CDOT Workflow Electronic Submittal of Project Plan Award Sets Using ProjectWise

Workflow 15 - Electronic Submittal of
Project Plan Award Sets Using
ProjectWise

This workflow covers the procedure for uploading final Award submittal Plan Sets to
a regional Award_Sets folder in ProjectWise. This procedure should be used only for
the final complete Award Plan Set (with all Plan and Spec sheets and all revisions)
that is ready to be printed. Incomplete Plan Sets cannot be used to activate the
construction phase of the project.

The workflow includes procedures for both the Reproduction team and Regional
team members that are assigned to complete the electronic plan award process
after they have been notified by the Reproduction team :

e compressing and processing .pdf documents in order to make them
searchable

e Placing Award Plan Set Files in ProjectWise

e a procedure for setting up filters in gMail so that the automated alerts do
not get routed to the recipients’ Spam folder.

e Adding the Award stamp to the Award Plan Sets

e Moving Award Plan Sets Within ProjectWise

Repro Workflow Initiation

Letting occurs every Thursday and a Notice of Award is sent via e-mail by the
Awards & Contracts group. This notice will initiate the Repro group workflow.

Processing .pdf Documents — Compression,
Optimization, OCR

Note: This section is for use by the Reproduction team.

Large PDF documents can be compressed using Adobe Acrobat in order to take up
less space. They can also be optimized using Optical Character Recognition (OCR)
in order to make the PDF document searchable. The instructions below were
developed using Adobe Acrobat Xl, so they may not exactly match up with earlier
versions (in use by Ad/Repro) or with later versions (such as the Adobe Acrobat DC
version currently available via Software Center). The basic principles are the same,
but specific buttons or menu options may not be exactly as shown below.
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1. Open the PDF (either the Award Plans or Specs) in Adobe Acrobat
Pro.

2. From the toolbar, left click on Tools (on the right end of the toolbar in
Adobe XI Pro) to expand the menu.
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3. Inthe Tools menu on the right. Left click on Action Wizard to expand

the menu options.
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4. Inthe Action Wizard menu area, left click on Action Wizard to
expand the menu options

T e . T R s

Tools Menu

M e e e

DEPARTMENT OF TRANSPORTATION
STATE OF COLORADO

AL ASH FRENE T M NPT -

[Optimize Action Wizard

5. Select Optimize Scanned PDF and wait for it to complete. This can
take anywhere from 4-5 minutes up to 15 minutes per file in the case of
a large plan set with many pages in both the plans and specs.
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6. Once the optimization is complete select File > Save from the menu
bar before uploading it to ProjectWise.
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Once the file has been saved, the file size is reduced by as much as 90% in many
cases, page orientation is corrected (referred to as de-skewing), and the resulting
file is rendered capable of being searched (referred to as OCR —Optical Character
Recognition). Being able to search a plan set or specs is a very powerful tool and
saves tremendous time over having to page through the documents looking for
something.
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Placing Award Plan Set Files in ProjectWise

Note: This section is for use by the Reproduction team.

1. Open ProjectWise Explorer.
2. Login by double-clicking on the CDOT_Active_Projects datasource as
shown below:

B ProjectWise Explorer V8i (SELECTseries 4)

Datasource View Tools Window Help

7 Op 85 T “ € : A% - Searc

Marng

3. If the ProjectWise Explorer Log in window is displayed, fill in your
User Name (with the dot\ prefix) and Password:

r a0

8 ProjectWise Explorer Log in @
Datasource: CDOT_Active_Projects -
Iser Mame: dot\durana Cancel

Password: ssssssss

Use Windows Single Sign-On for authentication

Hint — when the User Windows Single Sign-On box is toggled on, as shown
below, ProjectWise is automatically logged in by double clicking on the
desired datasource.

