Provisions

For projects that are led by a consultant designer, FDP and Addendum Contract specifications
and CSI Special Provisions shall be placed in (1) zipped folder. For projects that are led by a
CTDOT design unit, FDP and Addendum Contract specifications and CSI Special Provisions
shall be placed in individual zipped folders per discipline.

Addendum specifications shall be placed in (1) zipped folder. Each page of the specification
section shall be marked in the bottom right corner with “Addendum No. Y”, where “Y” equals
the addendum number.

Design Initiated Change Orders specifications shall be placed in (1) PDF document with a “C#”
and the date in the right side of the header. An example would be, “Rev. C1 - 01/01/10”.

The following shows an example of a consultant designed project, but the process shall also be
followed for a CTDOT designed project.

See the figures below for how to zip a folder:
1. Place all specifications (word documents) in one folder.
2. Right click on the folder and select “Compress to” option shown below:

Open

Browse With Paint Shop Pro 7
Command Prompt Here
Explore

Search...

& Snaglt
T Combine supparted files in Acrobat...
ClipPath

Scan for Viruses..,

3 CONpLEEE= e it
i A e —
153 Compress to “310-056-57_FDP_SPecs.zip”
e —

Send To

Cut

Copy

Create Shortout

Delete
Rename

[~ Properties

310-056-57_F
DP_SPecs

Figure 73 - Compress Spec. Folder

Specifications shall be submitted in a zipped folder for every submittal into Projectwise.
Submittals include FDP, revised FDP specifications, Addendum specifications, and revised
addendum specifications. Revised FDP and addendum submissions shall only include the revised
specifications.
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Submitting Contract Specifications
Once logged into Projectwise the final contract specifications shall be submitted as follows:
1. Drag and Drop the zipped specifications folder into the 240_Contract Development
Folder or the pdf of the change order specs into the 110_Contract Specifications folder.
2. Use the advanced wizard and select the attributes as follows:
Discipline = CT
Main Category= CON

Sub-Category = | FSP FDP Specs.
FSR Revised FDP Specs. or Additional FDP Specs
ASP Addendum Specs.
ASR Revised Addendum Specs.
CSP Design Initiated Change Orders
Label:

Consultant projects
e FDP Specs — Should be “FDP Specs” or “Revised FDP Specs”
e Addendum Specs — Should be “ASP# Specs” or “Revised ASP# Specs”
e Construction Orders — Should be “C# Specs”

CTDOT Designed Projects

e FDP Specs — Should be “Discipline FDP_Specs” (Discipline = HWY, SB, TR,
etc.) Example = “HWY_FDP_Specs.” or for a revised spec package
“Revised HWY FDP_Specs.

e Addendum Specs — Should be same as FDP specs but change to ASP or ASR.
Example = “HWY_ASP# Specs” or “Revised HWY_ASP# Specs.”

e Construction Orders — Should be “C# Specs”

3. Click next until the document is uploaded. The document name and file name will be
automatically updated to match the CTCode when Projectwise is refreshed.

3.2.6 Uploading Supplemental Contract Documents

Supplemental Contract Documents shall be submitted into the 240 _Contract Development folder
in Projectwise. These documents shall be attributed in accordance with the table below:

Main Sub-

Document Discipline Category Category Label
Proposal Estimate CT DAT EST Proposal

Proposal Estimate
Proposal Esitmate Checklist | CT DOC MDO Checklist
Federal Estimate CT DAT EST Federal
Calendar Day Estimate CT DAT EST Calendar Day
Final Design Report CT DOC RPT Final Design
Categorical Exclusion CT DOC AVL CAT EX
Design Approval Letter CT DOC AVL Design AVL Letter
Environmental Permits CT DOC AVL ENV Permits Name
DBE/SBE Approval with
percentage CT DOC AVL DBE_SBE
Commitment list CT DOC AVL Commitment List

Make specific to what
Agreements CT DOC AGR type of agreement
Proprietary Item Approval CT DOC AVL Proprietary Item
Standalone Transportation
Management Plan Document,
taken from the final design
report CT DOC MDO Trans. Man. Plan

Table 2 - Supplemental Contract Documents
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If a supplemental document is revised, a new revised document shall be uploaded into
projectwise following the above attribution with the addition of “Revised” being included in the
Label. The only exception shall be the “PW Submittal Checklist” do not include “Revised” in
that submittal.

The document name and file name will automatically update to match the CTCode when
Projectwise is refreshed.

3.2.7 CTDOT Contracts Finalizing of Contract
Specifications

CTDOT Contracts shall finalize the specifications working in the 110_Contracts_Specifications
Folder following this workflow CTDOT Contracts Workflow.

3.2.8 Notification of Submittals

When Contract Plans, Specifications, and supplemental contract documents are submitted into
Projectwise the applicable personnel must be notified as follows as applicable:

1.

For consultant designed projects, the consultant will notify their Liaison Engineer, who
will then notify, by memorandum, processing that contract plans or specifications have
been submitted for review.

For state design projects, the project manager will notify, by memorandum, processing
that contract plans and specifications have been submitted.

3.2.9 Contract Plans Workflow (FDP - Advertise)

Table 3-3 below shows how final digital design plans (FDP) flow from delivery through
processing to their final state in advertising.
Processing personnel shall use the following workflow: Projectwise for Processing

Final Design Submission (Subsets)

Step Group Responsibilities of Group
1 Designer -Submits FDP subsets into the 100_Contract Plans folder.
Processing . - .
(CTDOT) - Change FDP subsets to the Processing State and digitally mark up with comments and save FDP plans. Keep FDP
Plans in the Processing State. If there are no comments proceed to step 7.
2
- Create a comment report of these comments and save on your computers desktop. Then upload and attribute this
report correctly into the 240_Contract_Development folder.
- Change subsets to reflect comments made by Processing
3 Designer
- Submits DCD subsets
) - Change DCD subsets to Processing state
Processing
(CTDOT) | - perform a document compare on the FDP and DCD plans using Bluebeam.
& - Digitally markup DCD subsets with comments and save. If there are no comments proceed to step 7.
- Create a comment report of these comments and save on your computers desktop. Then upload and attribute this
report correctly into the 240_Contract_Development folder.
- Change subsets to reflect comments made by Processing on DCD Plans
5 Designer

- Submits DCD2 subsets
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- Changes DCD2 subsets to Processing state
Processing

(CTDOT) | - Perform a document compare on the DCD and DCD2 plans using Bluebeam.

- Digitally markup DCD2 subsets with comments. [f there are no comments proceed to step 7.

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

- Change the Sub Category Attribute of the approved subset from FDP or DCD(1,2..etc.) plans to FPL plans. STD and
Processing | FIO plans shall not be change to FPL.

(CTDOT)
- Copy the CTCode and make the document and file name the CTCode. Make sure the file name has a “.pdf” on the
end.

-If is a CTDOT Design project, change all discipline subsets to the Manager and Engineering Admin. Sign State. Notify
Designer they have to have Manager and Engineering Admin sign the title sheet. When the Designer notifies processing
these signatures have been applied to the title sheet, change all discipline subsets to the Advertise state.

-If is a Consultant Designed Project, change discipline subsets to Advertise State.

-Delete all previous versions of plans, FDP, DCD, DCD2, etc.

-Keep Comment reports in the 240_Contract_Development folder for records if necessary

-Formally notify Contracts when all subset have been approved for Advertising

Table 3-3 Workflow for CTDOT Processing Unit (Contract Drawings)
3.2.10 ProjectWise Project folder Security

Through the use of Workflows and States, Projectwise can provide dynamic securities to a folder
or document. Dynamic security allows a different level of security to each document at various
phases of its life cycle. This allows a document to reside in one location, in Projectwise, through
out the project life cycle.

3.2.11 100_Contract_Plans (PDF) Folder
(Dynamic Security)

During the design submittal process the Projectwise workflow, “Contract Plans Processing”, shall
be applied to this folder. This workflow allows three different states (securities settings) to be
applied to documents within this folder. Each state provides a unique security. The CTDOT
Contracts Processing Unit shall determine which state a document in this folder shall be in.

The “Contract Plans Processing” workflow contains the following security states:

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

Processing State — Allows only the processing unit read, write access, allowing them to review
the documents in a secluded area. All other users shall have read access.

Manager and Engineering Admin. Sign — Allows the Manager and Engineering Administrator
to sign the project Title sheet.

Advertise State - Allows all users file read access, allowing any user to open and read the
document.

Once the contract is awarded to the low bidder (Contractor), the Contract Processing Unit shall
move all the documents into the a new workflow called “Contract Plans Construction Workflow”
which hands control of the documents states to the CTDOT Office of Construction (all offices).

The “Contract Plans Construction” workflow contains the following security states:
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Construction State — allows construction to upload, read and alter a document. All other users
shall only have file read.

Contractor State — documents in this state allow access to the contractor.

Perform As-Built — allows construction to place as-built information on the plans. All other
users shall only have file read.

As-Built Complete — All users will have read only when the documents are put in this state.

3.2.12 Changing the State of a Document

The designer and district construction will be required to change the state of documents for
contractor submittals during the review process. To change the state of a document, follow the
figure below:
1. Right click on the document that you want to change the state of, then select change
state>change, as shown below:

Wise Explorer Vi SEries 4

: Folder Document View Tools Window Help

& E‘IJ' bp Bp - @ 34 - |search|(D w D Interface| CTDOT_Doc_Code w | : View| Document
a pw:wctdot.projectwiseonline.com: CTDOT\Documents'01.0 - Projects - Active’\0085-0141°100_Contract_Plans [F % B> Go
-

L_N 0057-0117 -~ Description

™ nosa-0325 =

[*% nos9-0157 g e e e

™ o0s0-0151 -

03-H

™ 0083-0601 & 0083-0674 /% Open |

[ o0s3-0821 043k Open as Read-Cnly et

[ 00e3-0637 j % 05Tk Open With...

™ 0083-0839 06_AF Markup Plan .

(%% 0063-0641 £ 0083-0671 ZBcodl  view | 0085-0141_CTDOT_Highway_STD

[[™ 0063-0643 & 0093-0180 7 B g FIC_STD

w Check Out
| 0063-0644
o A A s A

Right Click on e
a document and pat
select "Change State"
then "Change

Start Studio Session. .,

[1* n0s1-0088 Refresh Local Copy
[1* n051-0091 Purge Local Copy
L'?t 0052-0299 Purge Warkspace
[*% 0033-0253 cut
=-[* ooss-0141
[’ 100_Cortract_Plans (PDF) < Copy
|- 110_Contract_Specifications (PDF) Dacument Pr Photo Preview | Dependency Service | Access Contral | Cor
L= 120_Contractor_Submitkals {PDF) =] Copy To...
i 1SD_Soll_Archa.eologlcaI_Mlsc_Reports (PDF GEnERAL  Move To..
L= 210_Construction Rename
[T 220 FHwia GENERAL
: inistr ati GENERAL| Delets
| 230_Contract_Administration Modif
|0 240_Contract_Development GEMERAL I d'Fyg tial Attribt
L 241_Contract_Development_Confidential GEMERAL odiny spatial Atributes. ..
' 310_Preliminary_Design_Documents{PDF) GEMERAL Add Comment
L 320_Permit_Applications GENERaLN set »
c 33“—035‘9”—Data ASSETS || SendTo v
L 340_Admininstation .
- ASSETS Copy List To L4
L 341 _Confidential_Administration Jv ) R

A sl e (TR -+
#4 Saved Searches ASSETS - .

