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Definitions
FDP — Final Design Plans — Plans submitted at the FDP date.
DCD - Design Completion — If FDP plans need to be resubmitted, the designer submits DCD plans.

DCD2 — Design Completion 2 — If the DCD plans need to be resubmitted, the designer submits DCD2
plans.

ADP — Addendum Plans — Plans submitted for Addendum.
ACD - Addendum Completion — If ADP plans need to be revised, the designer submits ACD plans.
ACD2 — Addendum Completion 2 — If ACD plans need to be revised, the designer submits ACD2 plans.
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Section 1 Contract Plans Processing
Workflow

Final Design Submission (Plans)

Step Group Responsibilities of Group
1 Engineer a. Submits FDP plans into the 100_Contract Plans folder.
a. Change FDP plans to the Processing State, see section 5.1.
Processing b. Check Document attributes, see section 5.2
(CTDOT) c. Check Format of the documents, see section 5.3
2 d. Digitally mark up with comments and save FDP plans, see section 5.4. Keep FDP Plans in the Processing
State. If there are no comments proceed to step 7.
e. Create a comment report of these comments and save into Projectwise in the 240_Contract Development
Folder, see section 5.4
f.  Notify Engineer comments are in 240_Contract Development Folder.
Engineer a. Change subsets to reflect comments made by Processing
® b.  Submits DCD Plans
a. Change DCD Plans to Processing state and revised FDP specs if necessary, see section 5.1.
Processing b. Check Document attributes, see section 5.2
(CTDOT) c. Check Format of the documents, see section 5.3
4 d. Digitally markup DCD subsets with comments and save, see section 5.4. If there are no comments proceed to
step 7.
e. Create a comment report of these comments and save into Projectwise in the 240_Contract Development
Folder, see section 5.4
f.  Notify Engineer comments are in 240_Contract Development Folder
Engineer a. Change subsets to reflect comments made by Processing on DCD Plans
> b.  Submits DCD2 Plans
a. Changes DCD2 Plans to Processing state and any revised FDP specs if necessary, see section 5.1.
Processing b. Check Document attributes, see section 5.2
(CTDOT) c. Check Format of the documents, see section 5.3
6 d. Digitally markup DCD2 subsets with comments and save, see section 5.4. If there are no comments proceed
to step 7.
e. Create a comment report of these comments and save into Projectwise in the 240 _Contract Development
Folder, see section 5.4
f.  Notify Engineer comments are in 240_Contract Development Folder
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a. Change the Sub Category Attribute of the approved subset from FDP, DCD(1,2..etc.) plans to FPL plans. See
Processing
b. Change discipline subsets to the Advertise State, see section 5.1
(CTDOT) g P
7 c. Delete all previous versions of plans, FDP, DCD, DCD2, etc.
d. Keep Comment reports in the 240 _Contract_Development folder for records if necessary and formally notify
Contracts when all subset have been approved for Advertising
e. When the job is Awarded change the workflow to Contract Plans Construction. See section 6.
Section 2 Addendum Plans Processing
Workflow
Addendum Plans
Step Group Responsibilities of Group
1 Engineer a. Submits ADP plans into the 100_Contract Plans folder.
a. Change ADP plans to the Processing State, see section 5.1.
Processing b. Check Document attributes, see section 5.2
(CTDOT) c. Check Format of the documents, see section 5.3
2 d. Digitally mark up with comments and save ADP plans, see section 5.4. Keep ADP Plans in the Processing
State. If there are no comments proceed to step 7.
e. Create a comment report of these comments and save into Projectwise in the 240_Contract Development
Folder, see section 5.4
f.  Notify Engineer comments are in 240_Contract Development Folder.
Engineer a. Change subsets to reflect comments made by Processing
3
b.  Submits ACD Plans
a. Change ACD plans to the Processing State, see section 5.1.
Processing b. Check Document attributes, see section 5.2
(CTDOT) c. Check Format of the documents, see section 5.3
4 d. Digitally mark up with comments and save ACD plans, see section 5.4. Keep ACD Plans in the Processing
State. If there are no comments proceed to step 7.
e. Create a comment report of these comments and save into Projectwise in the 240_Contract Development
Folder, see section 5.4
f.  Notify Engineer comments are in 240_Contract Development Folder.
Engineer a. Change subsets to reflect comments made by Processing on ACD Plans
5

Submits ACD2 Plans
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a. Change ACD?2 plans to the Processing State, see section 5.1.
Processing b. Check Document attributes, see section 5.2
(CTDOT) c. Check Format of the documents, see section 5.3
d. Digitally mark up with comments and save ACD2 plans, see section 5.4. Keep FDP Plans in the Processing
State. If there are no comments proceed to step 7.
e. Create a comment report of these comments and save into Projectwise in the 240_Contract Development
Folder, see section 5.4
f.  Notify Engineer comments are in 240_Contract Development Folder.
a. Change the Sub Category Attribute of the approved subset from ACD(1,2..etc.) plans to ADP plans, see
. section 5.4.1
Processing
b. Change discipline subsets to the Advertise State, see section 5.1.
(CTDOT) g P
c. Delete all previous versions of plans, ADP, ACD, ACD2, etc.
d. Keep Comment reports in 240_Contract_Development folder for records if necessary and formally notify
Contracts when all subset have been approved for Advertising.
e. When the job is Awarded change the workflow to Contract Plans Construction. See section 6.
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Section 3 Contract Specifications
Workflow

The Contract Specifications for FDP or Addendums shall be submitted in Word format, by the Engineer
into the 240_Contract Development folder in Projectwise. Specifications will be submitted in (1) zipped
folder for consultant designed projects and multiple zipped folders per discipline for CTDOT Design Unit
Projects.