38 ProjectWise Explorer Log in @
Datasource: CDOT_Active_Projects -
User Mame: | dot\durana Cancel

Password: | sssssses

¥ |=e Windows Single Sign-On for authentication;

Note: ProjectWise will remember the folder you were last using and navigate
to it automatically.
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4. Expand the Documents folder (if it's not expanded already) by clicking
on the + sign, or double-clicking on the folder itself.
g~ o - [ Address [0 pws\WHQPWZO1 . dot.st

E|UJ ProjectWise Explorer Datasources

l_—__| [Iﬁ COOT_Active_Projects (dot\loucksschulz)
e

13 Components

[y Custom Folders

"{@ loucksschulz

ﬁ Saved Searches

[~ U CDOT_Archive_Projects

5. Navigate to the appropriate regional folder (R1-R5) and expand it.

Projects
Rl
R2
R3
R4

ISASASASANAS

"L-“ _Region_5_Management
"L-” _Region_5_Safety

L- Award_Sets

L- Local Agency Projects
L- U5 550 at U5 160 Alternatives
—————————ianeienlel

6. Select the Award_Sets folder.

- Ré

&0 RS

- _Region_5_Management

--L__?': _Region_5_Safety

L- Local Agency Projects

L- % 550 at US 160 Alternatives
e e ————
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Note: This procedure should be used only when an Award Plan Set is
complete, with all Plan and Spec sheets and all revisions, and is

ready to be printed.

7. Find the completed Award Set document(s) to be placed in the
Award_Sets folder, select the file(s), and drag it into the folder
contents window in ProjectWise Explorer.

Hint —multiple documents can be selected and dragged all at once, but do not
drag folders into ProjectWise. Only ProjectWise administrators can delete

folders in ProjectWise.

v Da

" PLANS(SCANNED) for NHPP 0171-103.pdf
"\ SPECS(SCANNED) for NHPP 0171-103,paf

23 ProjectiVise Explorer VE: (SELECTsenses §)
Datssource Folder Document Expot  View Took Window Help

& N -EDS 8 M- el v P | intedtace <001 £, View Standmd

e
v BrGo  Spatisd Viewe. Default View -

’ 0L

5 T Projects

o s L
5 0 _Regron 5 Management | Foder Prcowtas | Dapanidancy Vewer | Access Cortrt

50X Regon S Salety Propernty neme Propeny vale Propety name

Progerty value

8. If the Select a Wizard dialog box pops up, highlight No Wizard, toggle
on the Make this wizard the default check box, then click OK. This
will keep the Select a Wizard dialog box from being displayed in the

7 Select a Wizard E) | 7 Select a Wizard sl select 2 wiza |
Document Creation W-nni‘s ) - Documert Creation Wizards Documes nt Creation W\ZEI\T
N = N | [ ] =
No Wizard wanfded A-:J’\Jr_m;:d A“j‘;anfgd
a i Wiza

Make this wizand the default Make this wizard the default

Note: Once the award plan set has been placed in the Award_Sets folder,
the Workflow And States starts by automatically assigning the
Begin state to the file.
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The Award_Sets folder has a custom view assigned to it that displays the file
Name, Description, the current State, Version, and the File Size.

List | @ Geospatial |

Mame Description State Version File Size
pqre PlanSetTestl2, pdf Plan5etTestl2 BEGIM 1 188 KB
pqre PlanSetTestl3. pdf PlanSetTestl3 BEGIM 1 188 KB

[ PlanSetTest03.pdf |

9. If the view window does not display the columns shown above, check
the View selection toolbar and set it to Award_Sets.

v | | View| Award_Sets -

o Snatial UiFw:[npfnlllf'ﬁIimar v]

10.If the View selection toolbar is not shown, select View >Toolbar and
then toggle on View. The View selection toolbar will appear in the
toolbar area at the top of the ProjectWise Explorer.

View |JTools Window Help
Toolbar k| v Standard [:
:v" Preview Pane v Mavigation :
|« Status Bar v View I |
Thumbnails | h E
e T s
Small Icons BE
List Background Map
-H'r Shatial Wiews
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Once the file(s) have been placed in the Award_Sets folder, the next step is to
change the document State.