%% ooss-0142 Design-P¢  gatch print
™ ooss-0177 Diesigr - Pr
{* 0088-0175 & 0093-0166 Design - Py Froperties.. Set Final Status
'-': gggz'gigz Design -Pr Change filename ko CT_Code
L= B ian -
[*% nogz-0522 EES!Qn IEE Edit attributes for multiple documents
[ 0092-0531 & 0092-0622 & 0092-0627 &san -
L'pg 0092-0532 Design - DCD [Care Constr DCD)
I.-N 0092-0541 Dresign - A0% [Core Constr ADY]
™ 009z-0549 Design - Digitally Signed

Figure 74 - Changing the State
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2. Next drag the file(s) from one state to another as shown below:

*= Change Workflow State

Zhange state |

Folder

Marne: 100_Conkract_Plans (PDF)
Description:  FOP,DC0,FP,Addenda, and Construckion Crder Plans

W'orkflow

Marne: Contrack Plans - Conskruckion
Description:  Dynamic Security (Post Award of Conkrack)

Diocurnents in Skates

= ei‘_:.i Contrack Plans - Construction
-
S
i | 0141 05_Traffic k
1 1141_06_AT&T_FIO
3 0141 _CTOO
>
% PERFORM AS_BUILT e
&8 AS_BUILT COMPLETE
d -
: Select a file or all
r them to the desired
¥ = e
Figure 75 - Changing the State
3. Click OK when the comment window opens up and the documents state will change.
Next close the change workflow state window.
4. Notice the “State” column, the state of the documents has been changed.
? Label (User Defined) Description Main Category  Sub Category Sub Category Description Application State File Size  Out b
./Dl,Ger\eraI 01_General CON FOP Plans_02 - Final Design Plans Acrobat PDF PERFORM AS_BUILT 925 KB
# Bloz_Revisions Revisions Subset: CON FOP Plans_02 - Final Design Plans Acrobat PDF PERFORM AS_BUILT FI9KE
./aD}H\ghway 03-Highway CON FDP Plans_02 - Final Design Plans Acrobat PDF PERFORM AS_BUILT 1,493 KB
./ijtructuves Structual Subset CON FOP Plans_02 - Final Design Plans Acrobat PDF PERFORM A5_BUILT 1,559 KB
/B 05 _Traffic 05-TRAFFIC CON FOR Plans_02 - Final Design Plans Acrobat PDF PERFORM AS_BUILT 1,620 KB
./a D6_AT&T_FIO ATET_Lility_Plan CON F1O Plans_11 - For Info, Oy Dwg, Acrobat PDF PERFORM AS_BUILT ZIZ KB
./CTDDT,H\qhway,STD CT_COM_STD_0085-0141_CTDOT_Highway_STD CON STD Plans_10 - Standard Drawings Acrobat PDF PERFORM A5_BUILT 2,012 KB
/ B CTDOT_TRAFFIC_STD CTDOT_TRAFFIC_STD CON sTD Plans_10 - Standard Drawings Acrobat PDF PERFORM AS_BUILT 3,394 KB

Figure 76 - State has been Changed
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Section 4 Contract Plan and Specification
Revisions (Addenda and Design Initiated
Change Order)

4.1 Addenda

Contract plans that are revised or added due to addenda shall be submitted in digitally signed PDF
discipline subsets containing only the changed sheets. The first sheet of each addendum subsets
shall be digitally signed in a digital signature place holder, that is placed in Microstation as
described in Section 2.0 of this manual, DO NOT ADD an index of drawings sheet. ~Once
digitally signed the addendum subsets shall be submitted, to the CTDOT, using Projectwise as
described in Section 3.0 of this manual.

Addenda sheets from different subsets cannot be combined and submitted as one subset, they
must be submitted per their respected subsets.

The discipline Addenda subsets shall be attributed as follows, when uploaded into Projectwise

(See Section 3.0): The addenda subset shall have the same label as the original final plan subset

with the addition of (_A##) added to the end, where the ## equals the addenda number. The sub-

category attribute shall be ADP and ACD if the ADP plans are revised. See example below:
PROJECTWISE LABEL

Original Discipline Subset: 04_Traffic

Addenda Discipline Subset: 04_Traffic_A01
2nd Addenda 04_Traffic_A02
6th Addenda 04 Traffic_A06

The contract sheets (previously submitted final plans or earlier addenda plans), being revised by
addenda shall NOT be modified except; the Engineer of Record shall place an addenda stamp on
the affected sheets. This addenda stamp crosses out the entire sheet with a red X and adds the
following note; "THIS SHEET REPLACED BY ADDENDUM NO."Y"; where "Y" equals the
addendum number. This stamp is placed over digital signatures therefore; removal of the
signatures is not required prior to placing the addenda stamp. For this process see Section 4.4.

WARNING — When placing the stamps, removing the digital signature is not allowed.

The Index of Revisions Sheet(s) located in the 02_Revisions subset(s) shall be managed by the
project manager for all addenda, and submitted as described in Section 4.3.1. A new subset must
be updated for each addendum. For addendums that only affect specifications

A watermark of the signer’s signature; signature only for (CTDOT), or PE Stamp for
(Consultants) shall be placed on all added or revised sheets. See Section 2.2

4.1.1 Revised Plans - Addenda

A note shall be placed, directly above the bottom right hand corner of the title block, on the
replacement sheets stating “ADDENDUM NO. “Y”, where “Y” equals the addenda number.
This note is a level in Microstation that needs to be turned on and edited.

Sheet numbers for revised plans shall be as follows:
Original Final Plan Sheet;

Original: 02.25
Addenda 1: 02.25.A1
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Previous Addenda Sheet;

Original: 02.25.A2
Addenda 4: 02.25.A4

For revised sheets the drawing numbers shall not be modified.

The revision block, located on the revised sheets, shall be completed as follows: A numbered
triangle (revision number) will be placed within the clouded (changed) area and a like numbered
triangle will be placed in the revision block, accompanied by a description of the revision itself.
The revision number is specific to a particular sheet, and increases in consecutive order per
revision and per addenda. If a sheet is changed for the first time under addenda five the revision
number is 1 NOT 5. If it is changed again under addenda 7 the revision number becomes 2.

If a sheet requires further revisions by a subsequent addendum, the addendum shall be prepared,
as detailed above. The previously revised sheet shall now be stamped using Adobe Acrobat after
addendum approval, see Section 4.4.

Note: When preparing an Addendum that will change quantities on a project that
includes a "Detailed Estimate Sheet", never revise the "'Detailed Estimate Sheet.”"" A
"Detailed Estimate Sheet" is never included in an addendum. Also, the ""Quantities' box
shown on the General Plan sheet for any structure is never to be revised.

4.1.2 New Sheets - Addenda

Changes that require a new sheet(s) to be added to a discipline subset shall be formatted in one of
two ways, as follows:

1. If the new sheet does not have to be placed in a specific location within the discipline
subset, the new sheet shall be placed last, and numbered sequentially from the last sheet
of the discipline subset. The total number of sheets noted on the project plans and
discipline subsets stays the same. A note shall be placed on the new sheet stating, "NEW
SHEET ADDED BY ADDENDUM NO."Y", where "Y" equals the addendum number.
This note shall be located directly above the right hand corner of the title block. This
note is a level in Microstation that needs to be turned on and edited. The revision block
on the added sheet, shall not be filled out.

2. If the designer determines that the new sheet must go in a specific location within the
discipline subset, the new sheet number shall be the number of the previous sheet
followed by (-1.A#), where # is the Addendum Number. For example, if the new sheet
must be placed in a discipline subset right after sheet 02.57, the new sheet shall be
numbered 02.57-1.A1, if an additional sheet needs to be added, in this case it would be
02.57-2.A1. The total number of sheets noted on the project plans stays the same. A
note shall be placed on the new sheet stating, "NEW SHEET ADDED BY ADDENDUM
NO."Y", where "Y" equals the addendum number. This note shall be located directly
above the right hand corner of the title block. This note is a level in Microstation that
needs to be turned on and edited.

When adding a new sheet a new drawing number is also required. As with the sheet
number the drawing number of the new sheet shall be the drawing number of the
previous sheet plus a decimal and the sheet count. For example, if the new drawing must
be placed in the project plans right after drawing number S-5, the drawing number shall
be S-5-1.
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Added sheet numbers, inserted NOT added to the end of Subset, shall be as follows:
Original Final Plan Sheet;

Original: 04.31
Addenda 3: 04.31-1.A3

Previous Addenda - Added Sheet;

Original: 03.24.A1
Addenda 4: 03.24-1.A4

Previous Addenda - Revised Sheet;

Original: 05.14-1.A1
Addenda 2: 05.14-1.A2

Previous Addenda - Added Sheet;

Original: 05.14-1.A1
Addenda 2: 05.14-2.A2

If adding sheets to the end of a subset, the new sheet number shall be a continuation of the
previous sheet number plus .A#, where # equals the addenda number.

Original Final Plan Sheet;

Original Last Sheet: 04.31
Addenda 3: 04.32.A3

4.1.3 Adding New Subset - Addenda

The new subset shall be submitted by an Addendum and be prepared the same way as an FDP
discipline subset, with the addition of an A# in the sheet numbers and a note shall be placed,
directly above the right hand corner of the title block, on the sheets stating “ NEW SHEET
ADDED BY ADDENDUM NO. “Y”, where “Y” equals the addenda number. This note is a
level in Microstation that needs to be turned on and edited. The label attribute on the new subset
shall contain an “_ A##”. The first sheet of a new subset to the contract will be a subset cover
sheet and contain an index of drawings.

4.1.4 Voiding Sheets

Sheets submitted within final design plan subsets and addenda subsets shall NOT be deleted; but
shall voided by the engineer of record with an addenda stamp, using Adobe Acrobat or Bluebeam.
This addenda stamp crosses out the entire sheet with a red X and adds the following note;
"VOIDED BY ADDENDUM NO.”Y"; where "Y" equals the addendum number. See Section 4.4
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4.1.5 Addenda Plans Workflow

Table 4-1 Contract Processing Addenda File Workflow for Contract Drawings below shows how
addenda subsets are delivered and processed for advertisement.

Table 4-1 Contract Processing Addenda File Workflow for Contract Drawings

Addendum Plans

Step Group Responsibilities of Group
1 Designer -Submits ADP subsets into the 100_Contract Plans folder.
Processing . - . ;
(CTDOT) | - Changes document to the Processing State and digitally mark up with comments and save. Keep ADP Plans in the
Processing State. If there are no comments proceed to step 7.
2
- Create a comment report of these comments and save on your computers desktop. Then upload and attribute this
report correctly into the 240_Contract_Development folder. Notify the designer when this is finished.
- Change subsets to reflect comments made by Processing
3 Designer
- Submits ACD Subsets
Processing | - Changes ACD subsets to Processing state
(Eulev) - Perform a document compare on the ADP and ACD plans using Bluebeam.
. - Digitally markup ACD subsets with comments. If there are no comments proceed to step 7.
- Create a comment report of these comments and save on your computers desktop. Then upload and attribute this
report correctly into the 240_Contract_Development folder. Notify the designer when this is finished.
- Change subsets to reflect comments made by Processing on ACD Plans
5 Designer
- Submits ACD2 Subsets.
- Change ACD2 Subsets to Processing state
Processing
(CTDOT) | - Perform a document compare on the ACD and ACD2 plans using Bluebeam.
g - Digitally markup ACD2 subsets with comments. If there are no comments proceed to step 7.
- Create a comment report of these comments and save on your computers desktop. Then upload and attribute this
report correctly into the 240_Contract_Development folder. Notify the designer when this is finished.
- Change the Sub Category Attribute of the approved subset from ACD(1,2..etc.) plans to ADP plans
Processing
(CTDOT) - Copy the CTCode and make the document and file name the CTCode. Make sure the file name has a “.pdf” on the
end.
- Change discipline subsets to the Advertise State.
7 -Delete all previous versions of plans, ADP, ACD, ACD2, etc.