The following is a workflow for processing the Contract Specifications:
1. Change the state of the specifications to Processing.
2. Export the zipped folder, see figures below:

- nierrace |L.. ou_poc_Lodge b | view | UL LonNTact_oCUmeEnT | w | spanal view

- ProjectWise_Admin\User Admin AreasiCalkins$0123-01454240_Contract_Development'310-056-57_FDP_SPecs
S List |. Geospatial

Label {User Defined) Sub Category Description Descripti

7 g

Select View »
MNew 4

Open
Open as Read-Only

Open With. ..

View

Check Out Right click on the
folder and select

Copy Out

Markup ‘

IlExpDnll
T >

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

Cut
Copy

Figure 1 - Exporting Specifications Out of Projectwise
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On the following screen choose these options:

Document Export Wizard g|

Define the export settings =
Please choose an action to perform and specify the export folder. Press Next to «.
start document export. O

Make sure this
is selected

Choose an action to perform
() Export - Locks file, changes can be reimported
< E:E Send to Folder - Creates unmanaged local copy >

Export folder:

d:\Documents and SettingsCalkinsMJ"\Desktop

/ oo D
Browse out to the
folder you want

to export to. ‘ Select

[ :Bacl& ” Meat ][)Sanc:el ]
RS

Figure 2 - Exporting Specifications
Extract the specifications out of the zipped folder, so the specs can be reviewed.

4. After the specifications have been reviewed, they can be converted to PDF and then combined
into (1) PDF document. Using Bluebeam we will convert and combine the specifications into (1)
PDF document at the same time.

CONVERTING AND COMBINING SPECIFICATIONS INTO (1) PDF DOCUMENT

5. Launch Bluebeam from the desktop shortcut:

R

Blusbeam Rewvu

Figure 3 - Bluebeam Desktop Shortcut
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6. Next select all the word documents for the project from your computer, then drag and drop them
into Bluebeam as shown below:

Select and drag
and drop word

files into Bluebeam

Figure 4 - Converting Word Files to PDF

7. In the box that pops up, you will notice all the documents you selected will be in the list. If
necessary sort the files so they are in the correct order as shown below. Then select to create one
pdf document and give it a name. Then select where on your computer you want the combined
PDF document to be saved to.

| £ Stapler

=S .
BEE- |If necessary, sort the files
| Step 1; Add source folders andiles SO they are in the correct
] - ilename Fath Application L: 8 - -
| @ocuments and 5. Wordplugin B order using these options
Documents and 5., Word.plugin 44
~ by Directary Documents and 5. Word plugin [
[ by e Documents nd S Wondhih 6
4 v by Date Documents and 5., 'Wword.plugin 14
rorrEETErrEE—w sDocuments and 5. Word.plug!n B/ ) .
X ;D?-LEGAL RELATIO... dM\Documents and S... Word.plulgln ;": Select thlS Optlon SO
(AddFoider. | [ AddFies. | [ Include Sublolders one pdf document is
| created that combines
(CEpETET | |ERET) all the specifications
() One Output File Per Document Advanced...

Step 3: Set Output Folder
() Use source file folder

@) Pick Cusztomn Folder | d:A\Documents and SettingshcalkinsmiiD esktopMew Folder | E]]

[] Use source folder tree

Create File

" Co D oo
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Page 9 of 31



Connecticut Department of Transportation Projectwise for Contract Processing

8. In the next box that pops up all you need to do is click “Staple” as shown below. The documents
will now be converted and combined into one PDF document. This will probably take around 5
to 10 minutes depending on how many specifications are in the project.

s Stapler - Untitled Job™

File  Edit

Application

Filename
* | P

IEl_j 0128 SEC4 06 B... i d\Documents and Setti.. : Microzaft Word
A @I_l'] 0128 _SEC4 06 B... :d\Documents and Setti.. : Microsoft ' ord
IEl_j 07137_SECK 04_... :d\Documents and Setti.. : Microzoft Word
v 'E._] 0.050_MT iid Setti.. : Microsoft word
IEl_] 00BE_MT H ind Setti.. i Microsoft word
X IEl_j 1.05-CON C I Ic k ind Setti.. i Microsaft Word
IEI_] 1.06-GEMI - d Setti.. :Microsaft Word
IEl_] 1.07-LEGAL REL... Ed:\Documents at ti... : Microzoft 'word
7 1.08-PROSECUT WDocuments and Setti. s Microzoft v/ ord
@ 1.081 - PROSEC... ' dADocuments and Setti..
110 AMRERERAL AN A mmanks and Sabi  bicras
4
Configure

(Goe ) e |
——— -

B/1/2011 11:45
4172013 2048
6172011 11:42
FABA2011 1:63:
B/3/20171 453!
1/11/2011 8:3E
B/23/2011 10:2
B/3/2011 4:35
B/3/20171 433
B/20/2011 10:2

FA242011 A-A2 i

»

Figure 6 - Combining One PDF Document

9. The combined file will open automatically. You can now close the Stapler window and choose

not to save it.

