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Section 1
 

 Processing Contract Plans 
This document includes the workflow for processing contract plan discipline subsets.  Included in this 
document:   

 Projectwise States (Dynamic Security) 

 Projecwise naming convention for contract plans 

 Commenting on FDP plans, Creating a comment report 

 Comparing FDP plans to DCD plans 

1.1 Projectwise States (Dynamic Security) 
During Contract Plan processing of the discipline subsets, documents in the 100_Contract Plans (PDF) 
folder will be placed in different states with specific securities place on it.  These states insure 
unauthorized changes are not made to the subsets.    

The different document states the CTDOT Processing are as follows: 

Document Transfer State - Gives either the Consultant or State Designer read, write, and create access 
during this state so plan documents may be delivered.   

Processing State - Removes all access to the Consultant or State Designer and provides all access to the 
Contract Processing unit, allowing them to review the documents.  

Advertise State - Allows only read and write access, no create.  This status will insure the security of the 
contract documents.   

During processing, the discipline subset will only be allowed to move to a later state.  For example if 
there are comments on the FDP plans that document will stay in the Processing State so the Consultant 
can not edit the document.  The Consultant will see the FDP comments in a comment report created by 
processing and placed in the Document Transfer State.  The consultant will then be able to submit DCD 
plans incorporating any comments processing had on the FDP plans.     

Processing will change the state of the subsets throughout, and change the name of the file to include FPL 
when subsets are considered final plans, see Section 2 of this document for changing the file name and 
CT code.     

Follow the figure below for changing the state of a document: 



 

Figure 1 - Change State of Subset 
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Figure 2 - Moving Subset to a Different State 

 

Figure 3 - Moving Subset to a Different State 
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1.2 Processing Workflow 
The figure below is the workflow for processing discipline subsets: 

Final Design Submission (Plans)  

FDP=Final Design Plans,, DCD=Design Completion Data, FPL=Final Plans 

Step Group 
Responsibilities of 

Group  
PDF Contract Plan Subset CT_Code*  

Document 
Submission 

Workflow - State  

1 Designer -Submits FDP plans Hw_CON_FDP_123-4567_03-Highways 01_Document Transfer 

2 

 

Processing 

(CTDOT) 

- Reviews subsets and mark 
up with comments.  Keeps 
FDP Plans in the Processing 
State   

- Create a comment report, 
see Section 1.7, automatically 
is in the Document Transfer 
State   

(Plans) Hw_CON_FDP_123-4567_03-Highways 

(Report) Hw_DDD_RPT_123-4567_03-Highways(FDP) 
02_Processing 

3 

 

Designer 

- Changes subsets to reflect 
comments made by 
Processing 

- Submits DCD Plans  

Hw_CON_DCD_123-4567_03-Highways 01_Document Transfer 

4 

 

Processing 

(CTDOT) 

 

-Performs a document 
compare on the FDP and 
DCD plans see Section 1.8 

- Markup subset with 
comments if necessary and 
create a report, see Section 
1.7, if not proceed to step 7 

(Plans) Hw_CON_DCD_123-4567_03-Highways 

 (Report) Hw_DDD_RPT_123-4567_03-Highways (DCD) 
02_Processing 

5 

 

Designer 

- Changes subsets to reflect 
comments made by 
Processing 

- Submits DCD2 Plans  

Hw_CON_DCD2_123-4567_03-Highways 01_Document Transfer 

6 

 

Processing 

(CTDOT) 

 

-Performs a document 
compare on the DCD and 
DCD2 plans see Section 1.8 

- Markup subset with 
comments  and create a 
report, see Section 1.7, if not 
proceed to step 7 

(Plans) Hw_CON_DCD2_123-4567_03-Highways 

(Report) Hw_DDD_RPT_123-4567_03-Highways (DCD2) 
02_Processing 

7 

 

Processing 

(CTDOT) 

-Rename DCD(1,2..etc.) plans 
to FPL plans see section 1.5 

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

-Keep Comment reports for 
records if necessary 

Hw_CON_FPL_123-4567_03-Highways 03_Advertise 
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Section 2 Contract Plan Upload and 
Naming Convention 

2.1 ProjectWise Thick Client 

2.1.1 Contract Plan Upload Initial File Name (FDP) 
The file name of the document shall be the subset name when the consultant uploads a document into 
Projectwise, i.e. 02-Revisions subset will have a file name of 02-Revisions.pdf  

 

Figure 4 - Uploading a Document 

 

Figure 5 - Interface and View 

 



2.1.2 Document Attributes and Creating the CT Code 
Follow the figures below to put attributes on a document: 

 

Figure 6 - Document Attributes 
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Figure 7 – Attributing 

 The discipline attribute shall be the Designer’s discipline.   