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

- Notify the designer that the plans are going to be advertised and they can put the addenda stamps on the affected
sheets.
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4.1.6 Addenda Specifications

Contract Specifications that are revised or added due to addenda shall be submitted digitally in
accordance with section 3.2.5.

Addendums that only affect specifications shall be recorded on the 02-Revisions plan subset with
the following options selected:
e Rev No. = Addendum number
Sheet No. = NA
Date = Date of Addendum
Check “Rev” for all these cases
Description = “No Change to Plans”

See section 4.3.1 for updating the 02-Revisions set.

4.1.7 Addenda Report

Addenda report shall contain all the changes to the plans and specifications and any contractor
guestions and answers. This report shall be submitted in Word format into the
240 _Contract_Development in Projectwise with the following attributes:

Discipline=CT

Main Category = DOC

Sub Category = RPT

Label = “Addn. No. # Report”, where # is the addendum number. If a report is revised the label
shall include “Rev.” at the end. If the report is revised a second time the label shall include “Rev.
2” at the end, etc.

Description = Give a brief description of the submission.

4.2 Design Initiated Change Order (DCO)

Design Initiated Change Orders (DCO) are change order requests in which the designer alters the
original contract by:

e A revision to an existing plan sheet(s) or specification(s)

e The addition of a new plan sheet(s) or specification(s)

e The deletion of an existing plan sheet(s) or specification(s)

The creation and management of DCQO’s shall be as specified in this section.

Contract plans changed or added due to DCO’s shall be submitted in a digitally signed PDF
discipline subsets containing only the added or changed sheets. The first sheet of each DCO
subset shall be digitally signed in a digital signature place holder, that is placed in Microstation as
described in Section 2.0 of this manual, DO NOT ADD a cover sheet. Once digitally signed the
DCO subsets shall be submitted, to the CTDOT, using Projectwise as described in Section 3.0 of
this manual.

DCO sheets from different subsets cannot be combined and submitted as one subset.
The discipline DCO subsets shall be coded as follows, when uploaded into Projectwise (See
Section 3.0): The DCO subset shall have the same name as the original final plan subset with the

addition of (_C###) added to the end, where the ### equals the DCO number. The sub-category
attribute shall be DCO (Design Initiated Change Order) See Examples below:

Issued 2-2013 74 Version 2.06



Connecticut Department of Transportation Digital Project Development Manual

PROJECTWISE LABEL

Original Discipline Subset: 04_Traffic

DCO Discipline Subset: 04_Traffic_C001
6th DCO 04_Traffic_C006
Original Addenda Subset: 04_Traffic_AO3
DCO Discipline Subset: 04_Traffic_C001
3“DCO 04_Traffic_C003

The contract sheets (previously submitted final plans, addenda plans, or DCO plans), being
revised by DCO shall NOT be modified except; the Engineer of record shall place a DCO stamp
on the revised sheets using Adobe Acrobat. This digital DCO stamp crosses out the entire sheet
with a red X and adds the following note; "THIS SHEET REPLACED BY DESIGN INITATED
CHANGE ORDER NO."Y" —-mm/dd/yy; where "Y" equals the Design Initiated Change Order
number. This stamp is placed over digital signatures therefore; removal of the signatures is not
required prior to placing stamp. For this process see Section 4.4

WARNING — When placing the stamps, removing the digital signature is not allowed.

The Index of Revisions Sheet(s) located in the 02_Revisions subset shall be updated by the
project manager for all DCO, and submitted as described in Section 4.3.2. This includes DCO’s
that affect plan sheets as well as any DCO’s that do not affect the plan sheets. Any DCO that
does not affect a plan sheet shall be recorded on the 02-Revisions set stating, “No Change to
Plans”.

A watermark of the signer’s signature, signature only for (CTDOT), or PE Stamp for
(Consultants) shall be placed on all DCO sheets. See Section 2.2

4.2.1 Revised Sheets - DCO

A note shall be placed, directly above the right hand corner of the title block, on the replacement
sheets stating “DESIGN INITIATED CHANGE ORDER NO. “Y” — mm/dd/yy, where “Y”
equals the Design Initiated Change Order number. This note is a level in Microstation that needs
to be turned on and edited.

Sheet numbers for revised plans shall be as follows:

Original Final Plan Sheet;

Original: 02.25
DCO 1: 02.25.C1
Previous Addenda Sheet;
Original: 02.25.A2
DCO 4: 02.25.C4

Previous DCO Sheet;

Original: 02.25.C2

DCO 4: 02.25.C4
Previous DCO Sheet;

Original: 02.25.C2

DCO 4: 02.25.C10

Drawing numbers shall not be modified on revised sheets.
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Approval blocks on all new sheets shall be watermarked with a signature (CTDOT) or PE Stamp
(Consultant) and the first sheet of the subset shall be digitally signed in accordance with Section 2
of this document.

4.2.2 New Sheets - DCO

Changes that require new sheet(s) to be added to a discipline subset shall be formatted in one of
two ways, as follows:

1. If the new sheet does not have to be placed in a specific location within a discipline
subset, the new sheet shall be numbered sequentially from the last sheet of the discipline
subset. The total number of sheets noted on the project plans and discipline subsets stays
the same. A note shall be placed on the new sheet stating, “NEW SHEET ADDED BY
DESIGN INITIATED CHANGE ORDER NO. Y — mm/dd/yy” where “mm/dd/yy”
equals the month, day and year the change order request was submitted. This note shall
be located directly above the title block. This note is a level in Microstation that needs to
be turned on and edited.

2. If the designer determines that the new sheet belongs in a specific location within a
discipline subset, the new sheet number shall be the number of the sheet it most closely
relates to followed by (-1.C#). For example, if the new drawing should reside in the
03_Highway discipline subset right after sheet 03.57, the new sheet shall be numbered
03.57-1.C#.

3. The total number of sheets noted on the project plans stays the same. A note shall be
placed on the new sheet stating, “NEW SHEET ADDED BY DESIGN INITIATED
CHANGE ORDER NO. Y — mm/dd/yy” where “mm/dd/yy” equals the month, day and
year the change order request was submitted. This note shall be located directly above
the bottom right hand corner of the title block. This note is a level in Microstation that
needs to be turned on and edited.

When adding a new sheet a new drawing number is also required. The drawing humber
of the new sheet shall be the drawing number of the sheet it most closely relates to
followed by (-#). For example, if the new drawing must be placed in the project plans
right after drawing number HWY-10, the drawing number shall be HWY-10-1.

Added sheet numbers, to a specific location, shall be as follows:

Original Final Plan Sheet;

Original: 04.31
DCO 3: 04.31-1.C3

Previous Addenda — Added Sheet;

Original: 03.24.A1
DCO 4: 03.24-1.C4

Previous DCO — Revised Sheet;

Original: 02.45.C1
DCO 2: 02.45.C2
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Previous Addenda - Added Sheet;

Original: 05.14-1A1
DCO 2: 05.14-2.C2
Previous DCO — Added Sheet;
Original: 02.45-1.C1
DCO 2: 02.45-2.C2

If adding sheets to the end of a subset, the new sheet number shall be a continuation of the
previous sheet number plus C#., where # equals the Design Initiated Change Order Request
number.

Original Final Sheet

Original Last Sheet: 04.35
DCO 4: 04.36.C4

4.2.3 New Subset - DCO

The new subset shall be submitted by DCO and be prepared the same way as an FDP discipline
subset, with the addition of an C# in the sheet numbers and a note shall be placed, directly above
the right hand corner of the title block, on the replacement sheets stating “NEW SHEET ADDED
BY DESIGN INITIATED CHANGE ORDER NO. “Y” — mm/dd/yy, where “Y” equals the
Design Initiated Change Order number. This note is a level in Microstation that needs to be
turned on and edited. The label attribute shall contain “_C##”. The first sheet of a new subset to
the contract will be a subset cover sheet and contain an index of drawings.

4.2.4 Voided Sheets

Sheets submitted within final design plan subsets, addenda subsets, or design initiated change
order subsets shall NOT be deleted; but shall be voided by the engineer of record, with a DCO
stamp using Adobe Acrobat or Bluebeam. This DCO stamp crosses out the entire sheet with a red
X and adds the following note; "VOIDED BY DESIGN INTIATED CHANGE ORDER NO. Y —
mm/dd/yy; where "Y" equals the Design Initiated Change Order number. See Section 4.4

4.2.5 DCO Specifications

Design Initiated Change Orders specifications shall be placed in (1) PDF document with a “C#”
and the date in the right side of the header. An example would be, “Rev. C1 - 01/01/10”.

DCOs that only affect specifications shall be recorded on the 02-Revisions plan subset with the
following options selected:
e Rev No. =DCO number
Sheet No. = NA
Date = Date of DCO
Check Rev for all these cases
Description = “No Change to Plans”

See section 4.3.2 for updating the 02-Revisions set.

Specifications shall be created in accordance with the Departments policies and procedures for
Contract Development. The Engineer shall also combine all specifications into (1) PDF
document and upload that into the 110_Contract Specifications (PDF) folder in Projectwise
following section 3.2.5.
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4.3 02_Revisions Subset

The project manager is responsible for managing this subset. Each project has a 02_Revisions
subset and this subset only contains the, “Index of Revisions Sheet(s)”. These revision sheets are
used for tracking all sheet changes due to addenda (ADP) and Design Initiated Change Order
(DCO) with respect to the entire project. The 02_Revisions subset starts out as an un-signed
blank place holder in the project. The figure below is an example of a blank 02_Revisions subset:

=14 [REV oATE 2122 -
HE DESCRIPTION BY o | SHEET No. | o AEIEE DESCRIPTION

= =
V| sneer wo. | SATE |E|2

[REV] DATE &
o | SHEET Mo, [ DT HEE DESCRIPTION 8 [jp.| SHEET Mo. | gicmy, |E

ﬁ’ T REHABILITATION OF - TOLLAND
‘OFFICE OF ENGINEERING ERIDGE NO. 00840
STATE OF CONNECTICUT Sl

DEPARTMENT OF TATION o SHEET

e

Figure 77 - Blank 02-Revisions Subset

ADDENDA:

When the project requires an Addendum, the Project Manager must record these changes on a
NEW 02_Revisions_A## subset, where A## equals the Addendum ##. New 02-Revisions
subsets shall contain all previous Addendum information. For example, Addendum 4 shall
include all changes made from Addendums 1, 2, 3 and 4.

DESIGN INITIATED CHANGE ORDER:

When a project requires a Design Initiated Change Order (DCO), the following process shall be
followed:

For the first DCO, the Project Manager shall prepare a NEW 02_Revisions_DCO subset. For
each subsequent DCO, the Project Manager shall AMMEND the previous 02_Revisions_DCO
subset. 02_Revisions_DCO subsets shall always contain all previous Addendum information and
the new DCO information. For example, when DCO #1 is prepared, the 02_Revision_DCO
subset shall include all Addendum information as well as the changes made for DCO #1.

