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INTRODUCTION:

These guidelines show how ProjectWise (PW) is used to manage CADD Files, Scanned Documents,
Consultant Files, Images and all information for a project. This guide should be used from the beginning of a
project all the way until the as built markups are added. At which point it will be Archived and is write
protected but still available to view.

1. The ProjectWise Training Manual can be found in ProjectWise under IDOT Standards/Training/PW
Deployment 2008/PW Training Information/Training Manual/IDOT ProjectWise Explorer.pdf

2. D-3 Project Management Records Guidelines for PW can be found under S/Design/PLAN PREPARATION
GUIDELINES and OTHER GUIDES/ProjectWise for D-3 Project Management Records Guidelines.docx or
Region 2/District 3 SharePoint site/Document Tab/ ProjectWise for D-3 Project Management Records
Guidelines.docx.

3. All bureaus should include the contract number in the header of each piece of correspondence relating to
project to make filing easier in ProjectWise.

4. The PW Administrator (Mike Wasilewski) will be the contact person for questions concerning
implementation of ProjectWise procedures.

5. Each bureau will be responsible for inputting data as defined in the D-3 Project Management Records
Guidelines.

e Each bureau may keep separate files as usual but should copy this information to PW.

e PW will be the location for all documentation for each project from the start of Phase | until the
project is archived after final acceptance from Construction.
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PROJECT NAMING:

All projects will be stored in an individual project folder. The folder is labeled with the PROJECT NAME. You
can find a project's name by looking in the “CADD & Survey Projects” database. When searching CADD &
survey project status, any data field can be used (P#, D#, contract #, ...). The shortcut is: "SNACCDAT\CADD
& Survey Projects\SURVEY.accdb". All active and archived projects are in this database if they include CADD
drawings (since 1988). Read rights to view this database are set by the Office Coordinator (Marti Pelka).
Starting April 2008, all Projects are named using the CONTRACT NUMBER, ex. D366408, per the “CADD
Roadway and Structures Project Deliverables Policy” found on the IDOT Web site.

On) d 92 - v

by = -

" [F5'| Home Create External Data Database Tools e - 7 X

e A T

157, _] L = 5| by = zl f L5 - }} =
e By |||B L U= == B zl - = -
View Paste = :i= ab, Records A Filter - Switch Find

- - [ [ - &7 { Windows ~ kg T
Views || Clipbo... ™ Font Rich Text Sort & Filter Window Find
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With the project name from the database, the project can be located in PW.

PW works like Windows Explorer and allows for dragging information into the project. To copy a file to a

directory outside of PW, it must be Exported. This will be discussed later. Only an administrator can delete
files from PW.

This shows the 5 main folders in PW under District 3.

+ ProjectWise Explorer ¥8i {SELECTseries 2}

Datasource  Folder Docurnent  Batch Print Wiew  Tools  Window  Help

y : A SN | By e i i= g - [
- v|L“'—~| [ ] ; |‘ﬁ- LA n-.,-|:|@ 3% ‘Searchlé,Q
fddress IL___ pre: 1 ILOE4EEIDINTES. ilinais, gov: PWIDO T Documents\IDOT Offices District 3
=] UJ Projectiise Explorer Datasources List I. Spatiall
EI[M] P IDOT (CEMTRALY W ASILEW SKILM) Mame I Description
-7 D k =
= __ 'DCLIZI)rgtE:T:ansFer A Archived Location For completed Projects
E‘LLE DO Offices _/L:_ District 3 Alignments - Mapping complete route alignments
--1_; Bureau of Bridges and Structures /| iscellaneous Nan-Roadway projects
"L._- BlUsiness Servicas _/L:_ Projects Diskrick Roadway Projects
E‘L._- Diskrick 3 ./L:_ Standards - Diskrick 3 District Details and Drawings

F-L Archived

1.__'_ Diskrick 3 Alignments - Mapping
1.__'_ Miscellaneous

--1.__'_ Projects

- Standards - District 3

- IDOT Standards

EEI---& Components

- Saved Searches

FIRST TIME USER:
The following screen shows up the first time a user logs into PW on a machine.

Always answer this with “YES”

ProjectWise Explorer x|

P Warking Directory o)y _work) pridobywasilewskinw does nok exist,
\-) Do vwou want bo creake it ¢

Zlick, Mo ko browse Far a different Falder,

Yes Mo Zancel

HARD COPIES UNCONTROLLED 3 January 23, 2012



ACTIVE PROJECTS:

Under the “Projects” folder, you will find all active projects. When “Projects” is selected the right side of the
screen shows all the project names and a description of the project. Left of the project name is a yellow folder
with a multi colored X, this represents an active project. The pencil to the left of it means this is a writable
project or file. The symbols used by PW will be briefly explained in this manual. Detailed explanations can be
found in the PW Training Manual.

=% ProjectWise Explorer ¥8i (SELECTseries 1)

Datasource  Folder Document  Batch Print Wiew  Tools  Window  Help
<}:"E:>'|E- [ ] = | o EEIEE|@ ﬁ*|5&archl}ﬁ j[‘}
Address I.__,_ puILOS4EBIDIMTEG. illinois . gov: PWIDOT  Documents\ IDOT Offices)District 3\Projects!,
=] U_J Projectwise Explorer Datasources Lizk I@ Spatiall
(= [y PWIDOT (CENTRALIWASILEWSKILM) Name [ Description
E1E” Documents /% pa0ze07 D3 YARIOUS STRUCTURES 2005-1  PTE 145-17
-1 DataTransfer ""x
5 1DOT Offices & | pa0sa0s PRAIRIE PARKMWAY -850 TO NEAR MINOOKA TO I-55 NEAR KANEVILLE  RI
[ Bureau of Bridges and Structures & ™ Daa6040 D3 GUARDRAIL UPGRADE 2009 SAFETY EMGIMEERING-ECOMOMIC STIMULL,
%[ Business Services ™ Das6295 180 EJ®&E RR ERIDGE & ‘WABEMA STREET BRIDGE (E OF MINOOKA)
=L District 3 &M D366405 180 INTERCHAMGE COMSTRUCTION ERISBIM RD (FAS 12597, 3.7 MILES E
0 Archived | MD3sedzs IL49 US 24 AT CRESENT CITY TO MILFORD ROAD (CH 9/FAS 334)
@[ District 3 Alignments M D3sedzn IL50 0.7 MIM OF 5T, GEORGE RD TO M OF 6TH 5T, TN MAMTEND
&[0 Miscellanenus &M D3s6s00 ILe  FROMIL 115 TO BALTIMORE DRIVE IN PAXTON
77 Projects & D3s6e43 IL1 US 24 TO NORTH CORPORATE LIMIT OF MILFORD 3P RESURFACING
&[0 standards R Dac6e44 US45 0.7 MISOF IL 116 IN ASHKUM TS NORTH ST IN DANFORTH
- IDOT Standards & D3s6e7s IL23 MORTHGROYE RD, TOIL 72 IN GEMNOA
=-%3 Components AP passest IL23 AT IL 35 IN DEKALE
- Saved Searches &M D366686 180 WEST OF IL 26 T EAST OF I-180 RESURF, PATCHING, MIMOR BR. RE.
& Das674s IL. 38 W OF LOYES RD, TO KANE COUNTY LIME
& P pasaras IL. 72 STATE 5T, IN GENGA T 0,1 MI W OF IL 23 (5)
& pasarar IL36  +/- 0.5 mi W OF STADIUM DR, TO W OF IL 25 IN DEKALE
# M Dase7rT OLD45 15T SOUTH ST, IN CHEBAMSE TO WASHINGTON 5T, IN CLIFTON
&M paseanz IL72  IL 23 (M) TO KAME COUNTY LINE
& ™ Das6a0s USE&IL71 WEST CORPORATE LIMIT OF OTTAWA TO 0,3 mi M OF US & (E
&M Dasea12 Watious D3 MOTORIST CAUSED DAMAGE REPAIR - 2009
| MD3seeez IL 23 SHORT POIMT CR, 7.3 mi 5 OF IL 17 SM 053-0161
| MD3s6E23 US 24 5 FORE YERMILION River, 0.3 mi W OF IL 47 AT FORREST SN 0S53-0,
| MD3seaze TR 15¢  EBRIDGE REPLACEMENT (019-5309) PROP NGO 019-2024
& | D3s6aes IL47 IL71 TOCATOMN FARMRD  ADD LAMES (2 LAMES TO 4 LAMES)  Se
| Daseass IL40 AT COAL CREEK, 1.2 mi 5 OF BUDA - NO STRUCTURE WORE
| Das6as IL72 3.5 MILES WEST OF IL 23 SM 019-2552
M Dasease IL116 1.9miEOF IL 23 S 053-0159
A ™ Daseass IL17 7.7miEOF IL 47 SM053-0151
A | Dassasd IL126  IL 71 TOWILL COUNTY LIME
A | D3s6a3s US 34 SMOS0-2051 & 050-2052 Lasale
# P pasease US 30 ECL OF SHABBOMA TO WCL OF WATERMAN
# M paseasy IL71 EAST OF IL 126 TO WEST OF ORCHARD RD
& ™ Daseasa IL25  KAMNE COUNTY LIME TO NORTH OF WAUBANSEE CREEK IN OSWEGD
& ™ pasea3o IL23 E. GROYE ST, IN STREATOR TO YERMILION RIVER 5. OF STREATOR
&M Daceadl IL116 SWYGERT-FAIRBURY RD (FAS 346) TO IL 47
M Daceads IL 72 OGLE COUNTY LIME TO WL OF KIRKLAND
M D366845 IL116 WOODFORD COUMTY LINE TO 155
| MD3s6e47 US 34 W, OF GETTY RO IM SANDWICH TO W, OF CHILTOM WaY TN PLANG
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EXAMPLE PROJECT:

The image below shows the “Projects” folder expanded, with a specific project “D366408” expanded. The

screen area on the right side shows the five main folders of a project.

+  ProjectWise Explorer ¥8i (SELECTseries 1)

Datasource  Folder Document  Batch Prink Wiew  Tools  wWindow  Help

@ - ‘|Lt| w i} |§|Ea - EEEE|@ ﬁ"Searchl{Q j}

Address IL_’.': pen W ILOS4EBIDINTES. illinais, gore: PWIDO T Docurnent s\ IDOT Offices|Districk 3\Projects D3040

-7 0346040 B Lizt |. Spatial |

(- D366295

= D36E403

E-{0 CADData
-{ " CADdrawings

Mame | Descripkion

./L: CAaDData & Projects CAD graphical data folder
./L:- ConsultantData  Location For Consulbant project daka
Construction ,/L:_ Documentation  General project information and comments
Design /L:_ Project Images  Project digital images, pictures, aerial phat
Electrical ./L:_ Reviews Location for published project milestones

Ervironment

Exhibits

Geometrics

GEOPAK Project Mar

zeokechnical —
Hydraulics

Landacg

Materials

Skruckures

Sktudies

Surveys

Traffic

|tilities

Wi only

E-_ ConsultantData

"L-_- H.\WY. Lochner, Tnc.

L___ WILLETT, HOFMAMNN ASS00C

=+ Documentation

Agreements

COMMITMENT FILE

Erwironment

Hydraulics

Job Information, Mewspaper, Programming, ekc

Land Acquisition

Materials

Permits

- Phase 1

| Phase 2

-4 Phase 3

- Structures

-7 Utilities

=+ Project Images

-~ Berials

-{ " Bridge-Hydraulics

~{ " Phase 1

{7 Phase 2

FH-1 Reviews N |
-4 Saved Searches
- D3edze Froject Properties I
- DIce429
- D3Ees00
- D3Ee643
B[ Dageedd
[
£
[
[

Sleelatehuleleh el et eAuld shuhsts

HHYEHE Y

E Properties [Project Type - Roadway]
CADD Praject Mumber
Drigtrict Mumber

- D3666TE Caontract Mumber

- Daseea1 Archive Date

i D36E6EA Letting Date

- ([ D366745 = Lacation

M mhisck et calackad
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CADData FOLDER:

Starting with CADData; this folder contains CADD and Survey files that are done in-house or consultant files
that have been copied here and modified. Every section/bureau has a folder dedicated for their files. A folder
is “read only” to other sections and only your section has write access. All permissions are set to the user.
The files on the right are in the highlighted folder CADdrawings. The file naming conventions are a State
Standard per the “CADD Roadway and Structure Project Deliverables Policy” (April 1, 2008).

CADdrawings & CADsheets  Phase 2

Construction Construction (as built markup and construction changes)
Design Phase 2 Development

Electrical Operations

Environment Environmental Unit

Exhibits Phase 1 & 2

Geometrics Geometric Unit (intersection/interchange information)
GEOPAK Project Mgr Design software (Talk to PW Administrator for training — Phase 1, 2, Survey)
Geotechnical Materials (borings .dxf format)

Hydraulics & Structures Hydraulics Unit (bridge, hydraulics, TSL's)

LandAcq Land Acquisition (parcels and R.O.W. plans)

Studies Phase 1 Study

Surveys Survey Crew (all survey data and alignments)

Traffic Operations

Utilities Utilities/Railroads

ViewOnly Do not use

The most common files found in CADdrawings are:

D366833-topo.dgn  Set to State Plane Coordinates in a strip map format
D366833-prof.dgn  Continuous strip (of the profile digital terrain modeling)
D366833-DTM.dgn  3-D model of survey shots

D366833-xsec.dgn  xsections before placed on sheets
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CADdrawings FOLDER:

< ProjectWise Explorer ¥8i (SELECTseries 1)

Datasource  Folder Document  Batch Print Wiew  Tools  Window  Help
@ - Ltl j :_:-Ir By e EEEE|EE | o || 84 - Searchlé,ﬁa
Address ||_. pr s ILOB4ERIDIMNTEG. illinois . gos : PWIDC T Documents IDOT Offices|Districk 3\Projecks\D3668330CA00 At

-7 D366823 [ E List | @ spatiel|
(- Dacea24
(- D3gEG2S
- D3s6E2E

M4 arne

# N d366533-dtm. dan
[ D3eeaza # VA D366533-prof . dan
% paeeae /v Daeeaz3-struc. dan
5% D366833 # M D366833-topo. dan

=0 cADData v ‘5{3d366833—xsec.dgn

CaDdrawings

CADsheets

Construction

Design

Electrical

Environment

Exhibits

Geanekrics

GEOPAE Praject Mgr

Geotechnical

Hydraulics —
LandAcq

Skruckures

Studies

Surveys

Traffic

Ltilities

WiwCnly

#-1_ ConsultantData

#-4_ Docurnentation

#-4_ Project Images
£
£

UGG G

+H- ' Reviews
+- % Saved Searches
[ * 0366534

%
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CADsheets FOLDER:

CADsheets folder: This folder contains CAD sheet drawings using information attached from the
CADdrawings. File names are in a format that describes the content.

"'I.--Pt DE03e0E :I List | i spatiall
(- D346040

: Mame

[+ % D366295 .