11.Highlight the file in the folder contents window, right-click on it, left click
the Change State option in the pop-up menu, then left click Next. This
changes the state from Begin to Award Complete.

3 | | I I | |
Set 3N | 2 I I I (2
Send To v | [ [ [ [V [
Copy List To 3 [ [v [V v v v
. : - O ~ - I
Attributes L e — o — — a
§ I Change State I P[ Ne:q‘t l v
t Batch Print 3 Prigous [v
- Change... [v
: i-model Packager 3 . [
Set Final Status
! — [

The illustration below shows the results of the Change State on the PlanSet
Test02.pdf file. The state of the document has been changed from BEGIN to Award
Complete Rx (R5 in this example).

List |ﬁ Geospatial|

Marne Description State Version File Size
Py Plan5etTestl2, pdf Plan5etTestl2 Award Complete RS 1 188 KB
A= PlanSetTest)3. pdf PlanSetTest(3 BEGIM 1 188 KB

An e-mail is automatically sent to the Finals Engineer and a designated backup,
letting them know that the electronic Award set is available so that they can start
their workflow. This includes reviewing the electronic Award set, applying the Award
Stamp watermark, and moving the file(s) to the appropriate ProjectWise Project
folder.

The notification e-mail includes a live link to the files’ location. So, by simply clicking
on the link, ProjectWise will open (if it's not already open) and navigate directly to
the specific file listed in the e-mail. An example of the email link is shown below.

'Project Award Plan Set REV#1 SPECS.pdf uploaded by & B
Reproduction' inbox «

ProjectWise.GroupMaintenance@stal Apr 28 (6 days ago) =, -
to Edward Archule., David Valentin., Casey Valentin., Thomas.E [~
‘REWV#1 SPECS . pdf changed to workflow state 'Award Complete RS by durana

on 4/28/2016 %:56:51 AM. The Award Set file is ready to be placed in the
ProjectWise Project Folder under Plans_and_Specs'd-Award.

Colorado Department of Transportation Page 9


Boveet
Highlight


CDOT Workflow Electronic Submittal of Project Plan Award Sets Using ProjectWise

Setting up Gmail Filters

Important! — If the following steps are not completed, the automated

Workflow and States notifications may go directly to the Junk Mail (SPAM)
folder.

Sending messages via an automated system can result in messages being flagged
as suspicious, junk mail, or spam. The following instructions are used to set up a
filter in Gmail that will send these messages directly to the Inbox instead of the
Spam folder.

This procedure assumes that an automated message has been received from
ProjectWise.GroupMaintenance that has landed in the Junk Mail folder.

Use a particular message to create a filter

1. Open Gmail.
STATE OF
COLORADO
[ More
m & Primary 25 Social ¥ Po
I Inbox (91)
Starred ProjectWise.GroupMainten. 'Project Award Plan Set Plg
Sent Mail ProjectWise GroupMain. (2) Project Award Plan Set {DO
Drafts
Completed ProjectWise. GroupMain. (2) PlanSetTest.pdf' changed to
Mere - Fdmonds - CDOT Keith projectwise access - Hi Frad

no

Open the Spam folder
3. Toggle on the checkbox next to the email you want to deliver to your
Inbox rather than your Spam folder.

[+ ProjectWise.GroupMainten. 'Project Award
ProjectWise. GroupMain. (2) 'Project Award PI
4. Click More.
coLoRADG [ Q|

Mail ~ - a ° ¥ N ® 1-50 of 575

m G Primary =2 Social % Promotions o Updates |
I Inbox (#1)

Starred [ ProjectWise.GroupMainten. ‘Project Award Plan Set PlanSetTest)3.pdf uploaded by Reproduction’ - Flang]
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5. Click Filter messages like these.

More ¥ 1-50 of 575

Mark as read
ons Mark as important
Add to Tasks
Add star

etT!
[fh I Filter messages like these ]

Vute

il

6. Enter your filter criteria. The default is the e-mail address, which is

filled in automatically.

from:(projectwise groupmaintenance(@state co.us)

Filter
From

|brojectwise. groupmaintenance@state.co.us

Subject
Has the words
Doesn't have

Has attachment

Don't include chats

Size greaterthan = MB

Ak

Create filter with this search »

Create filter with this search »

Colorado Department of Transportation

7. Click Create filter with this search >>
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8. Select Never send it to Spam.

