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1. Disclaimer
©Aurigo® Software Technologies Inc. All Rights Reserved.

While every reasonable precaution has been taken in the preparation of this document, Aurigo® Software
Technologies Inc. does not assume responsibility for errors or omissions, or for damages resulting from
the use of the information contained herein.

The software is provided strictly on an "as is" basis. All software furnished to the useris on a licensed
basis. Aurigo® Software Technologies Inc. grants to the user a non-transferable and non-exclusive license
to use the software program delivered hereunder (licensed program). Such license may not be assigned,
sublicensed, or otherwise transferred by the user without prior written consent of Aurigo® Software
Technologies Inc. No right to copy a licensed program in whole or in part is granted, except as permitted
under copyright law. The user shall not modify, merge, or incorporate any form or portion of a licensed
program with other program material, without written permission from Aurigo® Software Technologies
Inc. The user agrees to maintain Aurigo® Software Technologies' copyright notice on the licensed
programs delivered hereunder, and to include the same on any authorized copies it makes, in whole orin
part. The user agrees not to decompile, disassemble, decode, or reverse engineer any licensed program
delivered to the user or any portion thereof.

Aurigo® Software Technologies Inc. reserves the right to make changes to any software or product to
improve reliability, function, or design.

Aurigo® Software Technologies Inc. does not assume any product liability arising out of, or in connection
with, the application or use of any product, or application described herein.

No license is granted, either expressly or by implication, estoppel, or otherwise under any Aurigo®
Software Technologies Inc., intellectual property rights.

Aurigo® Masterworks and all other Aurigo® Software Technologies, Inc., product or service names are
registered trademarks or trademarks of Aurigo® Software Technologies, Inc. in the USA, Canada and other
countries.

Other brand and product names are trademarks of their respective companies. Aurigo® Software
Technologies Inc.

www.aurigo.com


http://www.aurigo.com/
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2. Introduction to Using the Participant Guide

The Participant Guide helps you get started with the process of managing the funds for a project and
quickly navigate through the various key processes of fund management.

The options selected for use in this guide are for instructional purposes to showcase the entire lifecycle
of fund management. Field selections, other than the ones used in this guide, could possibly lead to a
varied workflow and may not be covered in this guide. For additional information on the application, refer
to the User Guide or Masterworks Online Help available with the application.

Note: You may notice screenshots containing information added throughout the document, even in
places where a new empty screen would typically be displayed. This practice eliminates the need for
multiple images, allowing a single screenshot to convey the essential details required to proceed with the
work effectively.
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3. Document Management

The Documents module is a repository that enables you to save, upload, organize, secure, track, and
manage project-related documents in electronic form. This well-designed online document management
system facilitates file sharing across multiple devices connected on the cloud to enable efficient
collaboration among project users.

You can also assigh document properties to a document that can be used to search for documents.
Additionally, the ATTACHMENTS section within a form enables you to manage documents for specific
records.

Folders in the Documents module enable you to organize and manage documents logically and
hierarchically to create an effective knowledge bank of project and contract-related information. You can
assign permissions to different folders and sub-folders to restrict access to the documents they contain.
You can configure document types which can be uploaded and saved in the Documents module.
Additionally, customized workflows automate document- related business processes.

There is no limitation on the number or the size of documents that can be uploaded to the application.
However, users assigned with the Administrator role can set the maximum allowable size for the
documents to be uploaded in the Administration module. Additionally, you can view and annotate
various types of documents in the application without installing additional document viewer applications
on your system.

The Documents folder is the base for the document management system in Masterworks, and all the
document folders that are created are available within it.

The Documents folder is available at two levels in the application:

e Projects level for project-related documents.
e Contract level for contract-related documents.

Additionally, you can search documents at the enterprise and project levels.

The following features are available with the Masterworks Documents module:
e Create folders hierarchically to ease storage and access of documents

e Secure documents by defining permissions on folders and documents thus limiting user access

e View documents of various formats using the document viewer utility without having to install any

document viewer applications on your system
e Upload documents to folders to organize storage of documents

e Download documents of various file types and versions

e Update documents

e Annotate documents to actively participate in the flow of the document content and add analytical or

illustrative notes on the document

e Archive documents that are not currently in use
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e Store comments and comment responses on uploaded documents to store document-related

information that does not change the document content
e Associate a workflow with a document to receive specific approvals
e Search documents at the enterprise level
e Search documents at the project level

3.1. Folder Management

In the Documents module, you can create folders. You can upload documents and organize them in
these folders. To enforce security, you can define role-based permissions to access and use a folder.
There is no limit on the number of folders that you can create in a project.

In Masterworks, during project creation, a pre-defined folder structure for the project is automatically
created. A set of folders as defined for the document folder structure is automatically created in the
Documents folder of the project. Additionally, you can create folders manually according to the project
requirement.

You can create a predefined folder structure in a project automatically during project creation and also
create additional folders manually.

The following topics aid you in managing your document folders:

e 3.1.1. Create afolder

e 3.1.2. Define folder permissions

e 3.1.3. Associate a document property to a folder

e 3.1.4. Modify folder properties
e 3.1.5. Delete afolder

Folder Management Permission Matrix

This section provides information on the roles and corresponding permissions for folder management.

Role Create Modify Define Delete Associate
Folder Folder Folder Folder Document
Properties | Permissions Property To
Document
Folder
Administrator Yes Yes Yes Yes Yes
Design Component | Yes Yes Yes Yes Yes
Lead
Lead Designer Yes Yes - Yes Yes
Highway Design Yes Yes - Yes Yes
Manager
Project Manager Yes Yes - Yes Yes
A/E Lead Designer | Yes Yes - Yes Yes
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Role Create Modify Define Delete Associate
Folder Folder Folder Folder Document
Properties | Permissions Property To
Document
Folder
A/E Manager Yes Yes - Yes Yes
Acquisitions Yes Yes - Yes Yes
Construction Yes Yes Yes Yes Yes
Component Lead
Construction Yes Yes - Yes Yes
Admin Staff
Construction Yes Yes - Yes Yes
Engineer
Highway Yes Yes - Yes Yes
Construction
Manager/QAQC
Construction Yes Yes - Yes Yes
Operations
Engineer
Project Engineer Yes Yes - Yes Yes
Regional Engineer | Yes Yes - Yes Yes
Assistant Project Yes Yes - Yes Yes
Engineer A&E
Project Engineer Yes Yes - Yes Yes
A&E

3.1.1. Creating a Folder

Prerequisites
The role of the logged-in user must be one of the following:

e Administrator

e Design Component Lead

e Lead Designer

e Highway Design Manager

e Project Manager

e A/E Lead Designer

e A/E Manager

e Acquisitions

e Construction Component Lead
e Construction Admin Staff

e Construction Engineer
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e Highway Construction Manager/QAQC
e Construction Operations Engineer

e Project Engineer

e Regional Engineer

e Assistant Project Engineer A&E

e Project Engineer A&E
For more information on role-specific permissions, refer to Folder Management Permission Matrix.

Overview
You can organize project and contract documents into folders created in the document management
system.

Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iype to Search X W oA 4) New [ workflow ~ [&] Reports ~ 8y ManageUsers P Mark Offline/Online &) More ~
n 0  Project Code Project Name Projeci Description Business Unit
Selarct Preject A
.
A Recent Projects
SIT MT NPS GLAC 14(4) 8 MT MPS- Test GL... Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands
B SIT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands
@ SIT MT NPS GLAC 14(4) B MT NF5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 .. Western Federal Lands

All Projects

SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands
Figure 1: Project List Page

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS PROJECT DASHEDARD  I'40J=C1 Lz IAILS

Q, Type o Scarch X W A iy Select Dashboard: Lisse ~  Made: | Vigw ~  flNew _FEdit T Delete %5 Set As Default

I s carmoisson s = e -
]E_ Genaral
e Fardder ‘ 1113 Schadulzl erer ‘ ‘

14 j_‘ SIT - CA ERFD FS LSPDR 2023.1(1) . B

£ + Dacuments

Ducuiment Search

Broject Reoort Gallory

Project Calencar
= lund Wanagsmenl
m Project Sund List
m Project -und Transaction
= Funding Aules
+ Sid sstimale Informalion
+ Biddirg

+ Contracts

Figure 2: Expanding Projects Folder
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c. Perform either of the following steps, as applicable:
* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

]
f':f SIT - CA ERFO FS LSPDR 2023-1(1| =

]& General

[EEl = SIT- cAERFO FS LSPDR 2023-1(1)

.@. — Documents
= PE Notebook

® Awarded Contract

Figure 3: Project Document

* To access the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS
Q, Type to Search X WV A
ﬂ SIT - CA ERFO FS LSPDR 2023-1(1) hdl

General

gﬂlﬂ “1 SIT - CA ERFO FS LSPDR 2023-1(1)...