E1 7% D366408 o V| d366408-sht-details1, DEM
L-'

: e # VB D366E408-sht-IDOTdetails. DG

= = C.AD(E):EZHMHQS # Vi D366408-sht-plnprf-Brishin.dgn
CADshests 7 ‘bﬁD3664DE-5ht-pIner-Nnrth.dgn
Construction # Vi D3s6408-sht-plnprf-USe.dgn
Design f\fgD366408-sht-schedule.dgn

Electrical ./VS D366408-sht-500, dgn

7S
s

s

=

1 Environment

1= Exhibits o
1_ Geometrics

[+H-1_ GECPRAK Project Mgr

-~ Geatechnical
'’
"
"
"
e
s
"
"
"

Hydraulics
Landacg
Materials
Skructures
Studies
SuUrveys
TrafFic
Litilities
Wigwaonly
+-077 Cansnlbanknaka
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SURVEYS FOLDER:

Surveys: The files in this folder are always write protected, indicated by the open book in front of D366833-

survey.dgn. The file contains the graphic drawing of the survey shots. Files with the .txt extension or .asc
(the old version) contain the survey shots in the text format, which can be opened as “read only” to view
individual survey data. The rest of the file names reflect the data in them.

- ™% D3seEa2
=™ D366a33
=-{7 CADData

-1 CaDdrawings
CaDsheets
Canstruction
Design
Electrical
Environment
Exhibits
Gecmekrics
GEOPAEK Project Magr
Geotechnical
Hydraulics
Landicg
Skructures
Studies
Surveys
Traffic
Ukilities
Wigwonly
- ConsultantData
- Documentation
[+~ Project Images

YT T T
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CONSULTANT DATA:

ConsultantData: The image below shows an expanded folder structure with multiple consultants with multiple
submittals. The files are always write protected and loaded by the PW administrator. Each person providing
consultant data to the PW administrator is responsible for the folder information the file belongs under.

s LAItoUtU R -
__Eg Da6620E [hvRipase40s-Geom.dan
Er% D3s6408 ung3664DEi-gsth.dgn
B[ CADData [ hvEipace408-pmk.dan
=-{0 ConsultantData [ vEipaesd0s-prof dan
=0 H.W. Lochner, Inc, U@DSE'E‘?UB'ROW-E";IH
L 1-4-2010 [ 8 pae6408-signal dan
=0 10-16-2009 [ @ o3s6408-staging. dgn
~+{ CADD Drawings [ v p3c6408-topo.dgn
L CADD Sheets [ I8 p3es408-util.dgn
L Geopak [ v D366408-xscBris.dgn
B+ Lighting [\ D3c6408-xscField.dgn
i E'ig'iggg [ RD3e6408-xscI0.dgn
Eﬂ-: S enln FINAL L?__JNEDSEMDE-xsanrth.dgn
[ v o3sa408-xscRampa.dgn

E WILLETT, HOFMANN AS500C

| Legal Descriptions LJ'M@ 03664 058-xscRampB.dan

[ B o366408-xscRamps . dgn

[+~ Documentation —~

[_]..LL: Praject Images [ 366408-xscRampD.dgn
L7 Aerials [ hipae408-xscRampD1.dan
[ Bridge-Hydraulics [ hvEipae408-xsclse. dan
L..- Phase 1 U@Ramp.ﬁ.&ﬂris@ntnurs.dgn
{ Phase 2 U@Rampﬁ&ﬂris@ntnurs.dgn

- Reviews U@RampC&BrisCDntnurs.dgn

- Saved Searches [ @R ampDagriscantours. dgn

H-[ ™ DIeedze
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DOCUMENTATION FOLDER:

Documentation: This folder is for scanned documents including, e-mails (important to project), and Excel files

(ex. Schedules — linked to CADD files).

The image below shows files on the right that are in the

COMMITMENT FILE. All users have READ ACCESS. WRITE ACCESS is allowed to folders based on your
section. NOTE the format of the date on the documents to the right (yyyy-mm-dd) for easier retrieval.

=

E-{"% D3gs40s
F-_ CADData

CansulkantData
Documentation
Agreements
COMMITMEMT FILE
Environment
Hydraulics

—_ | D et |

Marne

_/ifl 2010-04-11 Connor & Kinsella Property, pdf
7l 2010-07-29 Kinsella Property . pdf
& 7l z010-11-10 Cammitments. pdF

Materials
Permits
FPhase 1
1. Draft

EleARARAGAGAGAGLE

- Final
=l Phase 2

1. Phase 3

{0 Unilities

Job Infarmation, Mewspaper, Programming, ebc
Land Acquisition

- E-Mails

&5 Submitted to Springfisld
E-Mails

Final submittal

Prefinal Submittal
Preliminary Submittal

-~ Struckures

- Project Images

Cover letters and interoffice transmittals will be scanned and placed in PW by the Studies & Plans Secretary.

Agreements:

COMMITMENT FILE:

Environment:

Hydraulics:

Job Information,
Newspaper,
Programming, etc.:

HARD COPIES UNCONTROLLED 11

Urban Planning Section responsible for scanning and including any Local Agency
agreements. Project Liaison/Manager for Phase 1, 2, and 3 will be responsible for
scanning engineering agreements. The Project Liaison/Manager will scan all
documents typically filed in the red agreement folder (PTB advertisement, selected
consultant’'s statement of interest, agreement packets, signed agreements and
supplements, etc.).

Unit Chiefs are responsible for scanning any commitment file documents and placing
it in PW that does not fit in any of the other documentation folders.

Environmental Unit is responsible for scanning all special reports not found in
approved Phase 1 report (e.g. 4F, P.E.S.A., P.S.1., 106 Reports, etc.).

Hydraulics Unit is responsible for including all B.C.R.’s, SGR’s, Hydraulic Reports,
etc. Plan Room Technician may be used to scan large documents. Studies & Plans
secretary and temporary help can be used to scan smaller projects.

Studies & Plans Secretary to scan job authorizations. Program Unit to scan
program information.
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Land Acquisition: Land Acquisition is responsible for scanning plats, parcel info, etc.

Materials: Materials Department will scan information including all Soils Reports, Geotechnical
Reports, pavement core information, boring logs, etc.

Permits: Hydraulic Unit is responsible for including all 404 permits, 401 certification, IEPA
permits, etc. in this section. Project Engineers will be responsible for including project
related city/village/property owner permits (e.g. sanitary sewer and IEPA water
permits, etc.). Utility permits will be included in the Utilities folder.

Phase 1: Report writer is responsible for including all Phase | report documentation including
approved project report.

Phase 2: Unit Chief is responsible for including all information concerning design
documentation. This includes scan of computation files and any correspondence
beneficial to interpretation of plans and quantities. Excel files of schedules, summary
of quantities, charts are in this folder and linked to the CADD sheets. The folders for
submittals are for Plan Sheets in .pdf format and the comments from the reviews.

E-mails need to be named by: yyyy-mm-dd, Time, Subject title. E-mails should be
saved as a .msg format (i.e. 2009-06-30, 949am, Materials Plan Review.msg)

Squad leaders are responsible for placing e-mails in PW. Only important e-mails
should be saved here. Temporary storing e-mails on S: or P: drives is acceptable to
help decide which ones are important to store in PW for future reference. E-mails can
be stored in PW at any time; the procedure for storing e-mails should be determined
by the project’'s manager. This can be used by Phase 1, 2, & 3.

Phase 3: Construction will scan all files including authorizations, progress schedules,
correspondence, etc.

Structures: To scan TSL, Plan Development Outline, and Bureau of Bridges & Structures
comments.
Utilities: Project Support Engineer is responsible to include existing utility location information,

utility plan submittal letters and utility correspondence, SUE data and railroad
coordination.

PROJECT IMAGES FOLDER:

Project Images: All pictures taken on field checks should be loaded here under the appropriate folder. Before
going on a field check, check here to see if someone has already taken the photos.

Exception: The folder “Aerials” contains all of the data received from Springfield — aerial photography, topo
and coordinate data.

Aerials — CADD responsible for input.

Bridge Hydraulics — Hydraulics responsible for input of photos.

Construction — Construction photos.

Environment - ESR

Phase | — Report Writer is responsible for photos. Safety project/programming photos
shall be included in the Phase | file.