« back to search options "
When a message amives that matchas this search

Skip the Inbox (Archive it}

Mark as read

Star it

Apply the label: Choose label... %

Forward it add forwarding address
Delete it

# Never send it to Spam
Always mark it as important

Mever mark it as important

Categorize as: Choose category.. 5

Also apply filter to 18 matching conversations

Leam more

Note: filter wil not be spplied to oid convernsatons in Spam or Trash

9. Click Create filter.

(w kil Also apply filter to 18 matching conversations.

Learn more

Maote: filter will not be applied to old conversations in Spam or Trash

Future e-mail from this sender will be delivered to your Gmail inbox instead of to the
Spam folder.
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Adding an Award Stamp Watermark to PDF Files

This section guides describes the process of adding a watermark to a PDF plan set.
This method uses Adobe Acrobat Professional to add a watermark to an existing set

of plans in PDF format.

Before the Award stamp can be added to a plan set, the stamp image must be
exported from ProjectWise to a location on the user’'s computer.

Exporting The AWARD_SET_stamp_RED.pdf

1. In ProjectWise Active Projects, navigate to R5 > Award_Sets. This is
the location of the AWARD_SET_stamp_RED.pdf.

2. Right click on the AWARD_SET_stamp_RED.pdf file and select
Export from the flyout menu. This displays the Document Export
Wizard dialog box.

B8 ProjectWise Explorer VBi (SELECTseries 4)
Open as Read-Only
Datasource  Folder Document [:ﬂrt View Tools Window Help Open With...
# & | Op fa - EEIE| @) v [ Search Markup
& - - B address BB pw:\VHQPWID, dot, skate, co,us:PwiseProduction\Do cuments\R5' Award_Sets\AWAR View
L Hame Check Out
P | AWARD _SET_stamp_RED pdf _
B P fy Cret
m Fres
{7 R2 Copy Out
£ r3

i Bagion o <o
i D Award Sets
i " " Projects

| L- E ¥
i @D US 550 at US 160 Alternatives

q* [
i I _Region_3_Management 3 L
o b 0% Rem =

Documert Propeties | Falder Propertia:

View: | Standard

........

| w OfM
| -l MO

Check in document

Import Dependency Map(s)...

Update Server Copy

Refresh Local Copy

Fhivmmm §miml msnns

3. Inthe Document Export Wizard dialog box, toggle on Send to Folder
— Creates unmanaged local copy.
4. Left click the Next button.

Document Export Wizard

=z

Welcome to the Document Export
Wizard

Choose an action to perform

Export - Locks fie, changes can be re-imported

l‘o Send to Folder - Creates unmanaged local copy l

The Send to Folder option will downfoad unmanaged local coples of the
selected documents so they can be sent out for review.

==

Colorado Department of Transportation
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5. Next, set the Export Folder to the desired location. In this example
C:\Projects\Award Stamp is used.
6. Left click the Next button

- e —
secame soan s g -
Browse For Folder
Define the export settings 4
Specify an export folder and dick Next to begin the export, w‘ Select export folder
Export folder: ProgramData
I 3d Cells
I 3D Models =
12%5 —

14553 - Sample Project
A Practical Guide for Using InRoads
i ide for Using MicroStati

Award Stamp

7. The final dialog box, left click Finish. This copies the
AWARD_SET_stamp_RED.pdf to the local location.

Applying the AWARD Stamp as a Watermark

1. Open the desired plan set in Adobe Acrobat Professional.
2. From the main tool bar, left click on Tools to expand the menu.