@. + Documents
= Document Search
= Project Report Gallery
= Project Calendar
4+ Fund Management
<+ Bid Estimate Information
4+ Bidding

| <+ SIT - CA ERFO F5 LSPDR 202...

Figure 4: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 5: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7% Mark Offline @ More - T
D g File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 6: Documents List Page

10
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2. Click New Folder FC# NewFolder
The New Folder dialog box is displayed.

New Folder X

Name *:  Awarded Contract
Description : | Folder for contract-related docum

Inherit Parent :

Permissions
Save Cancel

Figure 7: New Folder

3. Inthe Name field, enter the folder name.

4. Inthe Description field, enter a brief description of the folder.

5. Ensure the Inherit Parent Permissions check box is selected to provide the same permissions to the
folder as its parent folder.
Optionally, clear the check box to provide permissions to the folder as defined for the roles of the
current user.
Note: Permissions are inherited only for the roles for which the user is invited in the project or
contract.

6. Click Save.
The folder is created in the selected folder.

3.1.2. Defining Folder Permissions

Prerequisites

The role of the logged-in user must be one of the following:
e Administrator
e Design Component Lead
e Construction Component Lead
For more information on role-specific permissions, refer to Folder Management Permission Matrix.

Overview

You can control user access to folders in the Documents module by configuring permissions to the
various roles defined in the project. Controlling accessibility of folders in the document management
system ensures a high level of security for the documents in the folder.

11
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Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q lype to tearch X v oA .ﬂ Mew  [&] Workflow ~ @I Reports ~ Fa Manage Users g Mark Offline/Online @ Mare -
n O  ProjectCode Project Name Project Description Business Unit
Y Selart Prajert -
A Recent Projects

SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands

i3] SIT - CA ERFO FS LSPDR 2022-1(1}
SIT MT NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Mary Gla... Reconstructionoaf12 .. Western Federal Lands

@ All Projects SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands
SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands

|

Figure 8: Project List Page

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS PROJECT DASHEDARD  1'R0J=C1 L= 1AILS
Q, Type toscarch X W A iy Select Dashboard: Liss ~  Made: Vizw ~  fInNew _FEdic [ Delete %} SetAs Defaule
B sicewossorzeam -

Heporl Viowor

General
EE— Hirddter 1113 schadils) amrer |
View Report

Uil “71 SIT - CA ERFO FS LSPDR 2023-1(1) alterrates ‘il
G} J + Doruments
= Dowument Search
= Froject Reoort Gallory
® Project Calencar
— lund Management
u Project =und Lsr
w Project —und lransaction
= Funding 2ules
+ Bid cstimale Informalion
+ Biddirg

+ Contracts

Figure 9: Expanding Projects Folder

12
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c. Perform either of the following steps, as applicable:
* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

]
f':f SIT - CA ERFO FS LSPDR 2023-1(1| =

]& General

[EEl = SIT- cAERFO FS LSPDR 2023-1(1)

.@. — Documents
= PE Notebook

® Awarded Contract

Figure 10: Project Document

* To access the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS
Q. Type to Search X| v A
ﬂ SIT - CA ERFO FS LSPDR 2023-1(1) hd

General

(] =7 SIT-CAERFO FS LSPDR 2023-1(1)...

@. + Documents
= Document Search
= Project Report Gallery
®m Project Calendar
Fund Management

Bid Estimate Information

+ o+ o+

Bidding

— Contracts

4+ SIT - CA ERFO FS LSPDR 202...

Figure 11: Expanding Contracts

13
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 12: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7% Mark Offline @ More - T
D g File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 13: Documents List Page

14
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2. Inthe toolbar, click Permissions .
The DOCUMENT PERMISSIONS page is displayed.

DOCUMENT PERMISSIONS

[a Save @ Cancel

Roles Create Edit View Delete

x @ @ )
B Designer [0 create [J Edic @ vViewn [J beete [
B construction Admin 5taff Create Ldi view Delete
B Projectviewer O create [J v View 0O veete O
Design Companent Lead Create Ldi View Delete
Construction Component Lead Create Ldi View Delete
B consmction Contractor CDRs anly creae  [] Fdi view  [J relee [
B consmuction Contracror QU Manager creare [ Fdi View 0O neee O
BJ construction Contracror Manager creae  [] Fdi view [ nelee [
B Assistanr Project Frgineer Creare i View netete . [

Figure 14: Document Permissions

B 0O

BRO

Oooonoo

Others

Creat...

Crest..

Cresl..

Crest..

Crest..

Crezt..

Creat...

Crezt..

Crezt..

B0

Ba0

000oo

EditF.

EditF..

EditF.,

Edit ..

EditF.

EditF...

EditF...

EditF...

EditF...

Document Management
Participant Guide

The roles available in the project are displayed as the rows of the permissions table and document
management features are displayed as the columns for you to assign role- based permissions to the

document folder.

3. Corresponding to each role, select the appropriate check boxes to provide access to or clear the

appropriate check boxes to restrict access to the feature in the folder.

4. Click Save.

The permissions defined on the folder are saved and a lock symbol appears adjacent to the

respective folder.

3.1.3. Associating a Document Property Template to a Folder

Prerequisites

e Therole of the logged-in user must be one of the following:

Administrator

Design Component Lead

Lead Designer

Highway Design Manager
Project Manager

A/E Lead Designer

A/E Manager

Acquisitions

Construction Component Lead
Construction Admin Staff
Construction Engineer
Highway Construction Manager/QAQC

©c O 0O 0O 0O O O 0 0 o0 o

15
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o Construction Operations Engineer
o Project Engineer
o Regional Engineer
o Assistant Project Engineer A&E
o Project Engineer A&E
e Documents are not uploaded to the folder.
Overview

Document Management
Participant Guide

You can associate a document property template to a folder. The associated document property
template is displayed when uploading documents to the folder.

Steps

To access a Documents folder at the project or contract level, perform the following steps:

a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS

Q, Iypeto search X w A 41 New [ workflow ~ [g] Reports -~

'(.] O  Project Code
Selart Project -

E A Recent Projects

i
@

SIT- CA ERFQ FS LSPDR 2023-1(1)

All Projecrs

SIT MT NPS GLAC 14(4) & MT NPS- Test GL...

SIT MT NPS GLAC 14(4) & MT NPS GLACIER
SIT IT NP5 GLAC 14(4) & MT NP5 GLACIER

SIT T NPS GLAC 14(4) & MT NP5 GLACIER

fb Manage Users

Project Name

Rehabilitate Many Gla...
Rehabilitate Marny Gla...
Rehabilitate Many Gla...

Rehabilitate Many Gla...