 The label shall be the subset name.   

 The CT Code will be auto filled and must be copied because the file name and document name 
needs to be changed to the CT Code. 
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Figure 8 - Document Name and Description 
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2.1.3 Changing the File Name 
Follow the figures below to change the file name: 

 

Figure 9 - Changing the File Name 
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Figure 10 - Changing the File Name 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Page 12 of 25 

 



2.1.4 Contract Plan File, Document, and Attribute Naming 
After FDP 

The file name, document name, and attributes will change during Contract Processing.   The documents 
will need to be changed to DCD plans and finally to FPL (Final Plans).  DCD Plans shall be uploaded the 
same way as FDP plans are uploaded.  The Contract Plans will be attributed FPL one they are accepted by 
Contract Processing.  Follow the figure below for FPL plans: 

 

Figure 11 - FPL Plans 

Change the Document name and File name as shown in sections 1.3 and section 1.4 of this document. 
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2.2 ProjectWise Online (Thin Client) 

2.2.1 Final Contract Plans - ProjectWise (Thin Client) 
Once login into Projectwise the final contract plans shall be submitted as follows:  This workflow may be 
used for preliminary plans with the following changes: preliminary plans shall be uploaded into the 
310_Preliminary_Design_Plans (PDF) folder, and the appropriate attributes must be selected. 

 

 

Figure 12 - Uploading Document into Projectwise (Thin Client) 

 

 

Figure 13 - Selecting File to Upload 
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2.2.2 Document Attributes and Creating CT Code 
Once the document has been uploaded it needs to be attributed.  Follow the figures below for attributing a 
document within projectwise: 

 

Figure 14 - Assigning Attributes to Documents 

 

The attribute “Label” shall be the subset name, i.e. for the 02_Revisions subset the label will be 
“02_Revisions”.   
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Figure 15 - Selecting Attributes 

2.2.3 Changing the File Name 

 

Figure 16 - Changing File Name 
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Figure 17 - Document Name and Description 

2.2.4 Contract Plan File, Document, and Attribute Naming 
After FDP 

The file name, document name, and attributes will change during Contract Processing.   The documents 
will need to be changed to DCD plans and finally to FPL (Final Plans).  DCD Plans shall be uploaded the 
same way as FDP plans are uploaded.  The Contract Plans will given the FPL Sub Category attribute once 
they are accepted by Contract Processing.   

Section 3 Commenting Tools 
Commenting on the plans will be accomplished using Adobe. The figures below give a brief illustration 
of the commenting tools in Adobe: 

 

Figure 18 - Commenting Tools 
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Figure 19 - Commenting Tools 

 

Figure 20 - Comment with Note 
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Comments can be seen at the bottom of the page as shown below: 

 

Figure 21 – Comments 
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3.1 Comment Report 
Adobe has the ability to compile all comments into a single report.  The report will allow the consultant to 
see the FDP comments.  Follow the figures below for creating a comment report: 

 

Figure 22 - Comment Report 
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Figure 23 - Creating Comment Report 

A comment report will open up and needs to be saved and attributed correctly in Projectwise.  The 
comment report will have the Main Category of DDD (Discipline Design Data) and the Sub Category 
shall be RPT (Report).  As with the discipline subsets the file and document name shall be the same as the 
CT Code.  This document will automatically be placed in the document transfer state, allowing the 
Consultant read access. 
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Section 4 Document Compare 
The FDP and DCD plans will be compared to insure the only changes made to the plans were the changes 
requested by processing.  This document compare will be done using Bluebeam.  Follow the figures 
below for comparing documents.   

Make sure the thumbnail view is not selected before you perform the document compare operation.   

 

 

Figure 24 - Comparing Documents 

Adobe has the ability to compile all comments into a single report.  The report will allow the consultant to 
see the FDP comments through a smaller file size.   



 

Figure 25 - Setting up the Compare 
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Figure 26 - Compare Settings 

You want to make sure to apply the markups to the new subset so that is why we apply the markup to 
“New copy of Document A” above. 
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Figure 27 - Perform the Compare 

The document compare process will take about 5 minutes for a 142 sheet set. 
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