% Stapler - Untitled Job*
File:
B w = |5 wizard + addFie

Edit Run Help

Click the X
and then click

Filename
+ @ Project 1:
. iMicrozoft ward

F Y .
]

4 ] 0)
w0

X W11
W 1.
1)

1)
IEl_] 1.08T - FRUSEL.idDocuments and Sett... iMicrosoft Word ibA2UAA0T 10:2
W1 AN ANEERERAL A\ Rnenmente and ot hdinrnon Ft At T R Lt
< >
Configure Staple

Figure 7 - Closing the Stapler Window
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10. Next we will save the file into Projectwise as shown below:

Farm Markup

=

E-mail

?" LR g

SECTION 4.06 BITUMINOUS CON!
Section 4.06 is being deleted in its ent

Figure 8 - Saving to Projectwise

EGEEEGEG GG G E &

11. Then click Save As:

Q fSvu  File E dit igw Document Farmn Markup & o Help

== - . =& E|'

R

Signatures Pages rizon R

Shift+F2

pollol e Click Save As

m Project 123-123 Specs..pdf

Flan. pdf

Figure 9 - Click Save As
12. Choose Projectwise and click OK

T | Lo Lo
o
‘ Frojectnize Vai ctdot. projectwizeonline. com:CTDOT Ready ,
Sy e P

Select Projectwise
and click OK

C o]

Figure 10 - Saving to Projectwise
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13. Use the Advanced wizard.

/< Select a Wizard

[
[ Make this wizard th Fault. "OK"

Figure 11 - Advanced Wizard

14. Click Next until you get to the screen shown below. Then browse out to the applicable project’s

110_Contract_Specification

Advanced Document Creation W

folder as shown below:

izard

Select Target Folder

r'ou should select the folder, where document(s] will be created. %

Select the folder:

1‘_9-{: 01.0 - Projects - Active

(- [/ 0008-0122
([ 0009-0094
- 0011-0151
- 0012-0095
- 0014-0177
- 0014-0183
- 0015-0335
- 0017-0183
[ [ oozz-0104
=% 0022-0105

100 _Copbract Plans (PDEY

Browse to the project
and then the 110 Folder

D Z20_FHWA

L 320_Permit_fp

- 0025-0138
- 0026-0118
- nnER-n1aS

‘;;_’ 110_Contract_Specifications (PDF) ’

{:_ 130_Engineering_Reports
®-L0 210_Construction

- 230_Contrack_Administration

E:_ 240_Contrack_Development

-~ 241_Contrack_Development_Confidential
- 310_Review_Documents

#-[T 330_Design_Data

[T 340_administration

[T 341_administration_Confidential
®-[Z 500_Pre_Design

plications

Click Next

< Back il Mext > | ' Cancel

N —

Figure 12 - Uploading Specifications

Issued April 2013

Page 12 of 31



Connecticut Department of Transportation Projectwise for Contract Processing

15. Click next until you get to the Attributes page shown below. Select and type in the attributes
shown below: Note: This example shows a Final Spec. package subset. When uploading an
Addendum Subset, the Sub Category = ASP and the label shall be Addendum # Specs., where #
is the Addendum Number.

Advanced Document Creation Wizard E|
Define Document Attributes
“ou should define environment specific document attibutes, ;:;k
r \ ~

Discipline

CT i

Main Category

<

Main Category Description

CON v

Sub Category

| Contract Plans & Specs |

Sub Category Description

FSF v

Project Mumber(s)

|Specs_EI1 - FOP Specifications |

| 00380103

Label {User Defined)

|FInaI Specs w |
Description

Final 5 pecifizations

CT Code {Auto Fill In)

CT_CON_F5P_0088-0103_Flnal Specs

Bridges

CTDOT Asset Tags

Signal Intersections

|

»

Rel

Select these
attributes

_~ Type in these
for the label
and description

Click Next
/

[ <Backﬂl MHext >

D Cahicel ]

Figure 13 - Selecting Appropriate Attributes

16. After the attributes are entered, click Next until the document uploads.
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ADDING THE TABLE OF CONTENTS TO THE SPEC. PACKAGE
17. Turn on Arts PDF.

18. Next open the file from Projectwise using Adobe Pro. To do this right click on the spec. package
and choose “Open With”, as shown below:

ProjectWise Explorer VBi (SELECTseries 4)

Datasource  Folder Document  Wiew Tools  Window Help

NN S 0 - sel® “> Right click
Address pw:iictdot.projectwiseonline,com: CTDOT\Documentsi01.0 - Projects - Activet0017-0183'110_Contract_Specific % | F

: on the spec.
T P
=] U_J Projectwise Explorer Datasources ~ List |. Gemspatial paCKage and

= [‘ﬁ CTDOT {mjc-adrmin
== Documents
=+ 01.0 - Projects - Active
[ 0004-0116 £ 0004-0118
[ oooe-0122
[ oons-0094
[* 00110151
[ oot2-0095
" oo14-00177
|7 oo14-0183

PR
e
) - g i1 L

130_Sail_archaeological_Misc_Reports {P
210_Construction
220_FHWA
230_Cankract_Administratian
240_Contract_Development

241_Cantract_Development_ConFidential
310_Preliminary _Design_Documents{PDF,

=)

Browse to the
spec. package

Label {User Defined)

/R

Description

View

Check Qut

Copy Cut

Export...