The following figures are an example of the “Index of Revisions Sheet(s)”” completed up to
Addendum #3:
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ADDENDUM NO. 3
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138-221
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Detail A from figure 1 shows the information typed in for a change to the contract plans. The

Figure 78 - Index of Revisions Sheet

project designer inputs the Addendum or DCO number, the sheet number, the date, a description
of the change, the person who made the change, and checks the appropriate box for: new sheet
added, revised sheet or deleted sheet.
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Detail B from figure 1 shows the

Figure 79 - Detail
title block information.
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4.3.1 02_Revisions Subset Workflow - Addenda

Each time an addendum is issued, the “Index of Revisions sheet” must be updated by the Project
Manager as follows:

1. The user will export/download the latest 02_Revisions subset out of Projectwise to their
local computer.

2. With your digital signature USB key inserted within the USB, right click on the Signature
Box and select Clear Signature as shown below, this is the first Addendum this step can
be skipped since the subset will not have a signature on it:

=
/\ PROJECT 1
- 111} 2 - rawm
_ . lialm S. Pratt

CU T A\ 4 “‘.’\ Ejalidat.e Signaturfe

View Signed Yersion o
RTATIO N Compare Signed Yersion to Current Yersion 9 .0 /s 1 5

Shaw Signature Properties. ..

Legal Motice. .. 38 _04’00'
RB-01.dgn ki
lin <

Figure 81 Clearing the Digital Signaturé

Enter the information into form fields as described in section 4.3.4.

4. Add note “ADDENDUM NO. Y” in the bottom right hand corner of the sheet above the
title block, where Y = the Addendum number.

5. Add new revision sheet each time previous sheet becomes full. Add note “NEW SHEET
ADDED BY ADDENDUM NO. “Y”, where “Y” equals the addenda number. Follow
section 4.3.3 of this document.

6. When finished sign using a certifying signature as shown in Section 2.6.2
7. Upload the document into Projectwise.

8. Attribute the subset: Main Category = CON, Sub-Category = ADP, Label =
02_Revisions_A##

9. Make the document description 02_Revisions_A#.

4.3.2 02_Revisions Subset Workflow - DCO

Preparing the 02_Revision subset for the first DCO the Project Manager shall follow the
workflow for preparing the addendum 02_Revision subset, see section 4.3.1 amended as follows:
Step 4 becomes: Add note “DESIGN INITIATED CHANGE ORDER NO. Y -

mm/dd/yy” in the bottom right hand corner.

Step 8 becomes: attribute the subset: Main Category = CON, Sub-Category = DCO,
Label = 02_Revisions_DCO.

Step 10 becomes: Make the document description 02_Revisions_DCO.

The following workflow shall be used by the Project Manager for recording subsequent change
DCOs to the 02_Revisions_DCO subset. In this workflow the user edits the subset in
Projectwise, they do not have to export the document out and submit a new subset:
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1. Check out the 02_Revisions_DCO subset from Projectwise.
2. Follow steps 2 through 7 from section 4.3.1 amended as follows:

a.

mm/dd/yy”

b.

ORDER NO. Y — mm/dd/yy”

In step 4 edit note “DESIGN INITIATED CHANGE ORDER NO. Y -
In step 5 add note “NEW SHEET ADDED BY DESIGN INITIATED CHANGE

In step 7 “Check In” the document into Projectwise

4.3.3 Adding a New Revisions Sheet to the

4.3.3.1

02_Revisions Subset

Adobe Adding New Revisions Sheet

This section shall be used when a new sheet is to be added to the 02_Revisions Subset

(Addendum and

DCO)

See Section 1.4 step 16 for link to “Index of Revisions Sheet”

1.

In the open Index of Revisions sheet select, File>Print.

2. Choose the Adobe PDF printer and select OK as shown below:

Print
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3. Select OK and save this new document on your computer. Include “(Cleared Forms)” in
the file name as shown below.

Save PDF File As
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Desktop

S

My Computer
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Savein: | @ Desktop i“ Qo Z 2 E-
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|)Bridge Internet
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Figure 83 - Saving Cleared Form Fields Document

Document will open automatically and will no longer have active form fields.
4. Close the cleared form document once inspected for lack of form fields.

The cleared form document must now be inserted into the original document that contains the
active form fields. See step 5.

5. Go to Document > Insert Pages>From File. Browse to file, select correct file and click
select. Follow the figure below:

Select File To Insert

Look in: |@ Desktop Vl + ¥ > -
> Iy Workflows -E Processing Workflow, pdf
i Working.Eald 7 Projectwise for Processing. pdf
My Recent /-|01.02_Revisions-1_A3(Cleared Forms).pdf -E Fublishing Microstation.pdf
Documents | 01,02_Revisore-T_A2.par T4 RFI Workflow, pdf
= -101.02_Revisions-1a_A3.pdf T2 Section 4 of Digital Submission Do
@ - |01.02_Revisions-2_A3.pdf T2 structural Subset.pdf
Desktop -E Q00 1.pdf -E Uploading Specs. into Projectwise
.| 02-Revisions_DCOR. pdf )
- - Addenda, COR, and as Builts Workflow- Draft.pdf SEIECt approprla‘e ﬁle
N
‘_—) -£ Creating Documents in Projectwise. pdf
L CTDOT Contracts Workflow,pdf
My Documents | |5 )
- DigitalProject Development Manual.pﬁ . " " Type: Adobe Acrobat Document
| Generating ealerts Workflow. pdf lick "Select File Size: 75 KB
= = Modified: 3/4/2011 9: 15 AM
g’ | HW_FP_0092_0613_Vol_1_CG.pdf
: -E MIC_Watermark. pdf
My Computer
< | ¥ Settings
g File name: |ﬂ"| .02_Revisions-1_A3{Cleared Forms) pdf e | Select l
My Network | Files of type: | Adobe PDF Files (" pdf) | Cancel |
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The following dialog opens up.
6. Ensure location is set to “before” and click OK as shown below

/

Co D o ]
S —

InsertFile: 01.02_Revig] leared Forms).,pdf Insert this page
— " " . .
Locati & before" the existing
Page page.
() First
) Last
L= Click OK
@Page: |1 of 1

Figure 85 - Inserting a Page Before

7. Next clear the information in the form fields located on the now second sheet. See figure
below:

t View Document Comments Bt

02_Revisions-1_AJ.pdf - Adobe Acrobat Pro
Tools Advanced Window Help

H H |_—'| % B start Form Wizard... H ﬁ Create = @ Combine ~ @ < u‘} Secure / Sign - Far
i [27 Add or Edit Fields. .. Shift+Ctri+7 .
s e On the second page of the PDF
La Distribute Form... p g -
#] Compile Returned Forms. .. g' & g I I Y
Please fil out the following form. If -
Manage Form Data 4
@ Track Forms...
v |S] Highlight Fields
Cleat Form 0| DESCRIPTION BY o | SHEET Moy | SATE E gz
QuickBooks LIS ENTIRE SHEET REFLACED ES A1 |03.08.00341 o1/28/11 v ENTIRE SH
v ENTIRE SHEET REPLACED JES Al |o3.08.00781 DL728/11 ¥ ENTIRE SH
Al | 01.01.00581 D1728/11 v ENTIRE SHEET REPLACED JES Al [03.08.19081 0128/11 v [ENTIRE SH
Al | 01.01.00641 01/28/11 ¥ ENTIRE SHEET REPLACED JES
A1 [01.01.00741 01/28/11 I ENTIRE SMEET REPLACED s A1 [04.09.00281 01/28/11 I ENTIRE SH
A1 | 01.01.00841 01/28/11 I ENTIRE SHEET REPLACED s a1 [os.09.00741 172811 o/ ENTIRE SH
AL |01.01.009a1 01/2B(11 v ENTIRE SHEET REPLACED ES Al |04.09.04781 0172811 ¥ ENTIRE SH
Al | 01.01.01041 01/28/11 v ENTIRE SHEET REPLACED JES Al [04.09.08381 01/28/11 ¥ [ENTIRE SH
Al [ 01.01.01141 01/28/11 v ENTIRE SHIEET REPLACED JES Al [04.09.08481 01/28/11 I ENTIRE SH
Al | 01.01.012a1 01/28/11 v ENTIRE SHEET REPLACED JES Al |D2.09.08681 01728/11 Vv [ENTIRE SH
AL | 01.01.01381 0172811 o ENTIRE SHEET REPLACED JES A1 |04.09.08341 0172811 + ENTIRE SH
AL | 01.01.01441 0172811 L ENTIRE SHEET REPLACED ES Al |04.09.09881 017211 ¥ ENTIRE SH
Al |0s.09.09541 DLf28/11 ¥ ENTIRE SH
AL | 010200141 01/28/11 I ENTIRE SHEET REFLACED es A1 [04.09.09681 01/28/11 v ENTIRE SH
Al |04.09.09741 017211 V ENTIRE SH
Al | 01.03.00541 0128/11 v ENTIRE SHEET REPLACED JES Al |04.09.00881 01/28/11 I ENTIRE SH
A1 | 01.03.00681 01/28/11 v ENTIRE SMEET REPLACED s A1 |o4.09.00081 0172811 v ENTIRE SH
A1 | 010204381 D1/28/11 v ENTIRE SHEET REPLACED s A1 [o4.00.20081 01/28/11 v ENTIRE SH

Figure 86 - Clearing Forms

8.

After forms are cleared. Record the new addendum/DCO information.

9. Fill in title block information by copying the information on page 1 of this pdf document

and paste it in the forms on page two.

10. Clear the signature field on the second sheet of this document and create a signature field

on the first sheet of this document.

11. After all the Addendum/DCO information is inserted, place the water mark on page two

of the document and update the page number.
12. Follow section 4.3.1 or section 4.3.2 where applicable to complete the 02_Revisions
Subset.

4.3.3.2 Bluebeam - Adding New Revisions
Sheet

Download a new “Index of Revisions sheet” from Section 1.4 step 16.
2. Insert the new sheet into the existing 02-Revisions subset. Update the title block
information and update the sheet accordingly.

=
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4.3.4 Filling Out Revision Index Sheet

To fill out a form field simply click on the box

and begin typing. The first column is the

Addendum or Design Initiated Change Order. The second column is the revised or new sheet

number. The third column is the date, followed

by a brief description that is similar to the

description on the actual sheet being revised. Finally click in the appropriate check box per row to

describe the action taken, new sheet, revised sh
required to input changes numerically by Sheet
Addendum in the eleventh hour, it can be place
Revisions Subset”.

eet, or sheet deleted. Note: The Engineer is not
No. If another changed sheet is added to an
d at the bottom of the list on the “Index of

REV. DATE |2 |> |4 R
No.| SHEET No. | gons @@ @ DESCRIPTION BY |}
Addenda a1\ 02.06.00341 01/01/11 v REMOVED DETAIL MIC
\A Al ||03.05.001A1 01/01/11 v J|DELETED sHEET MIC
A2 Joa.05.003a2 oy20/11 | | v | AlBEARING DETAILS MIC
#2/| 02.06.003-142 ozoi1t [v)] ABUTMENT DETAILS MIC
7N 04.01.026c1 02/15/11 | & (/) WINGWALL DETAILS MIC
| cz Jo3.04.055-1c2 03/02/11 ALL 101 DETAILS MIC
b \
Design Initiated \ Deleted Sheet
Change Order Revised Sheet
New sheet

Figure 87 Modifying the

4.4 Placing Stamps on A
Deleted Sheets

A digital stamp that crosses out the entire sheet

“Index of Revisions Subset”

ffected Sheets - Revised, or

shall be place on digital contract sheets that are

affected by Addenda or Design Initiated Change Order. The stamp shall be placed using Adobe
Acrobat Custom Stamps tools or Bluebeam Stamp tools. In addition to crossing out the sheet this
stamp includes an area for the note. The note shall describe the action responsible for the revision.