F51 PLANS for MTCE R100-260 ad 2-4-16.pdf - Adobe Acrobat Pro = | & =
o B OE| @0D B .
+ |1|’N‘E@ ‘ = & ‘5”‘{:'H = Tools ICDmmem Share

=
+ Pages
» Content
» Forms
» Action Wizard
» Recognize Text

» Protection

o Pabl / NHS ngml Projects: . "
BZ \ﬁl NEPARTMENT NF TRANSPOARTATION LU - » Sign & Certify
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3. Left click on the Pages toolset. This displays the page editing
commands, including Watermark.

4. Left click on Watermark and select Add Watermark from the
dropdown menu.

e

Tools Comment Share

_gi)v
»
f

I:i/ Rotate
X aatae
Edit Page Design
D Header & Footer v
I:] Background -

Add Watermark...

| Update...
» Forms

» Action Wizard

5. Inthe Source area of the Add Watermark dialog box, toggle on File.
6. Left click the Browse button to display the Open dialog box.

Add Watermark d

Saved Settings: | [Custom-not saved] v Delete Save Settings... an ions...

Source Preview

Preview Page |1 = of9%0

ot |

Font: | Arial v Size

Il
b
1]

U m

I<No source file selected> I Browse... I
Page Number: |0 - Absolute Scale: =

Appearance

Rotation: -45° @ None 45° Custom [0° |5

Opacity: [J |roox
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7. In the Open dialog box, navigate to the location of the AWARD
Stamp.jpg file.

8. Highlight the AWARD_SET_stamp_RED.pdf file then left click Open.
This accepts the selection and dismisses the Open dialog box.

[ =
@'k_.a-"l « Windows (C:) » Projects » Award Stamp - "‘fl | Search Award Stemp 2
Organize = B8 Open with Adobe Acrobat Reader DT Print E-mail = = - SO
3d Cells "

30 Models
12345

14353 - Sample Project
& Practical Guide for Using InRoad

A Practical Guide far Using Micro5 AWARD_SET_sta
mp_RED,pdf

Award Stamp
Bentley Downloads

m AWARD_SET_stamp_RED.pdf
Adobe Acrobat Document

) Date modified: 7/20/2016 910 AM
o= Size: 465 KB

Diate created: 7,/20,/2016 9:10 AM

9. Inthe Appearance area, set the desired Rotation. The stamp image
should be rotated so that it stands out. In this example, the Rotation
was set to Custom and 30 degrees.

10. Set the desired Opacity; typically, 100% is used.

11.Toggle on Scale relative to target page and set the value to 25%.

12.Toggle on Appear on top of page for Location.

@ File  AWARD 5ET_stamp_RED.pc Browse...

Page Mumber: 1 Absolute Scale | .
Appearance

Rotation: -45° Mone 45° Q@ Custem |30°
opacy 0

[ Scale relative to target page

@ Appear on top of page

Location: () Appear behind page

2 Lhphionis,.

The Award stamp should be placed in a white area on the page. In this
example, it was determined that the lower left corner would be used for the
Award Stamp.
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13.In the Position area, both the Vertical Distance and Horizontal
Distance are set to Inches.

14.The Vertical Distance from option is set to Center.

15.The Horizontal Distance from option is set to Center.

16. The following values are used; Vertical Distance = 3 and the

Horizontal Dis

tance = 6.9.

Add Watermark

Saved Settings:

Source

- Delete Save Settings...

Font: | Asial

(u] (m

@ File
Page Number:  |L =

Appearance

Rotation: -45* None

O pacity:
|+ Scale relative to target page

Location:

Appearance Options,.,

Appear behind page

Position

[ANWARD_SET _stamp_RED.pc

Size:

Browse...

Absolute Scale: =

45° @ Custom

0 P &

5% =

@ Appear on top of page

[ |

Preview

Preview Page ﬂ of 90

PoE

Vertical Distance:

Inches *  from

enter =

il

Havizental Distance:

Inches = from

Center =

Help |

0K

Cancel

| Apply to Multipie

Position Offsets For Various Award Sets

Award Set Vertical Horizontal From
Type Distance Distance Position
Plans 3 6.9 Center
Plans (Alternate) 4 4 Center
Special Revisions 2.75 3 Center
Specifications 3.75 3 Center

Note: All other settings remain the same for each Award Set type.