Start Studio Session. ..

select open with

"

320_Permit_Applications

Reefresh Local Copy

FASANASASASLISASASAS!

330_Design_Data

AN AArniricke 2kinn

Purge Local Copy

Dvwma Warbenars

Figure 14 - Open With

19. Next select Adobe Pro and make sure the two boxes shown below are NOT Selected and click
OK.

«¢ Open document with E|
Select |
Prograrm
Marne Description Application Eng
o
et SRR T R A T R P e '3 o
L pesigner Class esigner Class "Ct\Program Files\adobe)Acrobat 9.0iDesigner 8.2\ FormDesigner.exe”"...  No
“ MicroStation Y¥ai (SEWECTseries 3) IMic] . ClBentley_v&iMicroStationiustation.exe "%1" -ws_PWEXPLORER=1 -ws... Mo
Select Adobe Pro
Make sure
these are not
< >
- selected -

[ Akways use this program

[[]open document as read-only: C I iC k O K
cumeM

Erowse

—

) cone ]

Figure 15 - Open With Adobe
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20. The file will open with Adobe Pro where you can run the Arts PDF plug in to add the table of
contents. After the table of contents is created, click save and then close Adobe Pro. Projectwise
will then prompt you to check the document back in.

Section 4 Supplemental Documents
Workflow

All supplemental contract documents will be uploaded into the 240_Contract_Development Folder. This
includes but is not limited to:

Designers Cost Estimate

Category Exclusion

Calendar Day Estimate

DBE document

Design Approval

Design Report

Paper Plan Order Form (Is included in every project)

Changing the State of Document(s)

After the documents are uploaded, the state of these all the supplemental documents, except the Paper
Plan Order Form shall be changed to the Processing state. To change the state of the documents see
Section 5.1 By changing the state of the document to Processing, the documents are locked and can only
be edited by the Processing Unit.

Paper Plan Order Form

The paper plan order form is how all the CTDOT units order paper copies of the project. The following
video explains Processing Role in this procedure.

http://www.ct.qgov/dot/lib/dot/documents/aec/paper processing.html

Section 5 Processing Contract Documents/
Addendum Documents

The following shows the steps that must be followed to process contract plan subsets. The section also
applies to addendum plan subsets.

5.1 Change the state of a document
5.2 Check Attributes of the Contract Plans
5.3 Check the Format requirements for the Contract Plans.

5.4 Commenting on the Contract Plans and Creating a Comment Report
5.5 Change the Sub-Category Attribute
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5.1 Changing the State of a Document
The contract subsets will be placed in the following states throughout processing.
Document Transfer — State any document will be placed in when uploaded to Projectwise

Processing — State documents are put in when Processing wants to lock the documents so they
cannot be edited.

Manager and Engineer Admin. Sign — State the General subset is placed in when the project
title sheet is to be signed.

Advertise — State documents are put in when the documents are ready for advertising.

To change the state of the document(s) follow the steps below:

a. Select the document(s) and then right click on and select “Change State” then click Next. By
clicking next it will place the documents in the Processing state.

| | Label (Uss d) Eridges ategory | Sub Category

NHNNNNNNNS

Check Out

Copy Out

— Right Click on the

Stat S0 sesson... document and select
Change State then
Click Next

Refresh Local Copy
Purge Local Copy

Ccut
Copy

Delete

Modify. .

Modify Spatial Attributes. .
Add Comment

et »
Send To 3
< Copy List To »

Document Propettiss |p,mm Cotral | Comporients

View: | <Default>

Jakch Pk

Froperty | alue

— [ et Fina Stetus P_0095-0103_08_CLP_FIO.pdf
jame: ) _0095-0103_08_CLP_FIO.p
[ | Folder iami  Change filename to CT_Code ctPlans (PDF}

Enviranmen CTDOT_Design_Envir
POF File Hame | _ EOt attributes for multiple dacuments CT_CON_FDP_0095-0103_08_CLP_FIO.pdf

Workflow Contract Plans - Processing
Created By samantha Scharpf

Figure 16 - Change State of Subset
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b. Click OK on the screen that pops up and the documents will be moved to the next state.

Commerts
Enter Comment:
I
Previous Comments:
v
Click "OK"
C o D ow )

Figure 17 - Moving Subset to a Different State

5.2 Checking Attributes of the Contract Plans

Next we will check that the documents are attributed correctly in Projectwise. The following attributes
shall be applied by the Engineer:

Discipline
Main Category
Sub-Category
Label

The documents shall be attributed in accordance with the following:

Label — FDP Subsets

Depending on how big the project is the label can be a variation of the following:

Smaller Projects - The label for all the discipline subsets shall be Subset # - Title. The label for the
standard subsets shall be CTDOT_HIGHWAY _STD or CTDOT_TRAFFIC_STD. Below is an
example:

-~

List |l Geospatial
Lak i

= =r NeFine
/@ 01-General

Descripkion
Title Sheet, Detailed Estimate Sheets

_,) @ 0Z-Revisions Revisions Sheet
/ E 03-Highwarys ighwway Index, Plans, Profiles, Cross Sections
| _,/ E 04-3tructure Bhruckure Plans, Details