See section 7.3 for PDF stamps.

WARNING — When placing the stamps, removing the digital signature is not allowed.

Table 4-1 below lists the notes that shall be used for addenda, construction order requests, and as
built notes. These notes should be used in conjunction with the cross-out stamp.

Table 4-1 Modifications to Existing Sheets by Addendum, Construction Orders and As-Builts

Addendum Notes

Description of Use

THIS SHEET REPLACED BY ADDENDUM NO. Y

The revised sheet is considered to replace, in
total, the original sheet.

VOIDED BY ADDENDUM NO. Y

Sheet is voided by Addendum.

Design Initiated Change Order Notes

Description of Use

THIS SHEET REPLACED BY DESIGN INITIATED
CHANGE ORDER NO. Y - mm/dd/yy

Used for revisions to existing sheets. Changes
must be noted only on the revised sheet.

VOIDED BY DESIGN INITIATED CHANGE
ORDER NO. Y - mm/dd/yy

Use this for voiding of existing sheets.
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GENERAL NOTES LIST OF DRAWINGS
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REPLACEMENT OF BRIDGE
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DEPARTMENT OF TRANSPORTATION - =
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'ANS 10 & 11.

[ =~

AND DISPOSE EXISTING B
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'ANS 10 & 11.
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10 WAY WARRANTED TO

Figure 88 Typical Sheet Replaced by Addendum 1
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INOUS WEARING SURFACE, CONCRETE FILLED
'AY STRINGERS IN ARCH SPANS 10 & 11.

«CTUAL QUANTITIE
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THES SHEET REPLACED BY DESIGN INITIATED CHANGE ORDER
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= /dd/yy

82-299
TY REPAIRS TO THE | Mypp| FTOWN PORTLAND fwwmw
IRIGONI BRIDGE DRAWING TITLE! STR-2
NOTES AND HIEET NG
TABLE OF Q_UANTITIES 03.02
Figure 89 Typical Sheet Replaced by DCO
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Section 5 As-Built Comments - Final Plans

As stated in the CTDOT’s Construction Manual chapter 1-313 “Final Revisions of Plans and
Cross Sections”, it is the responsibility of either the Contracting Engineers (Consultant
Inspectors) or State Forces (Office of Construction) to perform final as-built revisions of Contract
Plans. As-Built revisions shall be recorded in accordance with Chapter 1-313 of the Construction
Manual, amended as follows:

Final as-built revisions will be applied to the digitally signed PDF plans as a digital
comment, using Adobe or Bluebeam’s commenting tools. Digital comments are placed
over the top of the digital signature and its security, therefore, the original content of the
PDF plans can never be altered. Because as-built comments are digital and placed over
the top of the plans they are easily recognizable, searchable, and may be turned off if
necessary.

As-built comments shall be applied to the original, addenda, or construction order plans,
whichever sheet is the latest. The original, addenda and construction orders PDF plans
are located in ProjectWise within the active project’s 100_Contract Plans folder.

CAD drawings may be updated, at the discretion of each design office, to reflect any
addenda, change orders, and as-built revisions for use in the future; however the original
digitally signed as-built PDF plans shall not be replaced and shall be the PDF set for
permanent records.

5.1 As-Built Revisions (Digital Comments) Workflow

Two methods for applying as-built revisions to the digital PDF plans are provided in the
following sections; 5.1.1 and 5.1.2.

The first method is Section 5.1.1Post Construction. District staff shall record as-built
revisions on their record set (paper copies) during construction. Once construction is
completed these revisions shall then be applied as comments to the digital PDF per the
following workflow.

The second method, using Section 5.1.2Active As-Built, district staff shall record as-built
revisions on their record set (paper copies), and shall apply them as comments to the final
set of digital PDF plans on an intermittent bases during construction. By using this
method as-built information becomes available to all parties that have access to
ProjectWise during the construction process, improving communication and
transparency.
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5.1.1 Post Construction As-Built

As-Built Workflow

Step Personnel Task
1 Chief Inspector Notify the Contracting Engineer or Designated District Staff that
As-Builts can be applied to the Contract Plans.

2 Contracting Engineer | Change the state of the Contract Plans to “Perform As Built”,
or District Staff see Section 3.2.12

3 Contracting Engineer | Apply As-Built revisions to the Contract Plans in accordance
or District Staff with Section 5.3

4 Contracting Engineer | Change the state of the Contract Plans to “As Built Complete”,
or District Staff see Section 3.2.12

5 Contracting Engineer | Fill out the “As-Built Completion” Form As-Built Completion
or District Staff Form and submit to AEC Applications

6 Contracting Engineer | Notify all applicable personnel list in the Section 5.4.2 that the
or District Staff As-Builts have been completed for this project.

7 AEC Applications After the “As-Built Completion” form is received, proceed to
Staff Section X.X (Process for Archiving a Project)

5.1.2 Active As-Built
Under Development:

5.2 As-Built Markup of Contract Plans

All as-built information will be placed using a few basic Bluebeam commenting tools. These
tools include text tools, line and arrow tools, and stamp tools (all other tools will still be available
under the main toolbar). These tools will be in the left-hand panel under “CTDOT As Built
Tools” tool box when the CTDOT As-Builts Profile is selected (see CTDOT Bluebeam Profile):

R Ron

vikw -0 =4

Mew Open Save Print E-mail Studio

‘R w T RS- Ve !

el -
& 5 E -
Recent Tools
CTDOT Review Tools
CTDO op/Working Drawing Review Tools
CTDOT As Buitt Tools

Subject Comment
= |Construction Started Construction Started and
and Completed Date Completed Date
= | As-Built Stamps This sheet not comected
= | Az-Built Stamps This sheet comected
= | As-Built Stamps Typical Section comected
— | Az-Built Stamps These quantities not comected
A Tex Bax
a
& Callout Use to Add a Callout
/ Line Use to Cross Out
/‘I Amow
-»>

Figure 90 - As-Built Commenting Tools
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5.3 Applying As-Built Comments to Contract Plans

5.3.1 Before Using Bluebeam for As-Builts

All CTDOT users are required to complete the steps in Appendix A prior to applying as-
built revisions. By completing these steps as-built revisions will be standardized across the
all CTDOT users. These steps only need to be completed the first time using Bluebeam or
when the user logs into a new computer.

o Perform the initial login steps for Bluebeam. Initial Log Into Bluebeam

o Download the CTDOT Bluebeam profile. Download CTDOT Bluebeam Profile

o The user must have a ProjectWise login/password. Contact Julie Annino if you do
not have a Projectwise Username and Password.

5.3.2 Opening the Contract Plans from Projectwise
The contract plans are located in the 100_Contract_Plans folder of the project in Projectwise, as

shown below:

i o= LTS EEEE @ | #A - searcn| 3

v| P> : Interface| CTDOT_Dac_Code

vl ViEW‘DGCumEnt “ Spat\alView:E

Address pw:t\ctdot.projectwiseonline.com:CTDOT\Documents'01.0 - Projects - Active'0085-01414100_Contract_Plans (F ¥ | % Go

e B

™ 00630637
"% 0063-0633
"% 0063-0641 8 0063-0671
("% 0063-D643 & 0093-0180
"% D063-0644
"% n0e3-0670
("% n063-0872
" 00630673
"% 00630673
" DDes-0079
"% 0070-0115
[ 0070-0116
" 00730173
"% 00730174
[ 0076-0216
("% Do79-0235
|/** nos1-0088

{* nos1-0051
{* nosz-0299
S nes s

= (% 00350141

L 100_Contract_Plans (PDF)

L= 120_Contractor_Submittals (PDF)
L 130_Soil_Archaeclogical_Misc_Reports (FDF
L= 210_Construction
Z2Z0_FHWA
230_Conkract_Administration
240_Contract_Development
241_Conkract_Development_Confidential
310_Preliminary_Design_DocurmentsiPDF)
320_Permit_Applications
L 330_Design_Data
L 340_Admininstation
L 341_Confidential_administration
L 500_Pre_Design
% saved Searches
[ noss-D142

HEHHEEHY

~

Label {User Defined)

_/ 01_General
_/ 2_Revisions

rd D3—_H|ghway

_/ 4_Struckures

Description

01_General

Revisions Subset

03-Highway

Structual Subser

05-TRAFFIC

ATET_Utility_Plan
CT_CON_STD_D085-0141_CTDOT_Highway _STD
CTDOT_TRAFFIC_STD

Contract Plans

are located in the
100_Contract Plans
folder of the Project

¢

Main Category  Su

CON
CON
CON
CON
CON
CON
CON
CON

Fl
Fl
Fl
Fl
FU
F1
5
5

Project Properties

GEMERAL -
GENERAL -
GEMERAL -
GEMERAL -
GEMERAL -
GENERAL -
GEMERAL -

Project Mumber(z]
Program Muraber
Project Title

CTDOT Improvement Type
General Description
Federal Proj Dversight
Project Current Phase

Folder Properties | Dependency Service | Access Control

Figure 91 - Location of the Contract Plans in Projectwise
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Login into Projectwise, then browse to the 100_Contract_Plans folder of the project you

1.
are working on.
2. To open a document with Bluebeam right click on the document, and select “Open With”
as shown below:
#| | Label {User Defined) Description
e n 01_General [ &
/E 02 _Rewvision
/E 03-Highway
/E 04_Skrucktur
# [B) 05 _Traffic
# [B 06_aTaT_F!
=g s a)
# B cTooT_High View E-0141_CTDOT Mighway STD
# B ctoot_tRe =T . i
Check Out Right click on the
- plan subset to open
opy DU
n H L1
— and select "Open With
Start Studio Session, ..
— Refresh Local Copy
Purge Local Copy
\POF Purge Workspace
Zuk
S Copy
Drocument Properti to Preview | Dependency Service | Access Control | Compaon
jal
s = Copy Ta... I

Issued 2-2013

GEMERAL - Proj  Move To...
GEMERAL - Proi Rename...

Figure 92 - Open With Bluebeam

3. Select the Bluebeam icon and check “Always use this program” and select OK. The
document will now be checked out of Projectwise and open with Bluebeam:

= Open document with
Select I
~Program
MName | Description | Application
lIl;"JPDF Document PDF Document "C:\Program Files\Bluebeam Software'Blusbeam Revu'Revu'Revu,exe”™ "1
E Adobe Reader 3.3 Adobe Reader 9.3 C:\PROGRA1\adobe \READER ~2. 0'reader\acrord32. exe "3 1"
|; Adobe Acrobat Document Acrobat "C:\Program Files\Adobe\Acrobat 10.0\Acrobat\Acrobat.exe™ "%61"

Select

wk |
v Al use this program Select Browse |

[

[~ Open document as read-only
Click here for a list of suggested document viewers

Figure 93 - Open with Bluebeam

Note: Since we checked “Always use this program”, the next time you open a pdf in
ProjectWise with Bluebeam all you need to do is double click on the file.
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4. After the As-Builts are applied to the contract plans click save in Bluebeam and then
select “Check In” when a projectwise dialog box pops up. If the document is not checked
back into Projectwise the As-Builts will not be uploaded to Projectwise.