Because the placement of the Index Of Sheets on the Plan set is not fixed,
the above Horizontal and Vertical distances may have to be adjusted in order
for the stamp to fall completely into white space. Observe the Preview in
order to determine when the Award stamp has been positioned properly.

Colorado Department of Transportation
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17.Left click the Page Range Options link (in the upper right corner).

Add Watermark =]

Saved Settings: [Mene specified] - Delete Save Settings... Page Range Options..

Source Preview

PreviewPage [l || of 203

@ Text

18.1n the Page Range Options dialog box, toggle on Pages From.

19.Key in or select 1 in the From and To fields. This applies the Award
stamp to the title sheet only.

20. Left click OK. This sets the watermark for the title page and dismisses
the Page Range Options dialog box.

Fage Range Options ﬁ

All Pages

Subset: | All pages in range v|

==

21.Left click the Save Settings button.
Update Watermark &‘

Source Preview

Preview Page |1 T of90

Font:  Ana Size:

um E=

© File [AWARD SET stamp_RED.pc | Browse..

Page Number: |1 Absolute Scale:

Appearance e iien

22.In the Save Settings dialog box, key in the desired setting name. The
setting name should identify what the watermark is for. In the
illustration below, the name indicates that the Award stamp is placed in
the lower left corner of the page.

23.Left click OK to save the settings.

[ S.;u'ehttings - $1

Save current settings as:

Aweard Set Stamp - Plan - Lipper Right]

[ocanea )
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24.In the Add Watermark dialog box, left click OK. This applies the
specified watermark to the indicated pages.

Font | Arial

U m

b

Saved Settings: | Award Set Stamp - Plan = Delete
Source
© Tot

Size:

fib
]

@ File [AWARD_SET_stamp_RED.p:

Page Mumber,  |L

|/ Scale relative to target page

c Browse...
Absolute Scale: =

@ Custom [30— =

Appearance
Rotation: 1 -45° {0 None 45°
Opacity: [J ooz =

25% =

@ Appear on top of page

Location: () Appear behind page
Appearance Options..
Position

Vertical Distance: |3 = |]nchcs *| from | Center v|
Harizontal Distance: E.Q = |]rl:hcs =| frem | Center v]

Update Watermari

(XS]

Page Range Options...

Preview
Preview Page II = of 90
——— DEFARTMENT OF TRANSPORTATION
e T STATE OF COLORADO

25.To change the watermark settings, reopen the Add Watermark dialog
box and make the desired changes.

Colorado Department of Transportation

Page 19



CDOT Workflow Electronic Submittal of Project Plan Award Sets Using ProjectWise

Using Multiple Award Stamp Watermarks in a Plan Set

If the Award stamp watermark is to be applied to multiple pages, it may be
necessary to create multiple watermarks so that it can be placed in the available
white space on the desired pages.

1. Left click on Watermark and select Add Watermark from the
dropdown menu.

2. When the Add Watermark option is selected, the following dialog box
is displayed. Left click the Add New button.

one.

Note: If you choose to add another watermark, it might overlap the existing

& This file already contains a watermark. Would you like to replace the existing
| watermark with the one you are adding?

\ =

=

“7 Replace Existing ]

A

3. Inthe Add Watermark dialog box, advance the Preview to the page
receiving the new watermark.

Add Watermark
Saved Settings: [Ncme specified) v
Source

-

Font: | Arial

U (m

Page Number: |0

Location:  (Z) Appear behind page
Appearance Options..
Position

v| Sie v

ERERE
) File [m ) e

Absolute Scale:

Appearance

Rotation: -45° @ None 45° Custom E'_-
Opacity: 8 W C

|V Scale relative to target page W -

9 Appear on top of page

Vertical Distance:

fO_ = [ Points

v| from Center

Horizontal Distance: [6 2

[Points

v| from Center |

=X
P Ran tion:
Preview

Preview Page IZ :Infgo
| e | LW L W
= Sveames > =‘=-_"“—'E E-“i%‘
E.ESSa Rt R
o i —
g'ﬁ% E Eme— T
B e —
:'m nv-urm E;__._______’“
§ Eam—— | | - B
= BEE==
&
T —

Help |

Colorado Department of Transportation
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4. Using the same process outlined in the section above, create the other
watermarks needed.