_,/’ Q 05-Structure Jacking Towe  Packing Tower Plans and Details
rd @ D&-Structure Cabwalk abwalk Plans and Details
rd E 07-Traffic M&PT Plans and Details revised

/ @ 05-Illuminakion Tllurnination plans and lighting details
_,) @ CTDOT_HIGHWAY _STD TDiOT Highweay Standard Sheets
E CTDOT_TRAFFIC_STD TODOT Traffic Standard Sheets

Figure 18 - Small Project Labels
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Larger Projects — The label for all the discipline subsets shall be Volume#.Subset# - Title. The label for
the standard subsets shall be CTDOT_HIGHWAY _STD or CTDOT_TRAFFIC_STD. Below is an
example:

& List | @ Geospatial
rﬁel (User Defined) \ Description

_/’E 01,01 - General

# Bl 01.02 - Revisions

# Bl 01.03 - Hyy Detail & Misc

& [B) 01.04 - Plans & Super Dia

/@ 01,05 - Cross-Sections

/@ 01,06 - Cross-Sections

/@ 01,07 - Cross-Sections

_/’@ 02,01 - Structures

/E 02,02 - Struckures

/@ 02,03 - Struckures

/@ 0z.04 - Structures

_/’E 02,05 - Structures

/@ 02,06 - Struckures

# Bl 03.01 - Traffic

/@ 04,01 - Landscape

/@ 04,02 - Invasive Remowval

,/E 05.01 - General

# [B) 05.02 - Revisions

# [B) 05,03 - Civil

# Bl 05.04 - Structural

# [B) 05.05 - Existing Plans

/@ 05,06 - Environmental

# [B) cTooT_HigHw ey _STD Standard Details
h # Bl cToOT_TRAFFIC_STD CTDOT_TRAFFIC
. J

REVISIONS
HWY Details & M
HIGHWAY PLANS
WaC 5TA, 5+00°
KSC STA, 12545
KSC STA, 24540
135-270 Final de
59-125 FDP_Skro
89-126 FDP_Skr.
135-304 FDP_Sh
135-316 FDP_Sh
FOP_Typical Sigr
Traffic Plans
Landescape Desi
04,02 Inwasive v

Index of Revisiol

Figure 19 - Large Project Labels

Label — DCD Subset

The label for any DCD subset must exactly match the FDP subset. The addition of the following should
never be in the label: “Revised”, “New”, “Void”, “Rev”, etc.

b’ List | @ Geospatial

abel (User Defined) Description Main Category  Sub Category Cat
rd @ 01-izeneral Title Sheet Detailed Estimate Shaet CON Dco Flags_0
Fa @ 01-General Title Sheet Detailed Estimate Shest CON FDP Flghi=_0

0Z-Revisions Cross Section Border CON FOP Plans_0
/@ 03-Highways Contrackor_Submittal_Spagial_Provision CON FDP Flans_0

The labels should
be the same for
both the FDP and DCD
subsets
Figure 20 - DCD Subsets
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Label — Addendum Subset

The label for any Addendum subset shall match the FDP subset label with the addition of “ A##” on the
end, where ## equals the addendum number. For Addendum No. 1the label will end with _AOQ1 for
Addendum No. 10 it would be _A10. Below is an example for what Addendum subsets would look like
in Projectwise.

o e st s i st s - o i G e
’ - 01-11_PRO CON FFL Plans_04 - Final Plans {adv)
7 B o1-12_pry 01-12_DRN - - = " -Final Plans (Adv)
# B 01-12_pRu_a01 . I - Addenda
4 Lol I oo Notice the orginial - clnds
2 DRHADS - and the three addendums 2o
“To -13_E - Final Plans (Adv)
# B o1-14_TRF 01-14_TRF for th is Subset - Final Plans (Adv)
# B 01-14_TRF_a01 - sddenda
# B o1-15_105_a01 CON ADP Plans_05 - Addenda
# B 01-15_1Ds_a02 CON ADP Plans_05 - Addenda
# B 0z-01_cEn 02-01_GEN CON FPL Plans_04 - Final Plans (Adv)
# B 0z-02_ERs3 02-02_BRS3 CON FPL Plans_04 - Final Plans (Adv)
# B 0z-02_gR53_a01 CON £DP Plans_05 - Addenda
# B 0z-03_BR54 02-03_BRS4 CON FRL Plans_04 - Final Plans (Adv)
/El N7-N3 RR54 ANt O anp Plans NS - addenda
Fraject Properties | Folder Properties | Dependency Service | Access Caontral

Figure 21 - Addendum Labels

Discipline, Main Category, and Sub-Category — FDP Subsets
Discipline=CT

Main Category = CON

Sub-Category = FDP

Look that the Main and Sub-Category columns to make sure they are correct and look at the file name
column to check if discipline is correct. If the file name starts with CT, it is correct. See below for the
example how to check these attributes:

} Geospalial

Sefined) Description { tain Cateqory | sub Catagory ) 5ub Category Description Application State File Size | Bridges File Name