Figure 15: Project List Page

@ Mark Offline/Online

@ Mare -

Project Description Business Unit

Reconstructionaf 12

Western Federal Lands
Reconstructionof 12 .. Western Federal Lands
Reconstructionof 12 ...  Western Federal Lands

Reconstructionof 12 ...  Western Federal Lands

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS
Q, Type ta Search X W oA
ﬂ S0 -CAERIO S LEPDIR2023-1T) -
E General

Uil “71 SIT - CA ERFO FS LSPDR 2023-1(1)
ﬁ} J + Doruments
= Dowument Search
= Froject Reoort Gallory
® Project Calencar
— lund Management
m Projecr Sund st
= Project —und lransaclicr
= Funding Aules
+ Bid cstimale Informalion
+ Biddirg

+ Contracts

PROJECT DASHEDARD  1PH0J=C1 L= 1AILS

dig Select Dashboard: Lis s

~

Made: | Vizw

fINew _F Edit [ Delete % Set A< Default

Reporl Viewer rs

ridder 1119

alterrares \_"|

scheduls smrer |

Figure 16: Expanding Projects Folder
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c. Perform either of the following steps, as applicable:
* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

]
f':f SIT - CA ERFO FS LSPDR 2023-1(1| =

]& General

[EEl = SIT- cAERFO FS LSPDR 2023-1(1)

.@. — Documents
= PE Notebook

® Awarded Contract

Figure 17: Project Document

* To access the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS
Q| Type to Search X Vv A
ﬂ SIT - CA ERFO FS LSPDR 2023-1(1) v

General

QU T SIT- CA ERFO FS LSPDR 2023-1(1)...

@. + Documents
= Document Search
= Project Report Gallery
® Project Calendar
+ Fund Management
+ Bid Estimate Informaticn
+ Bidding

| + SIT - CA ERFO FS LSPDR 202...

Figure 18: Expanding Contracts

17
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 19: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

ﬂ New Bt Excel Import / Export v B3 New Folder B Permissions 7} Mark Offline @ More « T
|:| @’ File View Status Name Title Is Template Is Available Offliine Created By Created Dar
O O wdchyy

No records to display.

Figure 20: Documents List Page

2. Inthetoolbar, click Associate Document Property.
The Associate Document Folder dialog box is displayed.

Associate Document Folder x

Document Property Set : ~

Figure 21: Associate Document Folder

18
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3. From the Document Property Set drop-down list, select the appropriate document property
template.
Available options are document property templates published in the Document Properties catalog
of the library.

4. Click Save.

3.1.4. Modifying Folder Properties

Prerequisites
The role of the logged-in user must be one of the following:

e Administrator
e Design Component Lead
e Lead Designer
e Highway Design Manager
e Project Manager
e AJ/E Lead Designer
e A/E Manager
e Acquisitions
e Construction Component Lead
e Construction Admin Staff
e Construction Engineer
e Highway Construction Manager/QAQC
e Construction Operations Engineer
e Project Engineer
e Regional Engineer
e Assistant Project Engineer A&E
e Project Engineer A&E
For more information on role-specific permissions, refer to Folder Management Permission Matrix.

Overview

You can modify the name and the description of a folder.
Note: You cannot edit the properties of the default Documents folder.

19
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Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q lype to tearch X v oA .ﬂ Mew  [&] Workflow ~ @I Reports ~ Fa Manage Users g Mark Offline/Online @ Mare -
n O  ProjectCode Project Name Project Description Business Unit
Y Selart Prajert -
A Recent Projects

SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands

i3] SIT - CA ERFO FS LSPDR 2022-1(1}
SIT MT NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Mary Gla... Reconstructionoaf12 .. Western Federal Lands

@ All Projects SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands
SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands

|

Figure 22: Project List Page

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS PROJECT DASHEDARD  1'R0J=C1 L= 1AILS
Q, Type toscarch X W A iy Select Dashboard: Liss ~  Made: Vizw ~  fInNew _FEdic [ Delete %} SetAs Defaule
B sicewossorzeam -

Heporl Viowor

General
EE— Hirddter 1113 schadils) amrer |
View Report

Uil “71 SIT - CA ERFO FS LSPDR 2023-1(1) alterrates ‘il
G} J + Doruments
= Dowument Search
= Froject Reoort Gallory
® Project Calencar
— lund Management
u Project =und Lsr
w Project —und lransaction
= Funding 2ules
+ Bid cstimale Informalion
+ Biddirg

+ Contracts

Figure 23: Expanding Projects Folder
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c. Perform either of the following steps, as applicable:
* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

]
f':f SIT - CA ERFO FS LSPDR 2023-1(1| =

]& General

[EEl = SIT- cAERFO FS LSPDR 2023-1(1)

.@. — Documents
= PE Notebook

® Awarded Contract

Figure 24: Project Document

* To access the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS
Q, Type to Search X WV A
I.j SIT - CA ERFO FS LSPDR 2023-1(1) -

General

EIEI “1 SIT - CA ERFO FS LSPDR 2023-1(1)...
.@. + Documents

= Document Search

= Project Report Gallery

m Project Calendar

+ Fund Management

+ Bid Estimate Information

+ Bidding

| + SIT - CA ERFO F5 LSPDR 202...

Figure 25: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 26: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7% Mark Offline @ More - T
D g File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 27: Documents List Page
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2.

In the toolbar, click Edit & =i |
The Edit Folder dialog box is displayed.
Edit Folder

Name *:  Awarded Contract

Description ‘ Folder for contract-related docum |

Inherit Library :
Permissions

Save Cancel

Figure 28: Edit Folder

Make the appropriate changes.

Document Management
Participant Guide

For folders that were created as part of the folder structure selected for the project or contract, select

the Inherit Library Permissions check box to reset the permissions of the folder to as defined for the

folder in the Document Folder Structure catalog of the library.

For folders that were manually created, select the Inherit Parent Permissions check box to reset the

permissions of the folder to as defined for its parent folder.

Note: The Inherit Parent Permissions check box is available only if you have Create permissions on

the parent folder.

Click Save.

3.1.5. Deleting a Folder

Prerequisites

The role of the logged-in user must be one of the following:

Administrator

Design Component Lead

Lead Designer

Highway Design Manager

Project Manager

A/E Lead Designer

A/E Manager

Acquisitions

Construction Component Lead
Construction Admin Staff
Construction Engineer

Highway Construction Manager/QAQC
Construction Operations Engineer
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e Project Engineer

e Regional Engineer

e Assistant Project Engineer A&E
e Project Engineer A&E

Document Management
Participant Guide

For more information on role-specific permissions, refer to Folder Management Permission Matrix.

Overview

You can delete a user-created folder. All sub-folders and its contents within that folder will be deleted

from the system.
Note: You cannot delete the default Documents folder.

Steps

1. To access a Documents folder at the project or contract level, perform the following steps:

a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q 1ype to search X w A ) New [ workflow ~ [g] Reports
n O  Project Code
J Selart Prajert -
.
4 Recent Projects

SIT MT NPS GLAC 14(4) & MT NP5- Test GL.

A SIT- CA ERFO FS LSPDR 2022-1{1)
SIT MT NPS GLAC 14(4) & MT NP5 GLACIER

@ SIT MT NP5 GLAC 14(4) & MT NP5 GLACICR

All Projects

SIT MT NPS GLAC 14(4) & MT NP5 GLACIER

Fa Manage Users

Project Name

Rehabilitate Many Gla...
Rehabilitate Marny Gla...
Rehabilitate Many Gla...

Rehabilitate Many Gla...

Figure 29: Project List Page

P& Mark Offline/Online

Project Description

Reconstruction of 12 ..
Reconstruction of 12
Reconstruction of 12 ...

Reconstruction of 12 ...

@ Mare -

Business Unit
Western Federal Lands
Western Federal Lands
Western Federal Lands

Western Federal Lands

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PRO|ECTS PROJECT DASHEDARD  1H0J=C1 L= IAILS

Q, Type toSearch X W oA iy Select Dashboard: s s ~

ﬁ S0 -CAERIO S LEPDIR2023-1T) -

General
_— HER [1113

U!_l “71 SIT - CA ERFO FS LSPDR 2023-1(1) alterrates “,l
13} J + Doruments
= Dowumenl Search
= Froject Reoort Gallory
® Project Calencar
— lund Management
m Project Sund st
= Project —und lransaclicr
= Funding Aules
+ Bid sstimale Informalion
+ Biddirg

+ Contracts

Sehadilsl erer

Mode: Wiz

Figure 30: Expanding Projects Folder

24

fInew _FEdic [ Delete ) ser s Default

Reporl Viewer s

|



Federal Highway Document Management
Administration Participant Guide

c. Perform either of the following steps, as applicable:

* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

]
f':f SIT - CA ERFO FS LSPDR 2023-1(1| =

]& General

[EEl = SIT- cAERFO FS LSPDR 2023-1(1)

.@. — Documents
= PE Notebook

® Awarded Contract

Figure 31: Project Document

* To access the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS
Q. Type to Search X Vv A
ﬂ SIT - CA ERFO F5 LSPDR 2023-1(1) -

General

[ = SIT- CA ERFO FS LSPDR 2023-1(1)...
@. + Documents

= Document Search

= Project Report Gallery

® Project Calendar

+ Fund Management

<+ Bid Estimate Information

+ Bidding

| + SIT - CA ERFO FS5 LSPDR 202...