5.3.3 Applying Digital As-Built Stamps

5.3.3.1 Construction Started & Completed Dates

The construction started and complete date stamps must be applied to the PDF title sheet, located
in the 01_General subset, as stated below:

1. Select the ”ConstructionStartedandCompletedDates”: stamp from the “CTDOT As
Built Tools” tool box and place it at a conspicuous location on the title sheet:

kv T -om-4 " B * B 7 L

New Open Save Print E-ma Studio Create ‘Combine Batch Export Az Markups  WebTab
e wm T ESE-Dee i) s " iNE i | BWD A

CT_CON_FDP_0009-0094_01-General* =

Comment

—
Construction Started Construction Statedand

= R
and Completed Date Completed Date
— —— STATE
~ |Comected 5 not comected N
“=== |This Sheet Comected | This sheet comected
= TC:rpni;:‘aileSdedion Typical Section comected
""" gﬁ;&g'&'ammes T These guantities not comected
A |Text Box
E
& Callout Use to Add a Callout
{ Line USE to CI'OSS OLl't CONSTRUCTION STARTED DATE 01/01/2011
I CONSTRUCTION END DATE 02/02/2012
/ Amow !
-

Figure 94 - Construction Started and Completed Date Stamp

2. Enter Start and Completed dates in a mm/dd/yyyy format with a space between them and
select OK:

Construction Started and End Da x|[

Enter Construction Started and End Date B

a {mm.dd Ay mmSdd A

[
|D1f[:-1f.'2l}1 0 09/01 f2D121“5
Start ~ Completed
cocs |
Enter start Date, space, Enter

Completed Date (mm/dd/yyyy Format)
Select OK

Figure 95 - Entering the Dates for the Stamp
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Below is an example of the placed stamp.

CC
DEPARTMENT

CONSTRUCTION STARTED DATE o1/02/2010
CONSTRUCTION COMPLETED DATE 08/01,/2012

Figure 96 - Placed Stamp
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5.3.3.2 This Sheet Not Corrected Stamp

This stamp must be placed on all PDF sheets that do not contain as-built revisions. Detail
Estimate Sheets must never be revised; therefore, they always receive this stamp.

1. To place the “THIS SHEET NOT CORRECTED” stamp on an individual PDF sheet,
select that stamp from the CTDOT As Built Tools tool box and place it in the lower right-
hand corner of the sheet, by clicking once.

If the majority of the sheets do not contain as-built revisions it is easier to apply this note to
every sheet included in plan set, including the as-built revised sheets, and then go back and
remove it from the sheets that were corrected.

1. To place the “THIS SHEET NOT CORRECTED” stamp on the entire plan set, select that
stamp from the CTDOT As Built Tools tool box and place it in the lower right-hand
corner of the first sheet in the plan set:

| TP A @

CT_CON_FDP_0009-0094_03-Highway™

SUBSET 03 - HIGHWAY
INDEX OF DRAWINGS

Figure 97 - Placing the ""This Sheet Not Corrected Stamp"'
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2. Right click on the stamp that was placed and select “Apply to All Pages”:

Cut

Copy

Paste

Delete

Open Fop-Up Note

e

Change Colors

Layer

Right click Order

Alignment

Edit Action

''''' - Lock Ctrl+Shift+L

Reply

Set Status

Check

Add to Tool Chest

el as Default

Apply to All Pages

Froperties

Figure 98 - Placing the Stamp on All Pages

This will place the “THIS SHEET NOT CORRECTED” stamp on every plan sheet
within the pdf set.

NOTE: You must go back and replace this note on the sheets that contain as-built revisions
with the appropriate stamp.
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5.3.3.3 This Sheet Corrected

This stamp must be applied to all PDF sheets that contain as-built revisions.

1. To place the “THIS SHEET CORRECTED” stamp on an individual PDF sheet, select
that stamp from the CTDOT As-Built Tools tool box and place it in the lower right-hand
corner of the sheet, by clicking once.

If the majority of the sheets contain as-built revisions it is easier to apply this note to every
sheet included in plan set, including sheets that do not contain as-built revisions, and then
go back and replace it, with the appropriate stamp, on the sheets that were not corrected.

1. To place the “THIS SHEET CORRECTED” stamp on the entire plan set, select that
stamp from the CTDOT As Built Tools tool box and place it in the lower right-hand
corner of the first sheet in the plan set:

2. NOTE: You must go back and replace this note on the sheets that do not contain as-
built revisions with the “THIS SHEET NOT CORRECTED” stamp.

5.3.4 Applying Digital As-Built Notes

To place an as-built revision, simply select any of the provided tools located within the as-built
tool box shown below and apply it to the document that is being as-built.

Recent Tools

CTDOT Review Tools

CTDOT Shop/Working Drawing Review ...
CTDOT As Built Tools

Comment

Construction Started
and Completed Date

| This shest Not

Comected

* | This Sheet Comected

| Typical Section

Comected

| These Quantities Mot

Comected

Text Box

Construction Started
and Completed Date

This sheet not
comected

This sheet comected

Typical Section
comected

These quantities not
comected

Line Tool

Use to Add a Callout

Line

iy
X

Use to Cross Out

N\ B >

Amow
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In the following example, the Line tool was used to cross out the existing text and the Text Box
tool was used to add text:

BITU MINBU
CONCRET
N PARK-CURBIN

™~ Line Tool
h \L I P\ Text Tool h <

\\
Figure 100 - As-Built Note Example

Additional tools are available by selecting Markup:

Edit iew Document Markup Measure Window Help

| .:.’x_q _..-'_ _‘_!‘_ t‘l' 2l

New  Open Save Print Emsi  Studo Text Pen Lnes  Shapes  Imsge  Hypeink  Atichment  Stmp
B T EOE- Ve ) s INE i/ | QNQ A W

LI o

Figure 101 - Other Markup Tools
These tools include:

AREQR /7 /DG BORS

A B C D E F G H I J KL M NO P Q R

List of Commenting Tools:

A. Text — commonly used tool for as-builts

B. Typewriter — Do Not Use for As-Builts — cannot edit text
C. Note - Do Not Use for As-Builts — will not print

D. Flag

E. Pen

F. Highlight

G. Eraser - Do Not Use for As-Builts — cannot edit graphics
H. Line— commonly used tool for as-builts

l. Arrow— commonly used tool for as-builts

J. Arc

K. Polyline

L. Callout— commonly used tool for as-builts

M. Dimension

N. Box

0. Circle
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P. Polygon

Q. Cloud — Do Not Use for As-Builts - this may be confused with change orders
or addendums

R. Picture — Pictures can be inserted into a document or attached. It is
reccommended that pictures be attached as not to obstruct any part of the pdf.

Do not add a note to a comment by double clicking on the comment. For example, if a line
was placed the user could double click on the line and add notes to it:

9,
Line X
/ Raonald Tellier Supe... 107/2001212:58 .

- A A

Figure 102 - Incorect Way to Add Text
If notes are added this way they do not print.

5.3.4.1 Digital As-Built Stamps and Notes Using
ADOBE

The following stamp files need to be downloaded to the user’s computer and placed in this folder:
C:\Documents and Settings\User\Application Data\Adobe\Acrobat\8.0\Stamps\. This could be
either C:\ or D:\ Drive depending on your computer. With the “User” folder being the current
user’s login Username. If Acrobat version 9 is being used, replace 8.0 with 9.0 in the previous
sentence, if version 10 is used replace with 10.

Stamp Files

As-Built stamps.pdf

Construction started and completed dates.pdf

These stamps are to be placed following Section 5.3 above.

As-Built notes shall be placed on the plans in accordance with Section 5.3 using the Adobe
commenting tools in the following format:
1. Text Font shall be Cambria 16, and the color Red.

2. All line work shall be line width 2 and the color Red.
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5.4 Notifications

5.4.1 Completion of the As-Builts

After the as-built information has been completed, the person responsible for the as-builts
revisions must notify AEC Applications by filling out the following form:

As-Built Completion Form

5.4.2 Notifying Department Personnel

After the as-built information has been completed and the above form has been sent to AEC
Applications, the person responsible for the as-built revisions shall notify the appropriate
Department personnel (via e-mail):

Issued 2-2013

Lead Designer
Chief Inspector
Central Surveys
ROW

Central Construction

Bridge Maintenance (if a structure is on the project)
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Section 6 Contractor Submittals

6.1 Working Drawings for Permanent Structures
This section is in development.

6.2 Shop Drawings

This section is in development:

The following link is the Contractor Submittal workflow:
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Section 7 Digital Review and Commenting

This section is in development.

This section details the procedure for digital review and commenting on pdf documents, this
includes preliminary design, working drawing, shop drawing reviews, and other contractor
submittals. Also included in this section are the stamps that are applied to working drawing and
shop drawing.

7.1 Digital Review

This section is in development.
7.2 Commenting Tools

7.2.1 Bluebeam
The following figures show the commenting tools in Bluebeam.

.
T E-2
T
[Locamon oF  pRoJEcT| Ly A
— m—
2004 SFECFICATIONS FORM 298 NCLUDNG SUPPLIMENTS DATED TOWH MO, g2
JRY 2007
CORNECTICUT HICHWAY DESICN MAMUAL (1) FROJECT MO. £19
POUCT OM GECUETRC DESGH OF MOHWAYS WD STREETS (19941 —
HOREEWTAL CONTREL 15 BASED OH KAB. 1583
ML ELEVATIONS 0N THS PROJECT BASED OH M.AVD. OF tieg
FUNCTIOMAL CLASSIFICATION: PRINCIPAL URBAN ARTERIAL FREEWAY
DESIGH SPEED: { I-95 MAINLINE ) 90 KPH
CONMECTICUT DEPARTMENT OF TRAMSFORTATION BICOIRG AKD OTHIR [RFORUATION
AND WHICH ARE DBTAIMED THROUGH TME IWTERMET. WORLD WIDE WER
SITES O OTHER ARE_WOT T0 BE COMSTRUED TD BE OFF ICIAL [WFORWATION
w FOR THE PURPOSES OF BIDDING OF COMDUCTING OTMER DUSTMESS WITH THE CEFARTWENT.
tos b G
IT 1% THE RESPOMSISILITY OF 4G BIGDER 4ND ALL OTHER INTERESTED FARTIES To
A1 DOTAIM ALL BIDDIHG FELATED IHFORMATION AND COCUMENTS FROM OFFICIAL SOURTES
[ WITHIM THE DEP&ATWENT.
O] PERSOMS AWDVOR ENTITIES WHICH REPRODUCE AMD/OR WAKE SUCH INFDRMATIOM
Vit AVATLABLE BY ANY MEAME MRE WOT AJTHORIZED BY THE DEPARTUEMT TO DO SO AND WAT
w0205 BE LIASLE FOR CLAIMS RESULTING FROM THE DISSEMINATION OF UNOFFIGIAL.
T Frry IHCOMPLETE AND/DR IMACCURATE IMFORMATION.
L] AT
A v
: s METRIC PROJECT
]
259
e
o DECEMBER 19, 2007
BT
[
wARYER ST AL A B BT STHIRS ESGHED B
BETALE GORD DNT SGM BTV L. LOCHMIR WL
o GETmy it ETALED CSTRATE Se0T (SCENNT WAHAGTMINT STSTEM ™
4G5 POR DWEED HSHWATS |LTLIB REY LB MPOSEDLDGTAL SLIDUMIE BESTCATIOND SUNSTY
W ION DD R (T WELAT OF [MVRDHUDNTAL COHODEN PLANE
T PR :_.r‘mmh-
nows. [uifom e aemd
e TaTiow i E) . CHOMOIRS, B LB DORARTUENT OF TRMGSORTATION
SONSE PLA D DETALT FIDEMAL FIGHWAY ACWHIZTRATION
TRNTIC BGHE FLANS S0 DETALS
LLikmin e A (TS J—
i s 5
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AREE /o /OB a0k e™

A B CDE FG HI1I J KLM NOPUO QR
List and Settings for Commenting Tools

A. Text- All text shall be the color “Red” and the text for a general note shall be verdana
size 12. The text for the X’d out Addendum and Change Order sheets, shall be verdana
bold size 20.