1- General con FOP Flans_02 - Final Design Flans Acrobat FOF MANAGER AND ENGINEE... 5,300 KE T_con_Fof_n1:
2- Revisions REVISIONS oM FDP Flans_02 - Final Design Plans iacrabist PDF PROCESSING 1,003KB CT_Con_Fof_0i:
3 HWY Detail & Misc  HUY Dtails & Misc com FOP Plans_02 - Final Design Pl €T_com_Fof D1t
4-Flans &.Suner Dia HIGHWAY PLANS & SUPERELEVATION pfaRamd  con FOP Flans_02 - Final Design Pl ) . ) €T_con_Fof_n1:
3 CON FDP Plans_02 - Final Design Pl To Check the d|5c|p||ne altnbule CT_CON_FDE_017
5 ) oM FDP Flans_02 - Final Design Fl: . . . CT_Con_Fof_0i:
7 Ma|n and Sub-category CON FOP Plans_02 - Final Design Ple |0Ok at the beglnnlng Of the flle name CT_COM_FDP_01:
1 con FOP Flans_02 - Final Design Flz - . 18;00707,00709 CT_CON_FDf_01:
= columns con op rne_c-rracesn e AN Make sure it starts with CT ercon_rof or:
3 oM FDP Flans_02 - Final Design Fl: CT_Con_Fof_0i:
4 com FOP Plans_02 - Final Design Pl €T_com_Fof D1t
5- Structures 135-316 FOP_Structures con FOP Flans_02 - Final Design Flans Acrobat FDF PROCESSING 16,624 KB 00702 €T_con_Fof_n1:
5- Structures FDP_Typical Sign Support Details con FOP Flans_02 - Final Design Flans Acrobat FOF PROCESSING 1,784 K8 CT_con_Fof_ni:
1 - Traffic Traffic Plans oM FDP Flans_02 - Final Design Plans iacrabist PDF PROCESSING 12,137 kB CT_Con_Fof_0i:
1- Landscape Landescape Design plans com FOP Plans_02 - Final Design Plans Acrobat PDF MANAGER AND ENGIMEE... 20,303 KE €T_com_Fof D1t
2- Invasive Removal 04,02 Invasive Vegetation Removal con FOP Flans_02 - Final Design Flans Acrobat FDF MANAGER AND ENGINEE... 19,165 KE €T_con_Fof_n1:
1- General con FOP Flans_02 - Final Design Flans Acrobat FOF PROCESSING 66 KE T_con_Fof_n3(
2- Revisions Index of Revisions oM FDP Flans_02 - Final Design Plans iacrabist PDF PROCESSING 1,074 KB CT_Con_Fof_0i:
3 civil com FOP Plans_02 - Final Design Plans Acrobat PDF PROCESSING 1,837 kB €T_Com_Fo_03(
4= Structural con FOP Flans_02 - Final Design Flans Acrobat FDF PROCESSING 5,085 KE €T_Con_Fof_n3(
5 - Existing Plans con FOP Flans_02 - Final Design Flans Acrobat FOF PROCESSING 28,841 KE T_con_Fof_n3(
5 - Environmental oM FDP Flans_02 - Final Design Plans iacrabist PDF PROCESSING 1,035K8 CT_Con_Fof 03t
ST_HIGHWAY_STD Standard Details com FOP Plans_02 - Final Design Plans Acrobat PDF PROCESSING 10,094 kB €T_com_Fof D1t

T_TRAFFIC_STD CTDOT_TRAFFIC_STD on FDP Flans_02 - Final Design Plans Acrobat PDF PROCESSING 4,685 KB CT_CON_FDff D12

Figure 22 - Checking Attributes
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Discipline, Main Category, and Sub-Category — DCD Subsets

As shown in the previous section the attributes for DCD subsets should be as follows:

Discipline=CT

Main Category = CON

Sub-Category = DCD or DCD2 where applicable.

Discipline, Main Category, and Sub-Category — Addendum Subsets

As shown in the previous section the attributes for Addendum subsets should be as follows:

Discipline = CT

Main Category = CON

Sub-Category = ADP

Discipline, Main Category, and Sub-Category — Revised Addendum Subsets

As shown in the previous section the attributes for Addendum subsets should be as follows:

Discipline = CT
Main Category = CON
Sub-Category = ACD
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5.3 Checking the Format Requirements of the Contract Plans

Next we will check the following (2) format items on each of the discipline subsets. (Note: The
CTDOT_Standard subsets do not need to be checked for these (2) items). If any of the following is
incorrect, notify the designer so they can fix it before you check the content of the Plans.

Page Labels
Green QA/QC Stamp
The following shows how to check the (2) format items:
a. First to open the contract plans, double click on a discipline subset from Projectwise.

Page Labels - FDP

b. Open the thumbnail tab as shown below and make sure the number underneath the thumbnail
matches the sheet number.