Figure 32: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

Contract Maodificati...

+ Correspondence
B Meetings
Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 33: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

ﬂ New Bt Excel Import / Export v B3 New Folder B Permissions 7} Mark Offline @ More « T
|:| @’ File View Status Name Title Is Template Is Available Offliine Created By Created Dar
O O wdchyy

No records to display.

Figure 34: Documents List Page

2. Click Delete & pei=== |
A confirmation message is displayed.
3. Click OK.
The selected folder and all its contents are deleted.
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3.2. Document Management
The Masterworks Documents module supports the following document management features:
e 3.2.1. Access project and contract documents

e 3.2.2.View documents

e 3.2.3. Upload documents

e 3.2.3.1. Upload multiple documents in bulk

e 3.2.4. Download documents

e 3.2.5. Update documents

e 3.2.6. Annotate documents

e 3.2.7. Move documents to a different folder

e 3.2.8. Archive documents

e 3.2.9. Editdocument properties

e 3.2.10.lLog comments regarding the document

Document Management Permission Matrix

This section provides information on the roles and corresponding permissions for the respective forms in
document management.

Role Create, Check View Files Download | Archive Version | Move
Edit, In/Out History
Delete
Administrator Yes Yes Yes Yes Yes Yes Yes
Project Viewer - - Yes - - - -
Design Yes Yes Yes Yes Yes Yes Yes
Component Lead
Designer - - Yes Yes - Yes -
Lead Designer Yes Yes Yes Yes Yes Yes Yes
Design QA/QC - - Yes Yes - Yes -
Highway Design Yes Yes Yes Yes Yes Yes Yes
Manager
Project Manager | Yes Yes Yes Yes Yes Yes Yes
A/E Designer - - Yes Yes - Yes -
A/E Lead Yes Yes Yes Yes - Yes Yes
Designer
A/E Manager Yes Yes Yes Yes - Yes Yes
Acquisitions Yes Yes Yes Yes Yes Yes Yes
Construction Yes Yes Yes Yes Yes Yes Yes
Component Lead
Construction Yes Yes Yes Yes Yes Yes Yes
Admin Staff
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Role Create, Check View Files Download | Archive Version | Move
Edit, In/Out History
Delete
Construction Yes Yes Yes Yes Yes Yes Yes
Engineer
Highway Yes Yes Yes Yes Yes Yes Yes
Construction
Manager/QAQC
Construction Yes Yes Yes Yes Yes Yes Yes
Operations
Engineer
Construction Yes (Can | - Yes Yes - - -
Contractor CDRs | only
Create)
Construction Yes - Yes Yes - - -
Contractor Basic
Construction Yes - Yes Yes - - -
Contractor QC
Manager
Construction Yes - Yes Yes - - -
Contractor
Manager
Inspector - - Yes Yes - - -
Assistant Project | — - Yes Yes - - -
Engineer
Project Engineer | Yes Yes Yes Yes Yes Yes Yes
Regional Yes Yes Yes Yes Yes Yes Yes
Engineer
Construction - - Yes Yes - - -
Inspection A&E
Manager
Inspector A&E - - Yes Yes - - -
Assistant Project | Yes Yes Yes Yes Yes Yes Yes
Engineer A&E
Project Engineer | Yes Yes Yes Yes Yes Yes Yes
A&E
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3.2.1.

Overview

Accessing Project and Contract Documents

Document Management
Participant Guide

The Documents folder is the base for the document management system in Masterworks. All project-
related and contract-related documents are organized in folders that are created in the Documents

folder.

Steps

1. To access a Documents folder at the project or contract level, perform the following steps:

a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iypeto Search X W oA 4) New [ workflow ~ [&] Reports ~ 8y ManageUsers P Mark Offline/Online &) More ~
'(_] 0  ProjectCode Project Name Projeci Description Business Unit
Selarct Preject A
.
A Recent Projects

SIT MT NPS GLAC 14(4) 8 MT MPS- Test GL... Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands

B 5IT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands

@ All Projects SIT MT NPS GLAC 14(4) B MT NF5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 .. Western Federal Lands
SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands

Figure 35: Project List Page

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

41 New _F Edit TN Delete £j Set As Default

|

PROJECTS PROJECT DASHEOARD  I'#0J=C1 LIz 1AILS
Q, Type ta Search X W A iy Select Dashboard: Lissc ~  Maode: | Visw
I s carmoisson s - e -
Gensral
ridder [ 1123 schaduls =rer |
143 Tl SIT- CA ERFD FS LSPDR 2023-1(1) TS =l
& + Daruments

= Document Search
= PBrojc: Regort Gallory
® Project Calencar
= lund Wanagsmenl
m Project Sund List
m Project -und Transaction
= Funding Aules
+ Sid sstimale Informalion
+ Biddirg

+ Contracts

Figure 36: Expanding Projects Folder
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c. Perform either of the following steps, as applicable:
* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

]
f':f SIT - CA ERFO FS LSPDR 2023-1(1| =

]& General

[EEl = SIT- cAERFO FS LSPDR 2023-1(1)

.@. — Documents
= PE Notebook

® Awarded Contract

Figure 37: Project Document

* To access the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS
Q, Type to Search X WV A
ﬂ SIT - CA ERFO FS LSPDR 2023-1(1) | =

General

E“HE “71 SIT - CA ERFO FS LSPDR 2023-1(1)...
.@. + Documents

= Document Search

® Project Report Gallery

= Project Calendar

+ Fund Management

+ Bid Estimate Information

+ Bidding

| 4+ SIT - CAERFO FS LSPDR 202...

Figure 38: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 39: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7% Mark Offline @ More - T
D g File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 40: Documents List Page
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3.2.2. Viewing Files

You can view various formats of documents in the application without installing additional document
viewer applications on your system.

You can also view reduced-size images of pictures and view a slideshow presentation of picturesin a
folder using the Thumbnail and the Slide Show utilities.

Note: You can view the document only when the status of the document in the File View Status column
is Ready.

3.2.2.1. Viewing a Document in the Viewer
Prerequisites

You must have the appropriate permission to view a document.

For more information on role-specific permissions, refer to Document Management Permission Matrix
Steps

1. Inthe navigation pane, expand Documents, and then click the appropriate document folder.
2. Inthe documents list page, select the appropriate document, and then click View.

DOCUMENTS

[® Move & Archive TOT Delete [l Properties IE Download =) Commentlog [4] Report ~ () More ~

[  File View Status Name Title Is Template s Available Offline Created By
O O
Ready :  Inwoduction t.. Contract Document O O Mike

Figure 41: View Option

Alternatively, double-click the appropriate documentin the list.
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The document is opened on the VIEWER page.

VIEWER

@ Back [Q) Save 2 Print
Edit = View = Page ~ Interactive = Annotations =

=+ 1 g «m v AR BRBMBE

|
Pages
H

Page 1

E @& 4 8 @ T

aurigo’

e DNE O OBE /A A B B 2

Figure 42: Viewer Page

3.2.2.2. Viewing Slideshow and Thumbnails of Images

Steps

¢ Ir

Document Management
Participant Guide

H
H

1. To access a Documents folder at the project or contract level, perform the following steps:

a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iype to Search X W A {1 New [ workflow ~ [&] Reports ~ fp Manage Users
r 0  ProjectCode Project Name
ﬂ Selarct Preject A Y L .
.
A Recent Projects
SIT MT NP5 GLAC 14(4) 8 MT NP5- Test GL... Rehabilitate Many Gla...
3] SIT- CA ERFO FS LSPDR 2023-11)
SIT MT NP5 GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla...
@‘ All Projects SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla...