;"3\ Text Box Properties

* (General

Parthor: ||"-"|athew Calking
Subject: | Text Box |

EL. 7.532 A

€|

Medified: 101132011 10:50:53 AM
[] Lock i Replies

* Appearance
Color:
Fill Celor:
Opacity: |3 1
Fill Opacity: |3 10

& Line Viidth

Style:

£ ==

End:

Font: | Verdana W |-\
Faont Size: |12 v|

—
£33
(=]

Line Space:

4

[EJ!*

Margin:

:EK_'A Text Color:

Alignment:
) T Font Style:

I
e 111
< il
-+H

S' S,

Typewriter — The text color shall be “Red” and Verdana size 12
Note — Use Default Settings

Flag — Use Default Settings

Pen — Use Default Settings

Highlight — Use Default Settings

nTmo oW

G. Eraser — Use Default Settings
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H. Line — Color = Red and line width = 3.00
Arrow — Color = Red and line width = 3.00
Arc — Color = Red and line width = 3.00
Polyline — Color = Red and line width = 3.00

Callout — Adjust the properties as shown below:

r A<

§ Callout Properties

¥ General

Author: |

Subject: |Callout

Modified: 1011472011 7:19:57 &AM
[ Leck 0] Replies

Calor: E]

Fill Color: ]

Adjust these

properties Opacity: [ 100
Fill Opacity: |4 100
p| LineWidth: | < 200
Style: w
o
Font: | Verdana v|
Font Size: |2D v|
Line Space: % 1.00

Margin:
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M. Dimension — Adjust as shown below and click “Set as Default”

ﬂl.ﬁ’ldb{}

" Dimension Properties

Author: | | E
|

After you adjust the
properties, select
this to dimension

Subject: | Dimension

Medified: 10/14/2011 7:27:05 AM r

Lock (0) Replies

* Appearance

Color: E]

Fill Color: [l
Adjust properties —p _opacat,.:
and set as default lineWidh: [ 300

» Style:

Show Caption

Font: | Verdana v|

Font Size: |E w |
Text Colar: E]

Font Style: B / u F S‘ S‘

Box - Color = Red and line width = 3.00
Circle - Color = Red and line width = 3.00
Polygon - Color = Red and line width = 3.00
Cloud - Color = Red and line width = 3.00
Picture — Use default settings.

DO DO Z
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7.2.2 Adobe Acrobat
The following figures show the commenting tools in Adobe.

Open the pdf you wish to markup. If the Comment & Markup tools are not available in your
menu bar go to:
Tools>Comment & Markup>Show Comment and Markup Toolbar:
Fls Edt View Document .Nn‘ow Help

2 8- sy e
—  ———————————  Select & Zoom > |F] Text Edis >
@ Corthiodby Wlam B Typeyriter > Stomes ’

] Highlight Text Toot
1] Underline Text Tool
#%] Cross Out Text Tool
Z£2 Artach a Fle a5 & Comment
&~ Record Audio Comment
&% Paste Clipboard Image a5 Stamp Tool
 Calout Tool
= | Text Box Tool
> Clogyd Tool
~ Arrow Tool
/ Line Tool
[C] Rectangle Tool
) Oyal Took
(" Polygon Line Tool
) Polygon Tool
W Pencil Tool
# Pencll Erager Tool
L Show »

Note: In order for the Commenting tools to be available, the Extend Features in Adobe Reader
must have been enabled in the original pdf using Adobe Pro. If the commenting tools are not
vavailable, please contact the owner of the document.

The default Comment and Markup Toolbar contains the following tools:
Comment & Markup x

| Sticky Note B%‘TextEditsv ?, ? Tl\ |FE ? ? / w’l “Show -

[
A B G J ’v\

Comment & Markup toolbar and settings:
A. Sticky Note tool — use default settings

B. Text Edits tool — use default settings

C. Stamp tool and menu — use default settings
D. Highlight Text tool — use default settings
E. Callout tool — Verdana 12pt

F. Text Box tool- Verdana 12pt

G. Cloud tool — Weight = 2pt

H. Arrow tool- Weight = 2pt

I. Line tool- Weight = 2pt

J. Rectangle tool- Weight = 2pt

K. Oval tool — Weight = 2pt

L. Pencil tool- Weight = 2pt

M. Show menu

Issued 2-2013 103 Version 2.06



Connecticut Department of Transportation Digital Project Development Manual

7.3 Digital Stamps

7.3.1 Bluebeam Stamps

To be able to select your stamps follow the figure below:
1. Select the Markup tab and select Stamps>Change Stamp Folder.

Edit D t Form Markup Help

v‘.

Text Fen Lines

2 % ;I

Document1®

Figure 103 - Selecting a Stamp Folder

2. Browse to \\SH3DGS18\CTDOT Projects\V8 Admin\Bluebeam Resources and select
correct discipline.

@' Desktop ~
G My Dacuments
= vj My Computer
S UniCADD_2012_03_09(Z:)
e |Jser Data (D:)
i DVD-RAM Drive (50
¥ GISData(l:)
= Groups on ‘sdedbsen’ (51
% TRU Maps (T:)
S CalkinsMI$ on 'Sdcdbse0’ (U2
S ys Workspaces - SHIDGS1E (W
( =¥ DGS CTDOT_Projects (SH3DG518) (%:) N B rowse to folder

122 va_Admin

(= BluebeamlResources an d se I e ct
1 As-Builk . - -
5 ridges discipline

IC3) CTDOT Stamps

IL3) Farilities

IC5) Highway Operations
1 Highways

I3 Other Watermarks
I5) Settings

IC5) Traffic _)

‘:} My Metwork Places
& Recycls Bin

1) Adohecs
@ dynamic skamp Select OK
153 Mew Falder
@ Mew Folder (2)
IC5) FOF forms
1C5) System v

(Co= D)

Figure 104 - Selecting Stamp Folder
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7.3.1.1 Placing Addendum and Change Order
Stamps

When an addendum or design intitated change order are submitted, the sheets affected must get
crossed out with the apporiate note placed on them. Follow this workflow:

1. Place the Addendum and Changer Order Stamp.

2. Then using the “Text” comment tool shown in section 7.2.1 to place the notes required in
section 4.4.

3. Then select flatten markups by selecting Document>Flatten Markups. Keep the default
settings and select flatten.

7.3.2 Adobe Stamps

The following stamp files need to be downloaded to the user’s computer and placed in this folder:

C:\Documents and Settings\User\Application Data\Adobe\Acrobat\8.0\Stamps\. CTDOT users
shall download this file to the same location as above but instead of the C:\ it will be in D:\. With
the “User” folder being the current user’s login Username. If Acrobat version 9 is being used,
replace 8.0 with 9.0 in the previous sentence.

Stamp Files

CTDOT _Plan_Stamp.pdf this is for the crossing out sheets due to Addendum and Change Orders.

Contractor Submittal Stamps

Shop Drawing Stamps
Working Drawing Stamps
Facilities Stamps

These stamps will need to be updated with the consultant’s information.
As-Built Stamps

As-Built stamps.pdf
Construction started and completed dates.pdf
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The figure below is an example of placing the crossed out sheet stamp:

ol Advanced  Window  Help

' — - #
s S A 2 B @ # s OO S Pison-
port = CTDOT _STAMPS ™
Dvnammnic » % o
Sign Here r
] Standard Business r —
4] &ddendurn_and_CoSEamp
Eawarites S —]
o] W || et Layout | ¢
e
Form a Create Custam Stamp... d it ko your recipients.
— Manage Stamps. ..
f Show Skamps Palette “ N EC-I-ICUT
Ff % 1 A TR AFER T A T oA RS A A e

Place stamp in correct location, then fill in the dialog box with the correct text as required. If a
mistake has been made, right click, delete and place again. After stamp is located correctly, right-
click stamp, and select properties. From Stamp Properties dialog, select “Locked”.
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Appendix A

Initial Log into Bluebeam

These steps only need to be completed the first time using Bluebeam or when the user logs into a
new computer.

4

Bluebeam
Fevu

1. Open Bluebeam by selecting the desktop icon:

If you do not have a desktop icon, select Start>Bluebeam Software. Right click on Bluebeam
Revu, select Send To>Desktop (create shortcut). This will place the Bluebeam icon on your
desktop:

PW_Delet.., EED Estimator... Rename

» || ScriptLogic Corporation
! 'i@ section wizard

) AutoTrack ’icﬁ SiteManager

) BASINS -}c_!] SiteManager Training
) BcaPao » &) SMs 10.0

) Bentley » ) SMs 10.1

g » i) snagns

> &) Snaght Studio

» |7 Spectra Precision
D) Help
» |5] Bluebeam Administrator

L "

StormCAD  StormCAD
V8i for Mi... v8i

F Y Y Y Y Y Y Y w vw W

am Stapler
I Restort POF Printer e
W ClipPath
o) sy Endpoin
) TDS Survey Works
) TextPad 3 Compress to ZIP + Options...
) Trimble Data Tran S Compress to "Revu.zip"

Scan for Viruses...

EPA SWMM 5.0
) Estimator

) Filezilla FTP Client

) Gadwin Systems

™) Google Sketchup 7

) Google Sketchp 8

) GPS Pathfinder Office 2.90
) GPSurvey

4 vec Gelect Send To
) HYBEnergy

) Hy-8

) Hydraflow Hydrographs 2004
) Hydraflow Storm Sewers 2003
) Hydraulic Toolbox

) Intervideo WinDVD

) K-Lite Codec Pack

& Bluebeam POF Printer
¥ sluebeam Stapler
\L) Compressed (zipped) Folder
il @ Desktop (crea cut)

Yy v Y v v vy v v w

¥ Bing Maps 30
# checkras

) LightScribe Direct Disc Labeling FishXing V3 beta
) McTrans & HDS 5 Chart Calculator 1.5.8
* &) Microsoft Office & Internet Explorer
, (T Microsoft Siiverlight %) Outlook Express
) MicroStation PaInt.NET
* ) NVIDIA Corporation € Pathfinder Office C g

, ) Oracle - OraClient10g_home
) Pathfinder Office 2.51
) PENNDOT Programs
) PowerArchiver 2001

@' Pathfinder Office Project Changer
£ PowerArchiver

¢ Remote Assistance

& samwin

Windows XP Professional

) PrimoPDF iQ Windows Media Player

) QSE Software Suite ;Q Windows Movie Maker

) RAM Concept 2.1 ) Google Earth »
) RAM Connection 4 B TextPad

_S(art O Inbox - Tellier, ... [H P ) RAM Structural System

[ €PED S E M @ Rexo

Y Y Y Y YYT YT YTYTYTYTYTYYTYYTYYTY YY YT

Figure 105 - Creating Desktop Shortcut
2. When the “Welcome to Revu” dialog box opens, select Design profile and Dark look:
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Choose your profile

= Office

" Estimation € Tablet
" Construction € Simple

Choose your look

welcome
Welcome to Revu

Please zelect a uzer Profile and a desktop look that best zuitz vour needs. |n the future, you can change vaur
Prafile by going to Yiew/Frofiles and your deskiop backaground by going to E dit/Preferencesz/General.