The illustration below shows the settings for an additional Award stamp
watermark for the example file.

r - N
Add Watermark g
Saved Settings: | [Custom-not seved]  w | Save Settings... | Page Range Options...
Source Preview
Preview Page |2 > of%
Text
Font: | Arial Size: |2
um = | =
o File [AWARD_SET_stamp RED.pc | Browse..
Page Number: | Absolute Scale: [iOO“o z
Appearance
Rotation: -45° None 45 @ Custom [:15_
Opacity: |J oox
1" Scale relative to target page 50
Location:  (0) Appear behind page © Appear on top of page
Appearance Options,.
Position
Vertical Distance: 12 |2 [Inchcs v from Bottom ¥
Horizontal Distance: 4 ||n(hes v from | Right -
‘ Help } OK 1 | Apply to Multiple ’ Cancel
L

Any number of watermarks can be added in this manner. After they have been
created in a document, the Award stamp watermarks are available for use in other

files. Therefore, it is important that the Save Settings names used reflect the type
and position of the watermark.
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Adding Security to the Award Plan Set

The next step after applying the Award Stamp to the Plan Set is to set document
security. This step is necessary to ensure that each document’s integrity is

maintained.

To add security to the file:

1. With the file open in Adobe Acrobat Professional, select File >
Properties from the menu bar. This displays the Document

Properties dialog box.

J M5 for MTCE R100-260 ad 2-4-16.pdf - Adobe Acrobat Pro
dit  View Window Help

Open... Cirl+0 F @ @ EE @J
To Create v
El seve Crl+5

Save As

iy Send and Track Files Online

Attach to Email...
[F7] Action Wizard

Reyert

Close Crrl+ W
&) Print... Ctrl+P

1 CAAPLAMS far MTCE R100-260 ad 2-4-16. pef
2 C.\Worlflow - Elect...ng Project\Wise.pdf

3 \ENPLANS for MTCE R100-260 ad 2-4-16.pdf
4 C:.NCDOT - 20 Enginee..Specifications.pdf

3 ch. APLANS for MTCE R100-260 ad 2-4-16.pdf

Exit Ctrl=Q

DEPARTMERM

STAT

HIGHWAY CON
COLOEAD
REGION 1 -U52

CONSTRUC

s

2. Inthe Document Properties dialog box, left click on the Security tab.

This displays the Security leaf.

3. On the Security leaf, use the drop down menu to change the Security
Method to Password Security. This displays the Password Security

— Settings dialog box.

| Das:ription-| Securtty | Fonts |In-ilial\|'i-:w | Custom | Adwncedl

Decument Security

restrictions, set the Security Methed te No Security.

The document's Security Method restricts what can be done to the document. To remaove security

Security Method: | Mo Secunty

Can be Opened by:  §Password Secunty

ErUTICaTE JeCunty
Adaobe LiveCycle Rights Management

Colorado Department of Transportation
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Note: If the Password Security — Settings dialog box does not appear, left
click the Change Settings button.

4. Inthe Password Security — Settings dialog box, Make the following
settings:

e Toggle on Encrypt all document contents.

e Toggle on Restrict editing and printing of the document.

¢ In the Change Permissions Password field, key in the desired
password. This password should be unique to the document and
meet the “Best” criteria. (it should contain upper and lower case
letters, numbers, and special characters or symbols)

e Set Printing Allowed to High Resolution.