SIT MT NP5 GLAC 14{4) & MT NP5 GLACIER Rehabilitate Many Gla...

Figure 43: Project List Page
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Western Federal Lands
Western Federal Lands
Western Federal Lands

Western Federal Lands



Federal Highway Document Management

Administration Participant Guide

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS PROJECT DASHBOARD  I"40)=C1 Lo IAlLs
Q, Type o Scarch X W A iy Select Dashboard: Lissc ~  Made: | Visw ~  flNew _FEdit T Delete % Set As Default
ﬁ 51 -CAERIO IS LSMDIR 2023-1T) - Reporl Viewer
General
—_— Fudder T1a3 schadulzl =rer |
Ui| 71 SIT - CA ERFD FS LSPDR 2023-1(1) Altermates =

@ + Daruments

= Document Search

= PBrojc: Regort Gallory

® Project Calencar

= lund Wanagsmenl
m Project Sund List
m Project —und Transactior
= Funding Aules

+ Sid sstmale Informalion

+ Biddirg

+ Contracts

Figure 44: Expanding Projects Folder

c. Perform either of the following steps, as applicable:
* To access the Documents folder at the project level, click Documents, or expand Documents

and click the appropriate sub-folder.

f‘) SIT - CA ERFO FS LSPDR 2023-1(1| =

]E General

JEE = SIT- CA ERFO FS LSPDR 2023-1(1)

@. — Documents
= PE Notebook

®m Awarded Contract

Figure 45: Project Document
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* Toaccess the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS

Q, Type to Search X Vv A

L
ﬂ SIT - CAERFO FS LSPDR 2023-1(1) | «

General

gﬂﬂ 1 SIT - CA ERFO FS LSPDR 2023-1(1)...

.@. + Documents
= Document Search
= Project Report Gallery
= Project Calendar
+ Fund Management
+ Bid Estimate Information

+ Bidding

= Contracts

+ 5IT - CAERFO FS LSPDR 202...

Figure 46: Expanding Contracts

b. Click Documents, or expand Documents and click the appropriate sub- folder.

I('} SIT - CAERFO FS LSPDR 2023-1(1, =
General
DE'E — Contracts a
@_ — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

= Contract Modificati...
+ Correspondence

= Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ o+ o+ 4

Project Photos

m Estimates

Figure 47: Contract Documents
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The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS
.ﬁ New [‘}t Excel Import/ Export + T4 NewFolder g Permissions ?‘k Mark Offline @ More - T
[0 = Fileview status Name Title Is Template Is Available Offline Created By Created Da

O O WM/ ddyyy

No records to displey.

Figure 48: Documents List Page

2. Toview the slide show:
a. Click More, and then click Slide Show to view a slide show presentation of images in that folder.

DOCUMENTS
.|':| New ["\11 Excel Import/ Export ~ £ NewFolder 3 Permissions [z Mark Offline @ More

[0 B FileViewStatus Name Title Is Template _ Created By
Sg Customize List

8 0 Igwe) i

O @ Ready Introduction t...  Contract Dacument 558 Thumbnail View Mike
ooo

b. Click the image to view the navigation pane at the bottom of the page. Click Ed to view the list
page of the document folder. Or, click B orf to view the next image or the previous image.
3. Toview thumbnails:
a. Click More, and then click Thumbnail View to view reduced size images of pictures in the
selected folder.

DOCUMENTS
.|':| New ["'11 Excel Import/ Export + B4 NewFolder Ep Permissions 7z Mark Offline
[ g FileViewstatus Name Title Is Template Created By

5% Customize List

D | (5] slide Show a
D ® Ready Introduction t...  Contract Decument 258 Thumbnail View Mike
aco

Figure 49: Thumb Nail View Option

b. Click List View to exit the thumbnail view and view the document list page.
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3.2.3. Uploading Documents

Prerequisites

e Therole of the logged-in user must be one of the following:
Administrator

Design Component Lead

Lead Designer

Highway Design Manager

Project Manager

A/E Lead Designer

A/E Manager

Acquisitions

Construction Component Lead
Construction Admin Staff
Construction Engineer

Highway Construction Manager/QAQC
Construction Operations Engineer
Construction Contractor CDRs
Construction Contractor Basic
Construction Contractor QC Manager
Construction Contractor Manager
Project Engineer

Regional Engineer

Assistant Project Engineer A&E

Project Engineer A&E

For more information on role-specific permissions, referto Document Management Permission
Matrix.

c 0 o 0O 0O o oo ooo oo o o o o o o o o

e The document file type is an allowed file type as configured in the application. For information on
allowed file types, refer to Application Settings section in Administrator Guide.
e Adocument of the same name does not exist in the folder.

Overview

In the Documents module, you can upload various file types as configured in the application. You can
upload documents of any file types such as Microsoft files, PDFs, images, audios, videos, and other file
types.

You can also upload 2-Dimensional (2D), 3-Dimensional (3D), and other format drawing files that are
created using AutoCAD and other designing software.

While viewing a document, based on the file type, Masterworks enables various functionalities.
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Additionally, you can perform the following actions:

e Add metadata information to documents uploaded to the application
e Associate a workflow with a document to obtain approvals from stakeholders

Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q lype to tearch X w oA .ﬂ Mew [ Workflow ~ @I Reports - Fb Manage Users g Mark Offline/Online @ Mare -
n O  ProjectCode Project Name Project Description Business Unit
J Selart Prajert -
.
4 Recent Projects
SIT MT NPS GLAC 14(4) & MT NPS- Test GL... Rehabilitate Mary Gla... Reconstructionof 12... Western Federal Lands
B 5IT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 .. Western Federal Lands
@‘ SIT MT NPS GLAC 14{4) & MT NP5 GLACIER Rehabilitate Mary Gla... Reconstructionef12 .. Western Federal Lands

All Projects

SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands
Figure 50: Project List Page

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS PROJECT DASHEODARD  1'40J=C1 L IAILS

Q, Type o scarch X W A iy Select Dashboard: Liss ~  Made: | Vizw ~ finew _FFdit T Delete %5 Set As Default

ﬁ 511 -CAERIO 5 L5PDR 2023-14T) b

Reporl Viewer

General
E—— Hurrier 1119 sichad sl srter |
View Report

[ =7 SIT-CAERFD S LSPDR 2023-1(1) e ~
13‘ J + Noruments
= Document Search
» Froject Recort Gallory
® Project Calencar
— und Managemerl
m Project Sund List
m Project-und Transaction
= Funding Aules
+ Bid sstimale Informalion
+ Biddirg

+ Contracts

Figure 51: Expanding Projects Folder
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c. Perform either of the following steps, as applicable:
* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

]
f':f SIT - CA ERFO FS LSPDR 2023-1(1| =

]& General

[EEl = SIT- cAERFO FS LSPDR 2023-1(1)

.@. — Documents
= PE Notebook

® Awarded Contract

Figure 52: Project Document

* To access the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS
Q, Type to Search X VA
1,
m SIT- CA ERFO FS LSPDR 2023-1(1) | «

E General

[JIi = SIT-CA ERFO FS LSPDR 2023-1(1)...
@- + Documents

= Document Search

= Project Report Gallery

= Project Calendar

+ Fund Management

Bid Estimate Information

+

=+ Bidding

| + SIT- CAERFO FS LSPDR 202...

Figure 53: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 54: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7% Mark Offline @ More - T
D g File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 55: Documents List Page
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2. Click New.
DOCUMENTS
4] New | Byt excelimport/Export + E5 NewFolder [E2 Permissions [z Mark Offine () More ~
D & File View Status Name Title Is Template Is Available Offline Created By
O 0

Mo records to display.