Phase Il — Unit Chiefs are responsible for all photos.
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REVIEWS FOLDER:

Reviews:

Final:

Operations:

Phase 2

30% Field — Unit Chief responsible for including any documentation prior to

preliminary submittal concerning plan reviews.

70% Design Preliminary — Unit Chief responsible for including preliminary

reviews and mark-ups.

95% Pre-final — Unit Chief responsible for including pre-final review documents

(review letters and plan mark-ups).

This folder is for the as sent to Springfield.

Documentation — Unit Chief responsible for including documentation of final approval

and close-out of plans

Plans - .pdf format (The CADD Unit will create the .pdf’s.)
Special provisions — Microsoft Word format

Bureau of Operations is responsible for including traffic signal information, scans of

TS plan reviews and speed studies.

ARCHIVED PROJECTS:

Projects are moved to the archived folder by the PW administrator after the as-built changes are added. Only
folders containing files are archived. All projects in the archived folder are read only. The information can be

copied to active projects for editing.

=% ProjectWise Explorer ¥8i (SELECTseries 1)

Datasource  Folder

Document  Batch Prink

Wigw  Tools

Window  Help

(ij

-

i

L] =

8 EEE| @

m-

Search l_l,Q

=i

“F\ddress I'-; sV ILOS4EBIDINTE G illingis, gov: PWIDOT\Documents IDOT OfficesiDistrick 3ArchivediD366954 - A5 BUILTDocumentationiPhase 2ischedules!,

D366507 - AS BUILT

D366331 - AS BUILT

D36657S - AS BUILT

D366303 - AS BUILT

D366906 - A5 BUILT

D566320 - AS BUILT

D3e6327 - AS BUILT

E-[0 Dascess

EIL_ D366354 - AS BUILT

{7 CADData

E‘L- Documnenkation
E-[C Phase 2

el 0 E-Mails

miscellaneous

plans and review comments

project information

B
X
i
o
X
el
e

schedules
D366973 - A5 BUILT
D366974 - AS BUILT

D366955 - A5 BUILT
MIRTAE? - Cancolkank
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List | @ Spatial

Marne: | Descripkion

[l €] 50 MIx cHART (3).xls 80 MIX CHART (3)
[l=] 50 STANDARDS (2).x1s 80 STANDARDS (2)
(3] 50 summary (4) FINAL. s 80 SUMMARY (4) FINAL

1] copy of GENERAL NOTES Janu, .,

Tl 1-50 PATCHING s
3] 1-50MAINLINE BUREAL ls
=] 1-sopymTiark s

Tl oes s

ik iKITR.ﬂ.FFIC CROSS OYERS. «ls

13

Copy of GEMERAL NOTES January 2009
[-80 PATCHIMNG

[-30MAINLIME BUREAL

[-30PYMTMARK

IMDEX

TRAFFIC CROSS OVERS
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OPENING FILES:

Right click on an item to open the file. It is now checked out to you. When done with the item, close out of it
and then you will get a box to check it back in. If you are only opening a file to view and not make additions, it
is recommended to open as “read-only” by right clicking on the file and choosing “open as read-only”. Close
out by clicking the “x” on the upper right corner.

L HI ] | 51; Sp e i EE| &) HJﬁ' |SearchL&,—Q j [:;;|

W ILOB4EBIDINTEG. illinois . gov: PWIDO T\ Documents! IDOT OfficesDistrick 3\ProjectsiD366408,CADData CADsheets\DE66408-sht-plnprf-Brisbin.dgn

E'L..- p;;jects ﬂ List |G Spatiall
sE e e
-
e & Vit d366405-sht-details1,DEN
[1-{E* 80 Test Road 7 VA D366408-sht-IDOTdetails DN
--]__3‘: a District 3 project Termplate with Seeds 2 —n > —— = a|. r
--]_,": Alignments Praire Parkway 11-2008 5 pinprf_Erisbin.dgn
% alignments Praire Parkway with Uitiities 11-2008 366408-sht-plnprf-horth.dgn
0% Al Excess Land & V| Dag6408-sht-pinprf-Us6. dan 7
B Bridge Deck Sealing - Multi Year Plan o/ 8D366408-sht-schedule.dan Gpen as Read-Cnly b *
% Bridgepaint 08 # VBlD366408-she-500.dgn Open With. .. 5 b
e-{ " Bridgepaint_09 Wigw
--]__f‘: Eridgepaint_10
--]__3* Eridgepaint_11 Check Out
B Class Chieck In
% CMATNDS Fraz
- cmaImog Copy Out
- CMAINID Markup
- CMATNLL
[ [ COVERT_MISSIONS Export...
[ % p3nzan? Import
- [T
Lr?i D303803 Update Server Copy
"L.-— Li34e040 Refresh Local Copy
% D3e629s
: Purge Local Copy
E“-ﬁ L366408 Purge Warkspace
H{ CADData
{0 CADdrawings Cuk
-1 ChDsheets Copy
-4 Conskruction HESLE o
w4 Design
[ Electrical R oo
-{ " Environment Mave Ta...
- Exhibits Rename. ..
-4 Geometrics Delete
-0 GEOPAK Project Mgr Modify, ..
-4 Geotechnical Modify Linear Attributes. ..
-4 Hydraulics Madify Spatial Attributes...
-1 Landécq Add Comment
-4 Materials
-4 Structures Set D
-4 Studies Send To L
el Durveys 4 | Copy Lisk To 3
{7 Traffic Aktributes g
0 Ukilities Document Properties | Project Properties | Foll Change State » fipc
-4 ViewOnly ; B
-+ ConsulkantData Wigw: I""'”kE L Piopsiiee,.,
B2 Documentation Property nan  Bakch Print v
[#-{_" Project Images Marme 0

All files need to be checked in at the end of every day. If a file is checked out, no one else can edit it, but they
can view it. More important, the file can only get backed up if it is checked back in PW; otherwise, you can
lose your work.

FREE — This is both a good and bad command. If this is chosen, the file will reset to the original data like you
did no work in it. This is good if you make a large error. The bad part is, it is just under “check in”. If you
accidentally hit “free”, contact the PW administrator. Sometimes the work can be retrieved.
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The padlock shows someone else has the file opened. The red check shows you have it opened.

I I 1= e 11 ] ] L

MILOS4EBIDIMNTE . ilinois . gos: P IDO T Documents IDOT Offices\District 3\ Miscellaneous\D3names  Construckionjunghlk

B localrd A List | @ spatial
"]'T mTapdplng [ame

il misdemno

|- operations /"u_fgalignment.dgn
= # VBblkbasez.d

! e _ dan

el rowsecH
el T srock
El-C Projects

/V@ Construction Project Location Map 2009.dagn
&@Cnnstructiun Project Location Map 2010.dgn

"L-ﬂ 3P TEMPLATE &@Cnnstructiun Project Location Map 2011.dgn
B[ 3P TEMPLATE 2 # Vi D3se408-align. dan
-0 80 Test Raad 8 details. dan

| - |“_| | == | = o= oebea— | HJI-:. (o

1{3 pie N ILOS4EBIDIMTES. illinois , gov : PWIDO T Documents IDOT Offices|Districk 3Projects|D36a408Ca0Datal CaDdray

"L-ﬂ &ll Excess Land ;I List | @ Spatial I
- ™ Bridge Deck Sealing - Mulki Year Plan

--Lf‘: Eridgepaint_05
"L-ﬂ Eridgepaint_09

larne

v V| D366408-drain. dan

53-1% Bridgepaint_10 v v@maaqnaﬂgnm.qgn

- ™ Bridgepaint_11 f\.ﬁd3E~E~4DEH-SD|IBDr|ng5-pIan.-:Ign
..L__M Class - | f’bﬁd3E~E~4DEH-SDiIBDring5-prDF.-:Ign
M- CMATNDS

When adding data to a specific file, you must first have the folder open by clicking on the specific folder on the
left side to highlight it (i.e. commitment file). Then drag and drop the file or files from your S:, C:, F: drive or
where ever the files reside, into the right side of the PW window. Do not use copy/paste method.

|“—' I - - e Bl i N 1 L — | |

[LOS4ERIDIMTEG. illinois, gov : PWIDO T Docurment st IDOT Offices\Districk 3\Projectst 03664084 Documentation\COMMITMENT FILE,

=% D3ge403 B List |- Spatial |

(. CADData Name

#-{Z ConsulkantData
=+ Dacumentation

/ﬂ 2010-04-11 Connor & Kinsella Property, pdf
& o 2010-07-29 Kinsella Property . pdf

-~ Agreements
= Al 2010-11-10 Commitments . pdf

- COMMITMENT FILE
-4 Environment
el Hydraulics
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CHECKING IN FILES:

Local document organizer shows the files that are checked out to your machine. This is where they are
checked back in. They can be selected by the shift or ctrl keys. After the files are selected, right click on them

to get the check-in option.