Design

Thiz profile includes advanced
markup features geared towards
thioze who will uze Bevu az a design
review and collabaration toal, and
heed precize control over markups,
measurements and properties.

Do e m——
" \ .d_-‘l =] ey [
K .‘-I irar— Ja—
g g F I
fe [Diark [default] " Light ™ Clazsic (05 colorz]

b3

(L enisn_[

Figure 106 - Welcome to Revu

3. Adialog box may appear asking if you would like to add a ProjectWise Client Interface.
Select Yes:

Detected ProjectWise Installed x|

A

Bluebeam Fewvu haz detected that the Projectwize Client iz
ingtalled. ‘ould pou like to add a Project'ize Client

Interface’?
Yes ' Mo |

Figure 107 - Bluebeam/Projectwise Link

4. Enter ProjectWise Login Name and Password. Check “Checkout on Open” and
“Checkout on Open from Hyperlinks”. Select OK:

Issued 2-2013
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Add Document Management System

Type: |Project‘-“a'ise Vai w
DataSource™: |ctdot projectwiseonline.com:CTDOT

D

Login Name: |n'|ju:-admin
Password: ™
Checkout on Open
iCheckout on Upen from Hyperinks;

Co DT

* required

"

Should read this
&

Enter your Projectwise
username and password

- Make sure these
L= Click

Figure 108 - Projectwise Login

5. Click on the settings icon in the top right hand corner and click Preferences as shown
below. If you cannot find the settings icon in the top right, go to the Edit menu and select

Preferences.

Figure 109 - Bluebeam Preferences

6. Click on File Access and make sure the box is checked as shown below: If ProjectWise is

not listed click on Add

Preferences

Documert
File Access
General

Grid & Snap
Import/Export
Markup
Markups Tab
MNavigation
FDF/A
Presentation
Rendering
Rendering 30

Enable Recent Files
Show preview of PI)

ems in Recent Files:

ecent history limit: |5-D Days V|[ Clear ]

[ SharePoint Options. .. l

(1) Click

Signature
Snapshot
Spelling

ProjectWise Vi

ctdot projectwiseonline.com:CTDOT

Ready

Startup
Studio
Tablet
WebTab

(2) Click

=a

[ Impart H Export ]

| add || Edt || Delete |

[ oK I[Cancel ]

Figure 110 - Projectwise Integration
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After you click Log in the status should read Logged In as shown below:

Preferences

Document
File Access
General

Grid & Snap
Import /Export
Markwp
Markups Tab
Mavigation
FDF/A
Presentation
Rendering
Rendering 30
Signature
Snapshot
Spelling
Startup
Studio
Tablet
WebTab

Recerts
Enable Recert Files

tems in Recent Files:

£3

Show preview of PDF

Recent histary limit: |9’DDa1,rs vl [ Clear ]

Document Managemert Systems

[] Toolbar integration onfy

[ SharePoint Options... ]

Always show selection dialog

Location
ctdot projectwiseanline com:CTDOT

Type
ProjectWise Vi

Status
Logged In

Figure 111 - Projectwise Integration

Preferences

Document
( Generl ((User: M. Calkins TE 2 AEC Applications )

Import/Export || Enable Document Recovery

Maricup Allow Multiple Instances

Markups Tab

Navigation Enable Auto-Complete

PDF/A Enable Single Key Shortcuts with Form Fields
Presentation

Rendering Enable JavaScript

Rendering 3D

Signature Show Splash Screen

Snapshot Find Hyperlinks in PDF Cortert

Spelling

Startup Dark Light
Studio

; —_
Tablet Brghtress: | }
WebTab U '
CD Classic Mode [ Classic Menu )

=

(1) Click

In the General section in the User area type in your name (First Initial and Last Name),
title, and your office name. An example for me would be M. Calkins TE 2 AEC
Applications. An example for a district construction user would be J. Smith TE 3 D2
Construction.

(2) Type in
User Name

(3) Make sure
e
these are
unchecked
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8. Update the markups options to match the following:

Preferences
Document Marioy
File Access r “'\
General [] Reuse Marwp Toals

Gnd S , Dynamically Set as Default properties
Autosize Tesxt Box and Callout Markups

Embed Fonts

Make sure these

Navigation

PDF/A Show Author and Date in Pop-Ups options are selected
Presentation
gendering 3D [] Copy selected text into Text Marups
ignature s . ) :
Sngapshm (Highlight, Underline, Squigaly, Strikethrough)
Spelling Retain Layer Info. when copying Markup.
gisrdt:;p [] Use Relative Paths for Hyperlinks and Actions
Tablet Set 'Open in New Window” option for Hyperinks and Actions

WebTab
Defautt Image Encoding:
k Drag Behavior for Shapes: j

=

Figure 113 - Markup Preferences

9. Update the markups tab options to match the following:

Preferences |z

Document Markups Tab
File Access
General Zoom Fit Manwups when selected __)
Grid & Snap -

Import/Export [] Use Rich Texd for Comments

METFIP Wrap Comment Text

Marl'.:up_s Tab Fittered Annotation Dim Percent: C h ec k

FDF/A [ Exclude Fittered Markups on Export
Presentation
Rendering
Rendering 30
Signature
Snapshot
Speliing
Startup
Studio

Tablet
WebTab

=

Figure 114 - Markup Preferences

10. Click on the Web Tab section and make sure the box for Open PDF hyperlinks in Web
Tabs is unchecked. This will open any hyperlink that is in a PDF document using
Internet Explorer instead of Bluebeam. This is the last preference you will need to update
so you can click Ok at the bottom right now.
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Preferences
Document WebTab
File Access
General v Always gwi v WebTabs when they are created

Click

(o *
Click

[impot ] [ Bpor ] [ ok ]

Grid & 5 S

In'll-lpc: " I,E?”;'; . [] Open POF Hyperinks in WebTabs

Markup Open web PDFs in split-view

Markups Tab

N:Vi;;isona [ uUse standardized favorites: | \ |
PDF/A Show script emors

Presentation [ " U n C h eC k
Rendering [ Edit Web Favortes... ]

Rendering 3D

Signature

Snapshot

Spelling

Figure 115 - Webtab Preferences

Downloading the CTDOT Bluebeam Profile

1. Download this file and save it to your desktop: CTDOT Bluebeam Profile
2. Double click on the profile in the zipped folder on your desktop.

:]_,.Puwer.hrchiver 2001 - as-built_profile.zip

&30 #Z=a2& T ¥

Mew Open Favorites Add Extract Delete Wiew CheckOut

Nay | todified | Size | Ratio ‘ Packedl Fath
Q& CTDOT As-Builts Profile.bpx } /672012 3:18 AM BE7.863 G6% 260627

\

Double click on
this file

+ - Selected 1 file, 555 kB Total 1 file, 555 kB [245 kB]

@@

Figure 116 - Importing the Bluebeam Tools

3. In Bluebeam, on the left-hand panel, select the tool box icon and expand the CTDOT As

Built Tools:
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All of the stamps and tools required for completing as-builts are now ready for use.
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Construction Started
and Completed Date

_ | This sheet Not

Comected

| This Sheet Comected

Typical Section
Comected

These Quantities Not
Comected

Text Box
Callout
Line

Amow

Construction Started
and Completed Date

This sheet not
comected

This sheet comected

Typical Section
comected

These quantities not
comected

Use to Add a Callout

Use to Cross Out

Figure 117 - As-Built Tools
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Appendix B

Usability of PDF Documents

This section contains information about viewing digital contract documents.

Structure of Digital Plans
Final Design Plans, Addendums, and Design Initiated Change Orders

The contract plans are split up into discipline subsets, which are multiple sheet PDF documents
digitally signed by the Designer. Addendums and Change Orders are also submitted as discipline
subset, with only the changed sheets. For example, an Addendum that affects the 03-Bridge

Subset will require the submission of a 03-Bridge_A1 subset.

Digital Plans are located in the 100_Contract_Plans folder in Projectwise. Below is an example
of a project’s discipline subsets in Projectwise:

ProjectWise _Admin\User Admin Areas'Calkins\0123-01454100_Contract_Plans (PDF)Y

” Ust | @ Geospatial
Label (User Defined)

& 0| 01-General

_/-'; 02-Revisions

& - |02-Revisions_A1

& oo 02-Revisions_A2

& 0| 02-Revisions_DIC
& | 03-Bridge

& -|03-Bridge_A1

& T 03-Bridge_C1

& 0| 04IMS

& 0| 04IM5_A2

& | 05-Traffic

& | 05-Traffic_c2

& 0| 06-Utlity plans

# 2| CTDOT_Highway_STD
# 2| CTDOT _Traffic_STD

Sub Category Description

Plans_04
Plans_04
Plans_05
Plans_05
Plans_07
Plans_04
Plans_05
Plans_07
Plans_04
Plans_05
Plans_02
Plans_07
Plans_02
Plans_10
Plans_10

- Final Plans {Adv)

- Final Plans {Adv)
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Figure 118 - Discipline Subsets in Projectwise

The figure above shows a project that includes multiple Addendums and Change Orders.

As-Built’s

As-built’s will be placed directly on the PDF Subsets using Adobe. This will be done by the
inspector after the project has been completed.

Issued 2-2013

114

Version 2.06



Connecticut Department of Transportation Digital Project Development Manual

Functionality of PDF Digital Plans

The PDF digital plans have the following functions when the digital contract plans are created in

accordance with this manual:
Turn levels on and off

Search for all text on the documents.

PDF plans are measurable

Digital Plan Levels

The plans have the ability to have their levels turned off and on. This can allow for easier
viewing of the contract sheets. See below for turning levels on and off:
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Figure 119 - Turning Levels On and Off
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Searching Digital Plans

The plans can be searched for any text located on them. This can be useful if searching for a

certain pay item.

See below for searching the PDF Plans for text.

B CT CON_FDP_0085-0141_04_Structures.pdf - Adobe Acrobat Pro
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Figure 120 - Searching for Text in PDF Plans
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Measuring on the Digital Plans
The plans have the ability to be measured in PDF. This is helpful because a paper set does not

need to be created for on desk measuring.

See below for measuring in PDF.

i CT_CON_FDP_0085-0141_04_Structures.pdf - Adobe Acrobat Pro
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Figure 121 - Measuring Tool in Adobe
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Digital Specification Package
The FDP specification package will be one PDF document and located in the

110_Contract_Specifications folder. This package includes all specifications, Notice to
Contractors, Wage information, etc.

The Addendum specifications prepared in the same way as the FDP specification package and
will also be located in the 110 _Contract Specifications folder.

The Design Initiated Change Order specifications will be contained in one PDF document located
in the 110_Contract Specifications folder when they are released to the Contractor.

Some useful features on the digital specification package are:
e Search for any text in the document, see section 5.2.2.
e Bookmarks for each section in the specification package

B 01_0138-0221_FS_Contract Specs.pdf - Adobe Acrobat Pro
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Figure 123 - Bookmarks in the Spec. Package
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