Password Security - Settings g

Compatibility: | Acrobat 7.0 and later -

Encryption Level: 128-bit AES

Select Document Components to Encrypt

I @ Encrypt all document contents I

Encrypt all document contents except metadata (Acrobat & and later compatible)
Encrypt only file attachments (Acrobat 7 and later compatible) |

ﬂ- All contents of the document will be encrypted and search engines will not be able to access the decument's metadata,

"] Require a password to open the document Il

Document Open Password: ---- Mot Rated I

# Mo password wall be required to open this document.

Permissions

I-f Restrict editing and printing of the document. & password wall be required in order to change these permission settings.

Change Permissions Password:

Printing Allowed: Ingh Resclution - I

Changes Allowed: | None =

] Enable copying of text, images, and other content

| Enable text access for screen reader devices for the visually impaired

Help | 0K Cancel | '

Note: The Password Security — Settings dialog box may be laid out
differently than the illustration shown above, however, the same options
will be available.
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5. Left click the OK button to accept the changes and dismiss the
Password Security — Settings dialog box. A message box may be
displayed stating that third party software may not support the
protection applied to the file. Left click the OK button to dismiss the
message window.

Adobe Acrobat

All Adobe products enforce the restrictions set by the Permissions Password.

! However, net all third-party products fully support and respect these settings.
Recipients using such third-party products might be able to bypass some of the
restrictions you have set,

[T Do not show this message again

OK

V.

6. A password verification dialog box is displayed. Enter the document’s
password in the Permissions Password field then left click OK.

Adobe Acrobat - Confirm Permisstons Password H

Please confirm the Permissions Password. Be sure to make a note of the password,
l % Youwill need it to change these settings in the future,

Mote: f a Document Open Password is set, the Permissions Password will also open
the document and bypass the security settings.

L

7. A message window stating that the security will not take effect until the
file is saved is displayed. Left click OK.

Permissions Password:

s .

| Adobe Acrobat

| ' Security settings will not be applied to the document until you save the
document. You will be able to continue to change security settings until you

| close the document. l

I
| | Do not show this message again

——
oK
e

.

8. . Left click OK in the Document Properties dialog box.
9. Select File > Save from the menu bar to save the file and enact the
permissions.

Note: It is not necessary to remember the password on this file once it is set
because the file should never be altered. If changes are required, it will
be replaced with a new file.
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Moving Award Plan Sets within ProjectWise

Once the Award stamp has been applied to the plan sets, they can be moved to the

appropriate ProjectWise project folder.

1. Select the Award plan file to be moved.
2. Right-click on the file and select Move To...

Cut
Copy
Paste...

Copy To..
Move To...

Rename...

N

3.

Under the Destination Document section, left click Select.

BF Move Document

P

Mave

Source Document
Folder:
Document Mame:

File Name:

Move Options
Move File

Move Attributes

Mave Document Versions

Destination Dacument

AdRepra
SpecPackageTest.pdf
SpecPackageTest.pdf

Falder: Workflows & States\AdRepro\ -
Document Mame: SpecPackageTest. pdf E
Description: SpecPackageTest

File Mame: SpecPackageTest.pdf

Colorado Department of Transportation

Navigate to the desired project folder and sub-folder.
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-

| Select Folder

==

Select

Folders

-0 18000-18999 .
- 19000-19999
=0 20000-20999
- 000-099
- 100-199

m

E|1_,Pi 20101 -r1 environmental project r
L_?_‘: Bridge

[H-{* Business_Office

- Construction

L_?_‘: Diesign

L_?_‘: Engineering_Fstimate

[#-{Z** Environmental

- Hydraulics

| Materials_Geotechnical
- Planning

(L% Plans_and_Specs-FOFs <7

L

L F

pw: \WHQPWZ0 1. dot. state. co.us:PwiseProduction\Docurm

A

QK ] [ Cancel

)

5. Left click OK.

The file will be copied to the new location and the original will be deleted from the

Award_Set

folder.

Note: The Move To command only allows for one file to be moved at a time. This

process must be repeated for each file in the plan set.

Notification of Award Set Plan Availability

Once the Award Plan Set for the project is moved to its final location in the project
folder, an email should be sent to the Resident Engineer and the Project Team
notifying them of the Award Plan Set availability in ProjectWise.

Colorado Department of Transportation
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