Bx==

=

B - §E§|E| (7] |||ﬁ - |Search|gQ

e yeees Wyl = Local bocument Organizer - Checked Dut Documents

¢ Al Excess L

=1

¢ * Bridgepaint,

i L_’_‘: Eridgepaint
{* Bridgepaint,

: {** Eridgepaint, | Folder: I
¢ Class

[* cmatnps || Mame

()
Organizer  Views  Ackion
LﬁBridgeDeckpmEI:T|§'§§"|#"%|&E
Filters
Datasource: IPWIDOT ande: IdecadelllZ j
Browse. .. |
| Description | Tvpe | Fil...

O cmamos | V7 MEID36E405-drain. dgn

0% cmanio | v vEID3s6408-Geom. dan

b0 cmatnil | v Wil d368408-SoiEorings-plan dan
1% coverT_M) | Wi dsee408-SaiBarings-prof.dgn
7-{*% Danze07

¢-{ " D303508
[ D34e040
- D366295
=% D366408
- CADDat
{7 G

I car |

Dr366408-drain
D366408-Geom

Checked Qut ol
Checked Qut ol
Checked Qut ch...
Checked Qut ch...

L: Cor |4 object(s)

This is larger view of icon.

=
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CREATING FILES:

Seed files are the blank files used to create files in an active project. Shown here is the path to the seed files.
Click once on “District 3 Seed Files”. You will see the seeds on the right. Open projects by clicking once on
the + in front of it. Then use slide bar to navigate to your project. Only click on the + once to open your project
folders. Then left click on seed file, hold down, drag file over top of folder the file needs to go in, and let go

when folder turns bold.

= | Projectwise Explorer Datasources
=- ll.ﬂl PYWIDOT (CEMTRALWASILEW SEILM)
=+ Documents
--L,_ DataTransfer
=1 IDOT Offices
- Bureau of Bridges and Structures
--]__,_ Business Services
=0 District 3
"L.- Archived
--]_, District 3 Alignments - Mapping
"L.- Miscellaneous
--]_, Praojects
E|]__,_ Skandards - District 3
™ DETAILS
--]__,_?‘: distrnap
--]__f‘: District 3 Searches
--]__,_?‘: Quad Maps
--]__F bureaus
i ric

L_F Maps

]__,_ Surveys

--L, Transfers - District 4
--]__,_ Transfers - Districk 5
- IDOT Standards

List I@ Spatiall

Marme

| Descripkion

L:Jﬁq D3 30-survey, dan
L_JE D3xxx-0TM. dgn
L__JE D3wccax-profile.dgn
L__JE D3xxxxx-seed.dgn
L__JE: D3x-shk-blog. dgn
L_JE Ddwcwwx-shb-cover.dan
L__JE D3xxx-shk-details, dgn
L__JE D3x-shk-plan. dgn
L_JE D3wcxxx-shb-pinprf . dan
L__JE D3ooco-shb-schedule, dan
L__JE D3x-shk-500), dagn

L.Jl!‘t D3cco-topo.dgn

D3 3D-survey

I00OT english 30 file of Lkin

Design profiles

Compiled proposed data of project area
Geotechnical Boring Logs sheet File
Praoject cover sheek

Project dekail drawings

Design plan sheets

Design plan & prafiles

Project schedule of quantities

Project surmmary of quantities

Compiled proposed data of project area

[LOS4EBIDINTE . illinois. gov  PWIDOT \ Documents\ IO T Offices\District 34 3tandards\District 3 Seed Files\D3uooo: -

- CMaToe

- % CMATNAD

- CMAINTT

(- COVERT_MISSICONS

(- % 0302907

- D303308

(- D346040

(- D366295

- D366408

-\ CADData

. [ CADdrawings
1 Construction
1 Design

1C Electrical

fod Fruvironmank
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& Spatial |

Mame:

|8 0312345-sht-barlog.dgn
Ung312345-sht-cwer.dgn
[ o312345-sht-details OGN
[ A D312345-sht-plan. DEN

[ A D312345-sht-plnprf OGN
[ s12345-sht-schedule. OGN
[ 8 D312345-sht-s0q.DiEM

UVQDSxxxXSD-dtm.dgn

— UVQDSxxxxﬁD-suwey .dgn
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If wizard shows up, check “make this wizard the default”, click the “no wizard”, then click “OK”.

TUTLLALLALE AT IS Uy 5 WY LLAC T DAL ISE LS LA T S ILES LS L L) DU WS LT L o IGEL | IS LA A A A AT SIS S gl ]

- CMAINDS
-7 CMAINLD
-7 CMAINLL
[ COVERT_MISSIONS
1% 302907
: ™ D303a0s
- Dada040
- Da66295
-7 Dage40s
- CADData

- CADdrawings
Conskruckion
Design
Electrical

GEamekrics

GEOPAEK Project Mar
Geokechnical
Hydraulics

Landacq

IMaterials

Structures

Studies

Surveys

LeSAeA st L Ak

2]

Ervironmment
i =
Exhibite / select a Wizard x|

List |. Spatiall

Marne | Descripkion

(-8 D312345-sht-borlog.dan D312345-sht-borlag
[ 8 D312345-sht-cover . dan D312345-sht-cover
"8 p312345-sht-details. DG D312345-sht-details
[ 8 0312345-sht-plan. DEN D312345-sht-plan
(-8 p312345-sht-pinprf. DGM D312345-sht-plnprf
[ 8 D312345-sht-schedule DGN~ D312345-sht-schedule
("8 p312345-sht-saq.DGM D312345-sht-s0q
U@DSxxxxSD-dtm.dgn D3 3D-dm
I_:_]\_‘SDSXXXXSD-SUr\-’E}-’.dgn D3 30-surwey
U@DSxxxxx—seed.dgn DiFss-seed

Document Creation 'Wizards
Ok |

Advanced

Cahcel |

Wizard

v Make this wizard the default.

Traffic

HARD COPIES UNCONTROLLED

18 January 23, 2012



RENAME FILES:

Now the file(s) needs to be renamed. To rename a file, right click the file you are renaming. Go to “Rename”.

Mew 3

Open

Dpen as Read-Only
Open With, ..

Wiy

Check Out
Chechk I
Free

_opy Ok
Markup

Expoart...
Irnpatk

Update Server Copy
Refresh Local Copy
Purge Local Copy
Purge Workspace

_uk

_opy
Paste

Copy Ta...
Move To...

Rename...

Delete

Madify...

Modify Linear Akkributes., ..
Modify Spatial Attributes. ..
Add Comment

Set

Send To
_opy List To
Aktributes
Change Skake

b . . . .

Propetties...