Click on Thumbnail Icon

25 L PR L BT e B L B L B L Bl Lo B L B L

L !
|~ Page Label
L~
S
3 \ 1
. ™~ Make sure Page Label _|
5 \{tches Sheet Number __|

Iy

‘William W. Britnell
2013.03.19 09:36:32-04°00

e PR TITE T EEzean s
E STA D 135-270
1| OFFICE OF ENGINEERING MERRITT PARKWAY (ROUTE 15) NEW CA N e

3 [amoes w SAFETY IMPROVEMENTS, CING, TR TIE CST-01
B (b ST ENHANCEMENTS AND BRIDGE IMPROVEMENTs | HWY DET. & MISC. Odg """""

COVER SHEET 01.03.01

Another area
z to page label
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Page Labels and Sheet Numbers - Addendum

For addendum plans the sheet numbers and page labels will have a “.A#” at the end, where the # equals
the addendum number.

c. Open the thumbnail tab as shown below and make sure the number underneath the thumbnail
matches the sheet number.

kB wEESR- YR VBER - -fEm XA , BMOERROW S TND AR5 LR - T EE] o

v

Click on the Thumbnail Icon

" Page Label
L~

I-95 ROADWAY

. Make sure Page Label
i matches Sheet Number NEW SHEET ADDED
BY ADDENDUM NO. 1

TOWI PROJECT NO.

i 102-0278
Y LANES RWALK RS

S| PLOTTED 12/21/2011
3 I Another area
to page label

11470 15 DRAWING TITLE: \ DRN-01
: DRAINAGE PLAN | ot 12,001 41 |

Figure 24 - Checking Page Labels and Sheet Numbers
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Look for the Green QA/QC Stamp

Look for the green QA/QC Format Check Pass stamp on the bottom right hand corner of the first sheet of
each subset as shown below:

QLS /| GND A

TR - IR I PO NN - PN SN RN MU .| PO SR MR

THE DESIGN APPEARS TO CONFORM TO APPLICAELE CRITERIA. APPROVAL IS
MNOT TO BE CONSTRUED TO MEAMN THAT ALL ASPECTS OF THE DESIGN HAWE
BEEN PERSONALLY CHECKED BY THE UNDERSIGMED.

' / M g William W. Britnell
/ 2013.03.19 09:36:32-04'00'

TRANSPORTATION PRIMCIPAL EMGINEER

ROJECT NO.

Check to make sure there is a 135-270
green stamp in the bottom right | ®wne .
" hand corner CST-01

HEET NO.

401.03.01

|

Tl N W Em ER ¥ H N em B B

Connecticut Department of Transportation
QAQC Format Check
PASS

Figure 25 — The Green QA/QC Stamp
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5.4 Commenting on the Contract Plans and Creating a
Comment report

Commenting on the Discipline Subsets

Now we will check the content of the documents and comment on any errors that are found. To comment
on a document use any of the CTDOT review tools located in the tool chest as shown below. Only use
the tools in the CTDOT Review Tools as they are set up with the correct color and line width.

PP_0135-0270_01.03 - HW... Click on the
L BB wFw|wFw\wI*n\wM\wI*a\M*JHMMWHHEMM|Hﬁ\Hiu\iﬂu\21u\iﬂu\ziu\iﬂuliiu\-TOOIChestlcon
INDEX OF DRAWINGS

HOLRmE

Select the CTDOT
Review Tools

Al
Comment using
these tools

- — -~ .
s e @emes o e 1
- " ENMANCEMENTE AND BRIDGE. TMPROVEMI

Figure 26 - Commenting on the Discipline Subsets
Creating and Uploading a Comment Report of the Comments Placed on the Discipline Subsets

After the discipline subsets have been commented on, we will make a comment report for the Engineer.
A comment report shall be made for each discipline subset that contains comments. The following shows

how to make a comment report:
d. Inthe comment list click on Summary and select PDF summary as shown below:

6 - . g v
; If the comment list
: is not shown on the bottom
- — of the page, click on this i
In the comment list e e e T Eetenied \ e

click Summary
and select PDF Summary

B - 01.03.02 2 of 25

Figure 27 - Creating a Comment Report
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e. Make sure all the settings are selected as shown below and click OK:
PDF Summary |z|

ﬁage Fange -\

Pages |A|| Pages [1 - 25] v | of 25

Surmmary Dptionz
Erclude Filkered b arkups

Exchude Hidden Columns

FPDF Options

el e ~ Make sure all these

Create Huperlinks

Inchude Totals Include Page Content SEttl n gS a re‘ Se‘ I ectEd
Title: |CT_CON_FDP_OT35-0270_01.03 - HWY Detail & Mi| and click OK
Style: | Flow v
Presiew: | Mediurm v |
Page Size: | Letter 2z |
\L (%) Portrait ) Landscape y

Figure 28 - Comment Report Settings
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f.  The comment report will open up in Bluebeam and then we will save it into Projectwise.
1. Click Save as shown below:
=| - = 8 75 v
pE— 7 Click Save
;I
—1
[ —

CT_CON_FDP_0135-0270_01.03 - HWY Detail & Misc.pdf !
1 Page 01.03.01 (2)

Subject: Cloud T
Author: M. Calkins AEC Applicalions Incorract Title
Date: 226/2013 9:15:53 AM

Page: Page 01.03.01

Lock: Unlacked

Then select Projectwise
and click OK

aeto = W o
3
Type Tocaton (E—
Projectwise Wi ctdot.projectwiseonline. com CTDOT Logged In J'
[ Computer Fram Drk
3
Lons Wrong Item
E

Pug"ﬂ: age 01.03.02

Lock: Unlacked

Figure 29 - Saving Comment Report to Projectwise
2. Select the Advanced Wizard

Document Creation ke,
Ok
N Cancel
Mo Wizard Advanced
Wizard

[ Make thiz wizard the default,

Figure 30 - Advanced Wizard
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3. Click Next on the first screen of the Wizard. Then on the next screen browse out to your
project and select the 240 Folder and click Next as shown below:

Issued April 2013

Advanced Document Creation Wizard

Select Target Folder
“You should zelect the folder, where document(s] will be created.

