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LAB 17 - Create a General Notes Sheet

The 12345DES_GenNote.dgn has been created in the project’s \Design\Drawings folder through the create 
project utility. This sheet file currently is linked to a generic notes doc file in the CDOT workspace. However, 
the sheet files should reference the project-specific notes file, 12345GemeralNote.dgn located in the 
\Design\Drawings\Reference Files folder. You must first update the references in the sheet file to point to 
the project notes, and then edit the project notes file to be project-specific. 

Note: This process is the same for any specialty group.

Chapter Objectives:

After completing this exercise you will know how to:

 Open a project notes sheet file.

 Update the Word document link to point to the 12345 project directory. 

 Edit the project-specific general notes Word file.

 Re-link the General Notes Word file to the Notes sheet file.

Lab 17.1 - Create Project General Notes Sheet

Updating Links

1. Start MicroStation and open the file 12345DES_GenNote##.dgn from the C:\Proj-
ects\12345\Design\Drawings folder.

This file was automatically generated by the create project utility program and contains 
links to a General Notes Word document in the generic project template folder. You will 
need to update these links to the General Notes Word document in the project folder.

2. Select Edit > Links.
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3. Highlight the first link in the list and select Change Source.

4. In the Change Source dialog box, set the Look in folder to 
C:\Projects\12345\Design\Drawings\Tabs and select the file 
12345DES_GenNote.doc.

5. Select Open to update the link.

6. Repeat this process for the second link.
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7. Close the Links dialog box.

8. Save Settings (File > Save Settings).

The General Notes sheet file is now linked to the GenNotes.doc file in the project-specific 
folder. You can now edit the Word file for your project-specific requirements.

Editing the Notes

1. Double click on the first notes link (left sheet).

This opens Microsoft Word and the GenNotes.doc file.

2. Read the first instructional paragraph (red text) and then delete it.

3. Delete the following text:

Prime Coat (MC-70) [XXXX] ...................................................@ .XX Gals./Sq. Yd.

Seal Coat (RC[XX]) Diluted Emulsified Asphalt [XXXX] .......@ XX Gals./Sq. Yd. 
(Diluted)

Cover Coat Material [XXXX].....................................................@ XX Lbs./Sq. Yd.

Tack Coat (AC[XX]....................................................................@ XX Lbs./Sq. Yd.

Asphalt Rejuvenating Agent [XXXX]........................................@ XX Gals./Sq. Yd.

4. Edit the following text to read as follows:

Tack Coat Diluted Emulsified Asphalt.......................................@ 0.1 Gals./Sq. Yd. 
(Diluted)
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Bituminous Pavement……….....................................................@ 110 Lbs./Sq. Yd./Inch

Aggregate Base Course (Class 6)...............................................@ 133 Lbs/Cu Yd

5. At the bottom of the first column, add a blank line to place the paragraph beginning “The 
Contractor shall coordinate the shouldering…” at the top of the next column.

6. Look at the top of the next page and note that your edits have adjusted the text wrapping. 
The next page now starts with the note:

It is estimated that [XX] Mobile Pavement Marking Zone will be required on this project.

7. Review the text to make sure the edits are correct. If not, edit the text again until you’re 
satisfied.

8. In Word, select File > Exit and select Yes when prompted to save changes.

You are returned to the General Notes sheet in MicroStation.
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Review the changes in the sheet file

1. Zoom in on the notes on the first sheet and note your text edits have been updated in the 
DGN file.

2. Zoom in on the notes on the second sheet (right side) and notice that your edits have not 
been updated in the file.

Note: If you make edits that change the wrapping of text between pages in the Word 
document, you must re-link the file for the edits to update in the MicroStation 
DGN file.

Re-link the Word document

1. Use the Element Selection tool to select the Word document link on the second (right-
side) sheet.
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2. Select Delete.

3. Double-click on the Word document link on the first sheet to open the GenNotes.doc file.

4. Highlight all of the text on the second page and select Edit > Copy in Word. 

5. Do not close Word.

6. Switch to the MicroStation application.
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7. In MicroStation, select Edit > Paste Special and select the Linked Microsoft Office Word 
Document option and then select Paste.

8. In the Paste OLE box, set Paste As to Link and Method to By Corners.

9. Snap to the two ends of the top guideline as shown.
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10. Zoom in to review the notes and notice that the link has been updated to reflect your edits.

11. Switch over to the Word document and select File > Exit. If prompted to save the file, select 
Yes.

12. In MicroStation, Fit the view.

13. Save Settings.

14. Exit MicroStation.
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