Batch Prink k
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When renaming the document, enter new name according to standard format. The “Name” and “File Name”
must be the same. “Description” is optional and does not have to be the same. The file nhames have a

standard format. (See page 12, 13, and 14 of the “CADD Roadway and Structure Project Deliverables
Policy”.) Click OK

x
Fenarme |
— Docurent
Marne: d366408-5oilBorings-plan. dgn
Descripkion;
File Mame: d366408-5ailBorings-plan, dgn
(]4 Zancel
P
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SEARCHING FOR PROJECTS:

SAVED SEARCHES: If the contract number is unknown, a search can be done here. A project can be
searched by route, state park improvement, structures by county. Notice the path to saved searches. All
District 3 routes should be listed. This looks at all projects — active and archived. Click on the folder to the left.
The projects will show up on the right. From here, double click the correct project folder on the right to open
that project.

B District 3 -] List | @ spatia |
B Archived Name | Deseription
L Eq';t;;lta::;f:ments - Mapping = mdosas7 IL 751 TRAFFIC SIGNAL AT MAY ROAD Lasals Ca
___"' Prajects [ mdoesag IL 51 U552 BURLINGTON-MORTHERMN RAILROAD VIADUCT AT MENDOTA LaSal
é...'" ctardards - Diskrict 3 = mpOsaa7 US 34 SEC (20,2000R5-1 (S0-8HENT IL 251 IN MENDOTA TO W OF -39 LASALLE
= [ mpma7 USS2 IL 251 TO1-39 AT TROY GROYE
[/™ DETAILS
1% distmap [~ mpCzoe7 IL 751 3BRIDGES OWER BAILEY CREEK AT TONICA (050-0021, 0022, 0023)
L™ Distri [ mdoszaz IL 116 STREAM, 0.5MIE OF IL 251 SN 102-0388 Woodford Co
[=-{7 Districk 3 Searches
-y Saved Searches [MDp3esas3 US 34 LITTLE VERMILIOM River, 2,2 mi E OF IL 251 050-0189
= Global [T epodsiz IL 251 DITCH, 2.6 MILES SOUTH OF 1S 24 ATEL PASO  CULYERT REPLACEMENT
----- #1180 PROJECTS [ epozsos IL 251 DITCH, 0.3 MI M OF RUTLAND
----- (130 PROECTS [ epo17oz IL 251 IMTERSECTION WITH OGLESEY SPUR (RICHARD MOYLE Hi')
""" [#155 PROECTS |= epot10s IL251 AT 3&TH STREET IN PERU
#
----- e I57  PROJECTS |~ danased IL251 SEC(1 laSaleco
""" e 180 PROJECTS [ dzn449z IL 251 Sec(z,2-1)RS LaSalle co
""" e 188  PROJECTS [ dans193 IL251 sec1-2&1Z Lasalle co
""" e IL1  PROJECTS [ epnzana IL751 & US52  SOUTH OF B-N RJR TN MENDOTA TO MORTH OF UNYTITE DR TN |
""" = it i?g Eigj Egg [*Epos40z 180  IL 251 INTERCHAMGE AT PERU & MaY ROAD INTERSECTION
= 1L 114 PROJECTS [T panoson IL 251 SEC(2,2-1RS5-2
""" T danezez IL 751 Sec(1iRS-1 LaSalls co
----- #1115 PROJECTS Ly
_____ U 1 116 PROTECTS | Panz9ss IL 751 BRIDGE SURVEY OLD 51
_____ #1126 PROJECTS | edogzon IL 751 TO AIRPORT ROAD IN PERU
..... [# 1 165 PROJECTS [MEpO1004 US& PECUMSAGAM CREEK, 4.9 Mi, EQFIL 251  SMOS0-0115
..... [# 117 PROJECTS [MEpo190s 180 WEST OF IL 26 TO EAST OF 1L 251
..... [# 11 170 PROJECTS [ p3engzs IL 15 EAST OF IL 89 TC EAST OF 1L 251
..... " #1178 PROJECTS | edd3699 IL251 ILISTOIL17
----- (#1015 PROIECTS = edozio0 ILZ51  SOFIL7ITOIL1G
----- [#1 23 PROIECTS = edogzot 180 D3 LINE TO LITTLE YERMILLION R IL 351 RAMPS TO M, OF CIWCIRD IL 251
""" {# 125 PROJECTS = edoaton IL251  LASALLE COUNMTY LINE T MORTH OF IL 116 EAST
""1....: 5 [ edosane IL751 MOFIL1ETOMOF IL 17 (WEST)
----- e ILze PROJECTS [T edos4mn IL 116 EAST OF IL 251 TO GRIDLEY ROAD AT FLAMAGAN
""" e 123 PROIECTS [™Epos7o4 IL251,IL71 L2501 FROMI3ATO .6 MISOFIL 71 &1L 71: FROMI 33 TOE OF
""" e IL3L PROJECTS [ edoass IL751 139 TO McLEAN CO LINE S of Kappa
""" |- it :gl Eigjggg [MDp3es949 IL251  ILLINOIS RIVER BRIDGE TO NORTH OF CH 23 (OGLESEY SPUR)
) 140 FROJECTS [C'EDO4001 - ASEUILT L 251 US52 BURLINGTON STREET TO MENDOTA SOUTH URBAN LIMITS
_____ ) IL45 PROJECTS [T/ edo6s03 - ASBUILT  IL17IL 251 THC-65 TO ILZS1(M) IN WENCONA
_____ Y IL47 PROJECTS [MEz08301 150 PLAMK RD., 1.4 MI, WEST OF IL 251 sn0S0-0082
_____ ot # 1 a0 PROIECTS L ed03103 IL 251 Smart Resurfacing & Rotomiling  ILL 17 West to Woodford County Line L
| —
_____ i # 1 50 PROJECTS L ed03401 - A5 BUILT IL 251 resurfacing,miling,signal moderization  South of I-80 Ramps to I river Brid
..... [® 154 PROJECTS [T'EDOS904 - ASEUILT - USSZ2 IL 251 (5) TO I-39 AT TROY GROVE
..... "y #® 7 g4 PROIECTS L ED01305 IL 251 Ilinois River Bridge to 0.6 MI S OF IL 71 (Gap Pav't st CH 23,1-39 & IL71/3E
----- (#1711 PROIECTS [MDareag3 IL751 SOUTHOFIL7LTOIL 18 3P RESURF
----- H 1 72 PROJECTS [ pzesa0s IL 15 IL 251 T WCL OF STREATOR 3P MILL & RESURF
|
----- 19 PROJECTS [™D3ceE16 US34 IL 251 TOFIRST AVE, IN MENDOTA 3P MILL & RESURF
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DISTRICT 3 STANDARD DETAILS:

All District 3 standards are in PW, both .dgn and .pdf formats. The path to the location of files is shown here.