X
P

Select the folder:

% 0120-00%6
™ 0124-0182
™ 0124-0185
™ o12s-0182
% 0127-0088
% 01300173
™ 0130-0178

[ 01310194 8 0131-0195

L% 0131-0198
o (% 0133-0094 Next
- 0133-0095

L 0135-0270

-~ 120_Contractor_fgubmittals (PDF)

- 130_S0il_Archaeokpagical_Misc_Reports (PDF)
#-{T 210_Construction
7 Zz0_FHw

=

L: 240_Contract_Development

_t 1 =Confidential
-~ 310_Preliminary_Design_DocumeMs(PDF)
[T 320_Permit_Applications

#-{T 330_Design_Data

-~ 340_Administration

- 341_administration_Confidential

[T 500_Pre_Design

- [* n135-n2q7

>

e Browse to Project’s
ot 240 folder and click

v

< BackG Mext » D Cancel

Figure 31 - Advanced Wizard
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Click Next until you get to the attributes page shown below and select the following
attributes. The label shall be the same as the subset label that you are commenting on

plus “Comments”, if the comment report is for a DCD submittal include
“DCD Comments” in the label:

Advanced Document Creation Wizard

Define Document Attnibutes
Yau should define enviranment specific document attributes. -;V(_

— Select these .
Discipling / attributes

CP w

Main Category Main Category Description

Doc W |Dn:n::umer'|tatin:|n |

Sub Category Sub Category Description

T ( }'HE”” 7 Type in these
Project Mumberis -
| : attributes

Label {User Defined)

|EI'I General Comments s |

Description

Comment Report

CT Code {Auto Fill In}
CP_DOC_RFT__M-General Comments

CTOOT Asset Tags

Bridges Signal Intersections

| A0 N v
%

Click Next

[cBack ([ New> ])_Concel

Figure 32 - Attributing a Comment Report

5. Click next until the comment report uploads.
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5.5 Changing Sub-Category Attribute

The Sub-category attribute must be changed to FPL after all the documents have been signed. The sub-
category must be changed on all the documents right before the email is sent down to contracts stating the
plans are ready to be advertised. The following section shows how to change the sub-category attribute:

Changing the Sub-Category attribute to FPL (All Documents at Once)

1. Select all the documents in the 100_Contract Plans folder.

2. Right click on the documents and select “Edit Attributes for multiple documents” as shown

below:

|

{FCF)
SDF)
_Rem

Confi
Jment

al

Issued April 2013

List |. Geospatial|
Label

W3 10101 -

<

Document Properties |R

— Prc
=

Man
POF

Falg
Env
File
‘ol
Cre
Upc
File
Stal
Wery
File:
Lo
Lo
Sha

Description

Check Out

Copy Cut

Export. ..

Start Studio Session...

Refresh Local Copy
Purge Local Copy

Cut
Copy

Delete

Modify...
Modify Spatial Attribufes. ..
Add Comment

Set

Send To
Copy List To
Attributes
Change State

EBatch Print
Change FlenameLT_Code

v v -

Edit attributes for multiple documents

®

Highlight all the
documents and
then right click and
select the

option shown
below.

_
=] || Dependen

Figure 33 - Changing Attributes of Multiple Subsets
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3. Select FPL, then click in the label area and then select “Save and Close” as shown below: This
will change all the sub-category attributes to FPL, it will take a minute.

{® Edit Attributes

Walue

1 o 1. Select FPL
e et b % 2 Click in the Label Area

abel 1> 3. Select Save and Close

Figure 34 - Changing Attributes of Multiple Subsets

Section 6 Document Compare

When a revised contract document is submitted to Projectwise, it may be beneficial to run a document
compare between the original and revised documents. The following shows how to run a document
compare.

1. Open the Revised document first and then open the original document that you want to compare
from Projectwise.

2. Next go to Document>Compare Documents as shown below:

R R Fie Edt vt A

3 5!

Frint. E-mail Studio Sect ges o o _ OCR Script
are

BOL#™

ol
~ Recents
@ _COM_FDP__01-General.pdf
m _CON_DCD__|

U.l.l.l.|1.|.I.|.E|.I.|.pululul

Completion
it

By submitting thes farm it signifies 1
conilract plans.

Figure 35 - Compare Documents
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3. Inthe window that pops up you will notice the two documents that were just opened. Click OK
to run the document compare as shown below:

Compare Documents f'5_<|

Document; ||:|:"'.pw_wnrking'xpw-:unline"umiu:-admin"-.dmsEE V|D

&l Pages (1 - 36] v |of 3

Documents
that were
opened

File [10f1]: CT_COMW_FPL_0170-3065 %0I0 04-,.

Pages Range [1-36

Document B

Document; ||:|:'\pw_wDrking'\pwunline'\.mic-admin‘admsEE V|D

|m| Pages (1 - 36) v | of 36

 aral Ahignment:

Select Window ][ Fick Points ]

Surmmary Repoart;

Other Optiorns:
Split-zcreen wiew [synchronize] [ 1 Tum on Dimmer

Comparizon type: | Printed Documents [zame printer]* W | C I ic k 0 K

| sdvanced. | [ AddFies |

Figure 36 - document Compare
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