Figure 56: New Option

The NEW DOCUMENT page is displayed.

[a Save & Exit @ Cancel

Title :  Contract Uocument

New Document Select files

[ﬂ Name: Introduction to Masterworks.docx X

=

Template Document : [ (Used as Template Document far Mail Mergz)

Workflew : None i

Figure 57: New Document

Note: You can configure additional attributes for a document while uploading it. These attributes vary
based on the document properties selected for a project during project creation. Document property
templates are defined in the Document Properties catalog of the Library module.
3. Inthe Title box, enter the document name.
Note: If you do not enter the title, the name of the file is updated in the Title box.
4. Toupload documents, in the New Document section, drag and drop the appropriate files.
Alternatively, perform the following steps:
a. Click Select files.
The Open dialog box is displayed.
b. Click the appropriate document to upload.
Alternatively, to select multiple files to upload, press CTRL, and then click the appropriate
documents.
c. Click Open.
The selected files are displayed.
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5. Selectthe Template Document check box to use the document as a template document for the Mail
Merge feature.
Note: Only files of Word format are used as templates for the Mail Merge feature.

6. From the Workflow drop-down list, select the appropriate workflow to receive approvals from the
stakeholder.
Available options are workflows defined for the Document Management modaule.

7. Based onthe document property template associated with the folder, enter all other details of the
document.

8. Click Save & Exit.
The list page of the folder is displayed.
In the list page, the File View Status column displays the current status of the document being
uploaded. Each status is associated with a color. You can view the uploaded document only when the
status is Ready.
Note: If the drawing file viewer is not configured, then the File View Status column is not displayed in
the list page.

The following are the different statuses:

Status Color Description

Processing (0 Blue Translation in progress
For example,

AWARDED CONTRACT
41 New Bt Excel mport/Export = T3 NewFolder [+ Edit [Cx Delete T Permissions

D [ Fileviewstatus  Name Title Is Template
m
D 3D Image 3D Image

Figure 58: Processing Status

Failed ® Red Translation failed

Ready © Green File is ready to view

For example,
AWARDED CONTRACT

.ﬁ New Bt Excel Import # Expert ~ [3 NewFolder [T Edit [ Delete [p Permissions
D [;"T File View Status Name Title Is Template
]

D DOCx Contract Document

Figure 59: Ready Status
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3.2.3.1. Uploading Documents in Bulk

Prerequisites

The role of the logged-in user must be one of the following:

O O 0O 0O O O O 0O o oo 0O o O o o o o o o o

Administrator

Design Component Lead

Lead Designer

Highway Design Manager

Project Manager

A/E Lead Designer

A/E Manager

Acquisitions

Construction Component Lead
Construction Admin Staff
Construction Engineer

Highway Construction Manager/QAQC
Construction Operations Engineer
Construction Contractor CDRs
Construction Contractor Basic
Construction Contractor QC Manager
Construction Contractor Manager
Project Engineer

Regional Engineer

Assistant Project Engineer A&E
Project Engineer A&E

Document Management
Participant Guide

For more information on role-specific permissions, referto Document Management Permission

Matrix.

The document file type is an allowed file type as configured in the application. For information on

allowed file types, refer to Application Settings section in Administrator Guide.

A document of the same name does not exist in the folder.

Overview

You can upload up to 200 documents, images, or other files to folders in the Documents module in bulk

at once. You can also add metadata information to documents uploaded to the application.
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Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q lype to tearch X v oA .ﬂ Mew  [&] Workflow ~ @I Reports ~ Fa Manage Users g Mark Offline/Online @ Mare -
n O  ProjectCode Project Name Project Description Business Unit
Y Selart Prajert -
A Recent Projects

SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands

i3] SIT - CA ERFO FS LSPDR 2022-1(1}
SIT MT NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Mary Gla... Reconstructionoaf12 .. Western Federal Lands

@

All Projects SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 .. Western Federal Lands

SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands

Figure 60: Project List Page

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

Q, Type tasearch ¥ W A iy Select Dashboard: Lis s ~  Made: Visw ~  flMew _FEdit TN Delete 1} Ser As Default

4 A RIS LSO At e .
ﬂ S -CAERIO IS LEPDI 20221 Roporl Viewer -
E General
EE—— fadder 1114 sehedule srrer | |
View Report

U!J “7SIT - CA ERFD FS LSPDR 2023-1(1) alterrates ‘:l
ﬁ? ! + Noruments
= Document Search
= Frojoct Reoort Gallory
® Project Calendar
— [und Managzment
u Project =und st
w Project sund ransactior
5 Funding 2ules
+ gid Eslimale Informalion
+ Biddirg

+ Contracts

Figure 61: Expanding Projects Folder
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c. Perform either of the following steps, as applicable:
* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

]
f':f SIT - CA ERFO FS LSPDR 2023-1(1| =

]& General

[EEl = SIT- cAERFO FS LSPDR 2023-1(1)

.@. — Documents
= PE Notebook

® Awarded Contract

Figure 62: Project Document

* To access the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS
Q, Type to Search X VvV A
(.] SIT - CAERFO F5 LSPDR 2023-1(1) | =

E General

Q0 TV SIT- CA ERFO FS LSPDR 2023-1(1)...
@. + Documents

= Document Search

= Project Report Gallery

= Project Calendar

+ Fund Management

+ Bid Estimate Information

+ Bidding

— Contracts

+ SIT - CAERFO FS LSPDR 202...

Figure 63: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 64: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7% Mark Offline @ More - T
D g File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 65: Documents List Page
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2. Click Excel Import / Export, and then click Document Import.

DOCUMENTS

4+ New [ Excel import/Export ~ | E§ NewFolder [ Permissions [z Mark Ooffine () More ~

D E’ Title Is Template Is Available Offline Created By
[} Excel Export (xls)

[} Excel Export (xlsx) O O

Mo records @ Excel Template (xs)

@ Excel Template (x|sx)
Figure 66: Document Import Option

The Import Details from Excel File page is displayed.

IMPORT DETAILS FROM EXCEL FILE

O Back |ﬂ selectFiles  [E} Generate Template = B Select Excel

(R = S == N =R 3

Mo records Lo display.

Figure 67: Import Details from Excel File

3. Click Select Files.
The Open dialog box is displayed.

@ open X
& > v AN L s Downloads v O Search Downloads L
Organize ~ New folder =- (1 o
> T Wl Narme Date modified Type
~ Today
A @ Introduction to Masterworks /472024 3:29 PM Microst
~ Earlier this week
A
é Library Management lterms_Template 7/2/2024 10:27 PM Micros«
LA
@ MO1_Introduction_to_Masterworks_ditamap-10... ~ 7/2/2024 4:54 PM Micros«
Rrt
I Labor_Equipment_Template 7/1/2024 7:57 PM Micros«
Ot
~ Last week
n v o Support-LogMelnRescue (1) 6/25/2024 3:16 PM Applica
~ 202
File name: "MO01_Introduction_to_Masterworks_dit * | All files v

Upload from mobile Cancel

Figure 68: Open Dialog Box

4. Press CTRL, and then click the appropriate files to upload.
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5. Click Open.
The selected files are displayed.

IMPORT DETAILS FROM EXCEL FILE

@ Back I[L SelectFiles [E} GenerateTemplate ~ [ Select Excel

N O S U O3

Introduction to Masterworks.docx Introduction to Masterworks Selected

Library Management Items_Template.xls Library Management Items_Template Selected

MO1_Introduction_to_Masterworks_dita MO1_Introduction_to_Masterworks_dita
map-10010- map-10010- Selected
MO01_Introduction_to_Masterworks. pdf MO1_Introduction_to_Masterworks

Figure 69: Import Details From Excel File

6. Toremove afile from the list, corresponding to the appropriate file, in the X column, click x.
7. Click Generate Template, and then click Excel Template with Data.