= [_J_J Project\Wise Explorer Datasources List |G Spatiall
El---[%_.ai PWISDT {CETTRAL\,W#SILEWSKILM} Narne ( Deserintion
B o L lc8 400-499, pdf 400-439
[+, DataTransfer e
e _ (Il 402-1.poF 402-1
- IDOT Offices L,J"’l
-\ Bureau of Bridges and Structures ~h #06-1.pdf 06-1
#-{_ Business Services L-Jﬂ 406-10.pdf 406-10
£-{ District 3 L,Jﬂ 406-11,pdf 406-11
E-C Archived L__]ﬂ 406-12.pdf 40612
- District 3 Aligrments - Mapping L_,Jﬂ 406-13, pdf 406-13
F-D Miscelaneous Uﬂ 406-14, pdf 406-14
-0 Projects [l 406-2.por 406-2
{0 Standards - District 3 [l 406-3.pdr 406-3
=% DETAILS Lol 406-4.pdf 4064
i EiFL.IDfGE OFFICE DETAILS .pdf 1-4-2011 L.Jﬂ 406-5.pdf 406-5
-~ Buidings [ Jl 406-6.pdr 406-6
B DISTRICT 3 STANDARD DETAILS FOF [l 406-7 o P
= [l 406-6.p 4065
ey [l 406-9.pdf 406-2
= 200690 L@ 420-1.pdf 420-1
t —00-799 Hﬂ 420-2.pdf 420-2
- 5l 4z0-3.paf 420-3
{7 BOD-899 "
- bridge cell library L;-Jﬂ 420-4, pdf 420-4
~{' DISTRICT 3 STANDARD DETAILS .DGN L.-Jﬂ 420-5.pdf +20-3
[ ENGSIGN [_Jﬂ 423-1,pdf 423-1
- Kids bo Waork L,Jﬂ 424-1.pdf 424-1
{77 Lighting LI 424-10,paf 424-10
{2 metric datails LIl 424-11.paf 424-11
L Misc LIl 424-12.po 424-12
(-1 parking lot LIl 424-13.pdF 424-13
~ ¥ rumble strips LIl 424-14.pof 474-14
“i Signning _ [l 424-15.pdr 424-15
Tl Stn:urn'.| .Sewer and water Main 2009 L.-Jﬂ 424-16.pdf 474-15
I tra|2|5|t|q:1al approach L.-]ﬂ 424-17 pof 42417
- :; Ettafs et LIl 424-18.pdF 424-15
¥ 17 metic retars [l 424-19.pd 424-19
- work_site_prok
Lkl 4z4-2.p 424-2
- Saved Searches
B3 distman [l 424-20,p 424-20
[+ District 3 Searches !-V-qu t24-21 F"jf t24-21
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MISCELLANEOUS CADD DRAWINGS:

Most users have a file of their own to draw in. This is for practicing in — not work drawings. All CADD work
goes in its respective project.

“.ﬁ.ddress I'-" pren 1 ILOB4EBIDINTEG. illinois, gov : PWIDOT\ Document s\ IDOT OfFficesDistrick 3\Miscellaneous\D3names

= U—J ProjectiWise Explorer Datasources List | ¥ Spatiall
- [y PWIDOT (CENTRALIWASILEWSKILM) Name
=+ Documents \
H - 3 lq:s
[+ DataTransfer .,-//’L- a;;D;anderds
! e

-1 IDOT Offices
[+ Bureau of Bridges and Structures
- Business Services

| alvareznl
|0 andrewssh

(= District 3 | ballerinira
-0 Archived A | broviakde
L- District 3 Alignrents - Mapping ./I.- carpenterdi
= Miscellaneous # | dondelingersp

L% Permits # = duncanbd
e _Tours '\ fergusonsa
B borlogs _ Fergusons
- D3names  Consktruction j: hie?arn:hyp
ROl [ Gnames  Design P imenezde
EEI--L+ D3names  LandAcg P jonesme
EEI--LT D.3ne.|mes Cperations ./,L; kannelie
EEI--LT Diskrick Transfer 215 Keinsp
[ games :
[+ Geopak Roundabouts :ﬁ"' Iang.kr _
| HEALTH FAIR - Ifamrlsec]
F-L0 hydraulics ../?I.- lindemannms
-7 localrd V4 - magolant]
1 misdemo L= Meclearyt]
#-{_ operations |7 mestelled
el rowsecH ../?I.- patelyi
L srock L pillianki
[+ Projects _/?I_; poharls
[+ Standards - Diskrict 3 ../?I.- poellr
EL__ I0OT Standards .’/:L__ quiglesml
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PW TRAINING MANUAL:

The complete PW Training Manual is located in PW. The location is shown here.

= lu_’i P TO

{2
oL
IR
E' T
..
..
..
..
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= [_j_J Project'Wise Explarer Dakasources

T (CEMTRALYWASILEW SKIMW)

EI -+ Docurments

Consulkank
DataTransfer
IDOT Offices
IDClT Standards
Basemap
IDOTCAD
SO0
Taske of IDOT
Templates for Projects
L; Training
- " Bentley
.| CADD Basic IDOT
L- izeopak Road 1
i 1. f‘aeopakRoad 2
EI 1. PW Deployment 2003
-7 Documentation
- +-L FM Tool

EI L; Training Information
T L Training Manual
- [0 Users Group Members
- Roadway Guide
F-L0 Wi Deployment 2011

24

List

Marne

& Spatial I

L:JE Cover Sheet,doc

L,:_Jﬂ IDOT ProjectWise Explorer, pdf
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IMPORTING SCHEDULES, SUMMARY OF QUANTITIES, INDEX OF SHEETS, ETC.

To import Excel files from S: drive to PW:
e Create a schedule in Excel using S:Design/Plan Preparation Guidelines and Other Guides/Preparing
and Importing Schedules 07-09.xls. Save and close file.
Open an Explorer window and find the Excel file. Open PW where you want to place the file.
Select file in Explorer window and drag over to PW window.
Open the Excel file in PW.
Highlight area of schedule that you want to show on plan sheet.
Right click. Choose the Copy command.
Open the .dgn CADD file where plan sheet is located. Load Microsoft Office Importer under Axiom tab.
Make sure the two boxes are checked under import linking. Linking is not required; however, it saves
fixing data in multiple areas.
Make sure other settings are according to Preparing and Importing Schedules 07-09.xls.
e Click the left clipboard symbol in the Importer palette (Paste clipboard data into MicroStation). Place
contents on plan sheet in .dgn file.

E

B & &7 RE

gMicrusuﬂ: Office Importer Settings - ... Axiom®, offi

File Help
I:ategljr_l,.l When creating new paztes:
Tent [v Create alink to the original document. Ok
Borders
Irnpart Linking Iv Lpdate automatically when design file opens. Cancel
LiSt_':'f Lin_ks Save zource document paths as:
Projectiise Abzolute Path "" |
YWhen source document iz on a network, drive:
Save INC [Meerverfoldertdocument =iz ""l
[ Unload Microsoft Office Importer when automatic updates are completed.
Info Baorder Spmbolagy
Color: |. i =l
Line weight; |=——2 |
Lire style; |------ 2 |
b atch Highlight a general categony an the left and options far that categon will dizplay on the

right.
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To make changes on plan sheets in CADD to the linked Excel file:
e Open the Excel file saved in PW.
Make corrections to file.
Save file.
Go to PW window. Find Excel file that was corrected.
Right click and choose Update server copy command.
Open the .dgn file containing linked Excel file.
Open Axiom palette Microsoft Office Importer. Click Manage an existing link. (A new palette shows.)
Select the file you changed.
Click update.
Notice in manage an existing link, top left cell and bottom right cell can be entered to reflect added
cells. This works with multiple schedules in one .xcsx file. (Sheet name is the, .x/sx tab hame.)

Source Details
pwe I LOB4EBIDINTEG ilinois.gov: P .. \HTC-Brfen Cable Tension Tables xdsx Sheet1, F1:.G22
pw I LOB4EBIDINTEG illinois gov: PWIDO T Doc. . “tension log sheet 2013212 Shestd, Al:l44
pwe \LOB4EBIDINTEG illinois.gov: PWIDOT Do . AHTC-MUCOR tension chart xdsx Sheet1, B1:020
pw \AILOB4EBIDIMNTEG illincis gov: PWIDO T AHTC-TRIMITY TEMSION CHART Sheet1, B2:D35
pw \WLOBAEBIDINTEG illinois gov: PWIDO . MHTC-Gibrattar tension chart xdsx Sheet1, B2:.C20

Fit in View ] | Display Info Border | | Manage ] [ Edit Source | [ Update | | Delete Paste l | Close |

| Link :Symbulug:.r 5

[ Use ProjectWise URL to find source document x|

Source: | mentationPhase 2\HTC-Brifen Cable Tension Tables xdsx

[] Update automatically when design file opens.

[7] Lock pasted elements. [] Group pasted elements into cells.
Excel Attributes

Topdeft Cell: | F1 Bottom-ight Cell: | G22
Sheet Name: | Sheetl

Edit Source |
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EXPORTING FILES:

To get a copy of files or a folder containing files out of PW, use the Export command by right clicking the folder
or files needed.

"1.3" EP02907 =] ™ Im

- EPOZ999

|_——_|L_?_‘= EPQ300E L
mloocar Mew Folder. .. -/l- CADData
L- cor Mew Project... j'-' Consultant
L- Do o ./I.- Document:
- Pro M= A7 Project Im:
L- Aot Qpen in Mew Window ./I.- Reviews
-3 Sav  Copy Out

IEEI"1.-PVI EPO309 Purge Copies

E"'L-R EPOZ10 Purge Workspace

[+, EPO320 ——

EE'"L-R EPO330 Dawsark ko Faldar

Make sure “Send to Folder" is on.
F

Welcome to the Folder Export
Wizard

Chooze an action to perform
" Export - Locks all files, changes can be re-imported

% Send to Folder - Creates unmanaged local copiss

Thiz wizard will quide pou through the Folder Export process.

The wizard helps vou selecting expart folder, settings and
rezalving file name conflicts.

Docurnent filez will be exported to specified export folder. You
will be able to import them back.

Click Meuxt to proceed, or click Cancel to exit thiz wizard.

< Back Mewut » Cancel
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This is the location that the files will be exported to. The files need to go to a temporary location before they
are placed in an e-mail, FTP site or placed on a disk. Example: folder TEMP on a c: drive. Notice the two
boxes that are checked. These should be the only two needed. All attached reference files are automatically
exported using these steps. Any folders that do not contain files will not be copied.

Folder Export Wizard x|
Define the export settings Rl
Pleaze zpecify the export folder and zettings. Press Mest ta start folder export, *gl
[l

Folder:

C:ATEMP Browsze... |

[~ Create subfolders for empty folders
v Create subfolder for selected folder

[ Use folder descriptions as folder names
[~ Copy reference documents into master document folder

[~ Export child documents which are not included in exporting hisrarchy to
the zpecial folder.

I Browse... |

v Rewrite reference attachments to new paths

< Back I Mest » I Cancel |

When complete, this is the last palette. Click Finish

older Export Wizard x|
Review folder export results W
Review the information below about folder export rezults. @
[

Folder was successfully exported. Press Finish button to ext.

< Back Finizh Caneel
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FTP SITE:

The FTP site is used for transferring files. To get to the FTP site, key in ftp://ftp.dot.il.gov/private/d3
(copy/paste will not work). Then under “tools” select “Open FTP Site in Windows Explorer”.

y v Ig, Frpf{Fep.dot.il. gov/private/d3f j 91| % IGoogIe

S )

J File Edit Wiew Favorites Tools Help

! i:? ﬁ'ﬁ? @FTP directory fprivate/d3) at ftp.daot.il.gov | | | @ - m - gé; - l_.“la Page - -S.
1 Tew Window Chrl+N B
FTP directory /private/d3/ at ftp.dot.il.gov cut Gl
Copy. Chr
To view this FTP site in Windows Explorer, click Page, and then click Open FTP Site in Windows Explorer. Paste CErl+y
Save As... -

Send Page by E-mail...
Welcome to IDOT FTP Server. All activity is logged and monitored. All data on the public side will In Send Link by E-mail...

Edit with Microsoft Office Word

Up to higher level directory Zoom ) >
Text Size 3

P - . . . . Encoding 3

11/23/2010 02:58PM Directory District 3 Approved Project Reports

05/26/2010 02:32PM Directory District 3 CADD Standard Details Yiew Source

06/11/2010 01:13FM Directory District 3 Coordination Meeting Secutity Report

05/13/2009 09:47AM Directory District 3 General Notes Open FTP

05/19/2010 05:53AM Directory District 3 Local Roads Web Page Privacy Policy,

11/16/2009 09:40AM Directory District 3 Microfilm Database

08/06/2009 06:30AM Directory District 3 Permits

07/08/2010 08:16AM Directory District 3 Special Provisions

11/30/2010 03:37PM Directory District 3 Transfers

11/16/2010 09:36AM Directory District 3 Utilities

To log in:

User name: d3guest

Password: chlcKen04 (as of July 3, 2013)
Check the save password.

Click Log On.

tp.dot.il.gov /private/d3, - Microsoft Internet Explo

x

Either the server does not allow anonymous logins or the e-mail address was not
accepted,

FTP server: ftp.dot.il.gov

User name: I d3guest j

Password: |

After wou log on, vou can add this server to your Favarites and return ko it easily,

& FTP does not encrypt or encode passwords or data before sending them to the
server, To protect the security of your passwords and data, use Web Faolders
(WebDAY) instead.

Learn maore about using Web Folders,

[ Logon anonyrmoushy [ save password

Log On I Cancel
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ftp://ftp.dot.il.gov/private/d3

There are the basic folders in the FTP site. Most projects/files are placed in “District 3 Transfers”. Information
is dragged and dropped into the correct folder from your S:, P:, etc. drives. Important: All information needs
to be named correctly. Once information is placed on the FTP site, it cannot be renamed or deleted except by
the PW administrator.

All folders are dragged to FTP site -- NOT CREATED.

After files are downloaded, they need to be deleted from the FTP site. “File Transfer Protocal” is not a storage
site for projects. Send an e-mail to the PW administrator to delete it.

1 — 1 T

J Address I@ fep:fifep. dot.il, gov/private/d3f

Mame = | Size | Type | Maodified |
|hDistrick 3 Approved Project R... File Folder 11/23/2010 2:55 PM
) Other Places & |y Districk 3 CADD Standard Details File: Folder 5/26/2010 2:32 PM
@ private |[S)District 3 Coordination Meeting File Folder 6/11/2010 1:13 FPM
= [ District 3 General Mokes File Folder S/13/2009 9:47 AM
4§ My Network Places [ District 3 Local Roads File: Folder 12202010 3:00 PM
| ) Districk 3 Microfilm Database File Folder 11/16/2009 2:40 AM
Details . | ) Districk 3 Permits File Folder B/6/2009 6:30 AM
3 | ) District 3 Special Provisions File: Folder 12/13/2010 8:42 AM
, d3 |[hDistrick 3 Transfers File Folder 1/20/2011 6:51 AM
| | Districk 3 Ukilities File Folder 11/16/2010 9:36 AM
I
HINTS:

To rearrange file list in any program that has the following heading format, one can click on Name, File Size,

Date Modified...... The new order will be from A to Z, click it again to change it Zto A.......
A ED List | & Spatial I
Mame | File Size | Descripkion |
| BE719-cm313 IL23 +/- 250" NORTH OF DARMMY'S DRIVE IN STREATOR
|0 C200106 - A5 BUILT IL23 .7 MISOUTH OF 72 NEAR GENGA  SMNO19-0005
| Cz15z05 IL23  2.4MI5OF IS5 MNEAR ELYA  SMO19-0007
| D300990 warious  US 6 & BUCKLIN 5T - LASALLE; IL 23 & WASHIMGTOM 3T - ..,
| daneeez IL23 Sec SZ(R5-12R5-1) LaSalle co
[ d304491 IL23 sec(l,1R,2IRS, (5,60 LaSalle co
i
J File Edit Wiew Favorites  Tools  Help
J G Back = \_/J - ﬁ /.._ ) search Folders Ev
J.D.ddress qu o, j i
Tame | Size | Type = | Diake Modified |
I (rulty File Folder 6/29/2009 2:51 PM
i ] IS Bentley File Folder Fl21f2010 7:01 AM
@ ;';idfethe rontents of this [3)Canal Boat File Folder 6/10{2008 10:10 AM

HARD COPIES UNCONTROLLED 30 January 23, 2012



GOOD PRACTICE:

e Look for checked out files before closing PW.

¢ Reboot Nightly — select Shut Down then select Restart.

If you have any “hints” or “good practices” that you would like to share, let the PW administrator know and it
can be added to this Guide.
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