IMPORT DETAILS FROM EXCEL FILE

®) Back [ SelectFiles

= - [fe= = F]
B Excel Template With Data (xls)

By Generate Template ~ | B, Selact Excel

Introduction lo Masterworks.doc @ Excel Template With Data {xlsx) selecled
Library Management ltems_Tempiewczrs— cwrary managemenv e remprole Selected
MO Introduction Lo Masterworks dita  MO1 Intruduction Lo Masterworks dila

map-10010- map-10010- Selected
MO1_Introduction_to_Masterworks.pdf MO01_Intreduction_to_Masterworks

Figure 70: Generate Template Option

An Excel workbook named Metadata_Template comprising the list of selected files is downloaded to
your downloads folder.
8. Openthe template workbook, and then perform the following steps:
a. Ensure the format for the cells in the Excel worksheet is Text by default.
To set the format of the cells to Text, perform the following steps:
i. PressCtrl+1.
The Format Cells dialog box is displayed.
ii. In the Number tab, in the Category list, click Text.
iii. Click OK.
b. The name of the file is updated in the Title column. Optionally, in the Title column, enter the title
of the files.
c. Inthe Folder column, select the folder to which the file must be uploaded to.
Available options are names of folders in the Documents folder of the project or contract that
have the same document property assigned.
d. Enterthe appropriate information in the other columns.
Available column names depend on the associated document property page selected for the
folder.
e. Click Save.
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9. Inthe IMPORT DETAILS FROM EXCEL page, click Select Excel.
The Open dialog box is displayed.
10. Click the appropriate Metadata_Template file, and then click Open.
The Status column displays Validated Successfully for all files that are ready for uploading.
If afile is not validated, an error message is displayed, and the Status column displays the reason for
the error. You can also download the error log.
If an error occurs, perform the following steps:
a. Toview the error log, click Error Log.
Error messages in the cells are highlighted in red. Tabs in the workbook are also highlighted to
indicate the presence of errors.
b. Update the Metadata_Template file to correct the error.
Optionally, you can make relevant corrections in the error log workbook and upload it.
c. Inthe IMPORT DETAILS FROM EXCEL page, click Select Excel.
The Open dialog box is displayed.
d. Clickthe updated Metadata_Template file, and then click Open.
11. Click Save.
The Status column displays successful for all files that are uploaded successfully.

3.2.4. Downloading Documents

You can download a document, any version of a document, and an annotated copy of the document.
3.2.4.1. Downloading Documents

Prerequisites

The role of the logged-in user must be one of the following:

e Administrator

e Design Component Lead
e Designer

e Lead Designer

e Design QA/QC

e Highway Design Manager
e Project Manager

e A/E Designer

e A/E Lead Designer

e A/E Manager

e Acquisitions

e Construction Component Lead
e Construction Admin Staff
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For more information on role-specific permissions, refer to Document Management Permission

Federal Highway
Administration
e Construction Engineer
e Highway Construction Manager/QAQC
e Construction Operations Engineer
e Construction Contractor CDRs
e Construction Contractor Basic
e Construction Contractor QC Manager
e Construction Contractor Manager
e |nspector
e Assistant Project Engineer
e Project Engineer
e Regional Engineer
e Construction Inspection A&E Manager
e Inspector A&E
e Assistant Project Engineer A&E
e Project Engineer A&E
Matrix.
Steps
1.

To access a Documents folder at the project or contract level, perform the following steps:

a. Inthe module menu, click Projects.

The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iypeto Search X W A f1New [ workflow ~ [£] Reports ~ fp ManageUsers P Mark Offline/Online
'x.] 0  Project Code Project Name Project Description
Selact Preject -
T T
E A Recent Projacrs - .
SIT MT NP5 GLAC 14(4) & MT NPS- Test GL... Rehabilitate Many Gla... Reconstructionofi12 ...
3l SIT-CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 ...
@ All Projecrs SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Mary Gla... Reconstruction of 12 ...
SIT MT NPS GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstruction of 12 ..
|}

Figure 71: Project List Page
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b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS PROJECT DASHBOARD  I"40]=C1 U1AILs
Q Type taSearch X W A iy Select Dashboard: bis st ~  Made: | View v flMew _FEdit Tl Delete ¥} Set As Default
ﬂ 511 - CAERIQ IS LSPDR 2023-1(1) -

Reporl Viewer

General
EEEE— Fardder 1144 Schad il=i =mrer |
View Rzport

[ TSIT-CAERFD FS LSPOR 2023.1(7) e m
,@ + Dacuments
= Dotument Search
= Frojoct Repart Gallory
® Project Calencar
= lund Wanaggment
m Project Zund List
m Project -und [ransaction
= Funding 2ules
+ 2id sstimale Informalion
+ Biddirg

+ Cantracts
Figure 72: Expanding Projects Folder

c. Perform either of the following steps, as applicable:

* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

f‘) SIT - CA ERFO FS LSPDR 2023-1(1| =

]E General

JEE = SIT- CA ERFO FS LSPDR 2023-1(1)

@. — Documents
= PE Notebook

®m Awarded Contract

Figure 73: Project Document

51



Federal Highway Document Management
Administration Participant Guide

* Toaccess the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS

Q, Type to Search X Vv A

L
ﬂ SIT - CAERFO FS LSPDR 2023-1(1) | «

General

(] = SIT-CA ERFO FS LSPDR 2023-1(1)...

.@. + Documents
= Document Search
= Project Report Gallery
= Project Calendar
+ Fund Management
+ Bid Estimate Information

+ Bidding

= Contracts

+ 5IT - CAERFO FS LSPDR 202...

Figure 74: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

Contract Maodificati...

+ Correspondence
m Meetings
Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 75: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

ﬂ New Bt Excel Import / Export v B3 New Folder B Permissions 7% Mark Offline @ More « T
|:| @’ File View Status Name Title Is Template Is Available Offliine Created By Created Dar
O O wdchyy

No records to display.

Figure 76: Documents List Page

2. Selectthe appropriate documents.
Alternatively, to download an attachment of a form, in the list page of the appropriate form, click
Attachments.
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3. Click Download.
DOCUMENTS
© View [ Move &3 Archive [l Delete [ Properties =) Commentlog [#] Report » (%) More ~
1  File View Status Name Title Is Template Is Available Offline Created By
O m
Ready ¢ Introductiont.. Contract Document O O Mike

Figure 77: Download Option

If a single file is selected, the file is downloaded to the local hard drive.
If multiple files are selected, the files are downloaded to the local hard drive as a compressed file.

3.2.4.2. Downloading Document Versions

Prerequisites

The role of the logged-in user must be one of the following:

Administrator

Design Component Lead
Designer

Lead Designer

Design QA/QC

Highway Design Manager

Project Manager

A/E Lead Designer

A/E Manager

Acquisitions

Construction Component Lead
Construction Admin Staff
Construction Engineer

Highway Construction Manager/QAQC
Construction Operations Engineer
Project Engineer

Regional Engineer

Assistant Project Engineer A&E
Project Engineer A&E

For more information on role-specific permissions, refer to Document Management Permission
Matrix.

54



Federal Highway Document Management
Administration Participant Guide

Overview

You can download multiple versions of a document with the following options:

e View ordownload any version of the document
e View ordownload annotations of any document version

Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q lype to tearch X w oA .ﬂ Mew [ Workflow ~ @I Reports - Fb Manage Users g Mark Offline/Online @ Mare -
n O  ProjectCode Project Name Project Description Business Unit
J Selart Prajert -
.
4 Recent Projects
SIT MT NPS GLAC 14(4) & MT NPS- Test GL... Rehabilitate Mary Gla... Reconstructionof 12... Western Federal Lands
B 5IT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 .. Western Federal Lands
@‘ SIT MT NPS GLAC 14{4) & MT NP5 GLACIER Rehabilitate Mary Gla... Reconstructionef12 .. Western Federal Lands

All Projects

SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands
Figure 78: Project List Page

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS PROJECT DASHBODARD  I"40j=C 1 DEIAILS

Q, Type to scarch X W A iy Select Dashboard: bis st ~  Made:| Visw ~  JIvew _Frdit T Delete %} Set As Default

ﬁ 511 -CAERIT IS LSPDR 2023-1UT) A

Report Viewer

General
— Faridler 1114 schad sl #rrer |
View Report

RN T SIT- CA ERFD FS LSPDR 2023-1(1) alernates =l
ﬁ} + Noruments

Document Search

Broject Reoort Gallary

Project Calencar

— und Managzmenl
m Project Zund List
w Project -und lransaction
= Funding 2ulas

+ sgid eslimale Informalion

+ zigdirg

+ Contracts

Figure 79: Expanding Projects Folder
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c. Perform either of the following steps, as applicable:
* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

]
f':f SIT - CA ERFO FS LSPDR 2023-1(1| =

]& General

[EEl = SIT- cAERFO FS LSPDR 2023-1(1)

.@. — Documents
= PE Notebook

® Awarded Contract

Figure 80: Project Document

* To access the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS
Q, Type to Search X WV A
ﬂ SIT - CA ERFO F5 LSPDR 2023-1(1) | =

General

L]El@ “1 SIT - CA ERFO FS LSPDR 2023-1(1)...
.@. + Documents

= Document Search

= Project Report Gallery

m Project Calendar

+ Fund Management

=+ Bid Estimate Information

+ Bidding

— Contracts

+ SIT - CA ERFO F5 LSPDR 202...

Figure 81: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

Contract Maodificati...

+ Correspondence
m Meetings
Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 82: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

ﬂ New Bt Excel Import / Export v B3 New Folder B Permissions 7% Mark Offline @ More « T
|:| @’ File View Status Name Title Is Template Is Available Offliine Created By Created Dar
O O wdchyy

No records to display.

Figure 83: Documents List Page

2. Selectthe appropriate document.
Alternatively, to download a version of an attachment of a form, in the list page of the appropriate
form, click Attachments.
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3. Click More, and then click Version History.

DOCUMENTS

Document Management
Participant Guide

© view [3 Move & Archive Tl Delete [l Properties [§ Download (3] Comment Log

[ File View Status ~ Name Title
[ © Ready i Intreduction to Maste... Introduction to Maste...

Is Template 1

]

“ Report 4

O Py check in/out r

O ‘ B Document aperations® ‘

= Version Histary

2 Annatations

Figure 84: Version History Option

The Version History dialog box is displayed.

Version History

Version Label Created On Created By
" 0er27/2024
Version 1 12:32 PM Ross Taylor

X
Comments Download
Contract
Document e [

Close

Figure 85: Version History Dialog Box

4. Perform any of the following steps:

. Click'i' to download the corresponding document version to the local hard drive.

—
° ClickL——' to download or view annotated copies of the corresponding document version.

3.2.5. Updating a Document

Prerequisites

e Therole of the logged-in user must be one of the following:

e Administrator

e Design Component Lead

e Lead Designer

e Highway Design Manager

e Project Manager

e A/E Lead Designer

e A/E Manager

e Acquisitions

e Construction Component Lead
e Construction Admin Staff

e Construction Engineer

e Highway Construction Manager/QAQC
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e Construction Operations Engineer

e Project Engineer

e Regional Engineer

e Assistant Project Engineer A&E

e Project Engineer A&E
For more information on role-specific permissions, refer to Document Management Permission
Matrix.

Overview

The Check Out feature enables you to modify the existing documents at any time and prevents other
users from overwriting the file. The user name of the logged-in user who checked out the document is
displayed in the document list.

If adocument is wrongly checked out, the Discard Check Out feature enables you to restore it to its
current version. You can discard a checked-out document only before the document is checked in.

To update a checked-out document, it must be checked in by the user who checked it out. After a
documentis checked in, the document version number increments by 1.

Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iypeto search X W A 41 New [ workflow ~ [£] Reports ~ &g ManageUsers D Mark Offline/Online () Mare +
i‘] @  Project Code Project Name Project Description Business Unit
Selart Preje - )
A Recent Projects

SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands

A SIT- CA ERFO FS LSPDR 2023-1{1)
SIT MT NP5 GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands

@ All Projects SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ...  Western Federal Lands
SIT MT NPS GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands

Figure 86: Project List Page
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b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS PROJECT DASHBOARD  I"40]=C1 U1AILs
Q Type taSearch X W A iy Select Dashboard: bis st ~  Made: | View v flMew _FEdit Tl Delete ¥} Set As Default
ﬂ 511 - CAERIQ IS LSPDR 2023-1(1) -

Reporl Viewer

General
EEEE— Fardder 1144 Schad il=i =mrer |
View Rzport

[ TSIT-CAERFD FS LSPOR 2023.1(7) e m
,@ + Dacuments
= Dotument Search
= Frojoct Repart Gallory
® Project Calencar
= lund Wanaggment
m Project Zund List
m Project -und [ransaction
= Funding 2ules
+ 2id sstimale Informalion
+ Biddirg

+ Cantracts
Figure 87: Expanding Projects Folder

c. Perform either of the following steps, as applicable:

* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

f‘) SIT - CA ERFO FS LSPDR 2023-1(1| =

]E General

JEE = SIT- CA ERFO FS LSPDR 2023-1(1)

@. — Documents
= PE Notebook

®m Awarded Contract

Figure 88: Project Document
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* Toaccess the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS

Q, Type to Search X Vv A

L
ﬂ SIT - CAERFO FS LSPDR 2023-1(1) | «

General

(] = SIT-CA ERFO FS LSPDR 2023-1(1)...

.@. + Documents
= Document Search
= Project Report Gallery
= Project Calendar
+ Fund Management
+ Bid Estimate Information

+ Bidding

= Contracts

+ 5IT - CAERFO FS LSPDR 202...

Figure 89: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 90: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7} Mark Offline @ More - T
|:| E" File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 91: Documents List Page

2. From the list page, select the appropriate document.
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3. Click Check In/Out, and then click Check Out.

DOCUMENTS
© View [E‘. Move Archive ml Delete ﬁ Properties \E Dovinload Eﬂ Comment Log [5] Report -
L—:_',‘ File View Status Name Title Is Templare I Available Offline cr - Randifind Du
-
- O E:'.,( Document Operations »
. Ready E Introductiont... Contract Document D D Mi °’==I Version Histary Discard Check Out

Check In
= Annotations

Figure 92: Check In/Out Option

The file is downloaded to the local hard drive.
Note: If you want to discard the check-out, click Check In/Out, and then click Discard Check Out.

4. Make necessary modifications to the document, and then save the document.

5. Inthe documents list page, select the checked-out document.
6. Click CheckIn/Out, and then click Check In.
© View [% Move Archive Tl Delete Bl Properties  |B Download ) Commentlog [ Report -
&4 FileviewStarus  Name Title Is Template Is Available Offline  Cr o HAndifind D
- U Fi Document Operatiors » Check Out
© Ready  : Introductiont.. ContractDocument 0 O M Discard Check Qut

53 Version History
Check In

= Annotations

Figure 93: Check In Option

The CHECK IN DOCUMENT page is displayed.
CHECKIN DOCUMENT

® cancel

+*
Comments : Reviewed

: || Choose File | Introduction to Masterworks.docx
New Document

Figure 94: Check In Document

7. Inthe Comments field, enter details about the modified document.
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8. Toupload the updated document, perform the following steps:
a. Inthe New Document field, click Choose File.
The Open dialog box is displayed.

@€ open X
& v N i > Downloads » s C Search Downloads Jo
Organize ¥ New folder =- 1 @

> WE Name Date modified Type
~ Today
o+ @ Introduction to Masterworks 7/4/2024 3:29 PM Micros
~ Earlier this week
L DA
Library Management ltems_Template 71272024 10:27 PM Micros
=SD# _
o= MO1_Introduction_to_Masterworks_ditamap-10...  7/2/2024 4:54 PM Micros
Pi
Labor_Equipment_Template 7/1/2024 7:57 PM Micros
Qv
~ Last week
Evie i
O Support-LogMelnRescue (1) 6/25/2024 3:16 PM Applic
2024
File name: | ~ | Al files v

Upload from mobile Cancel

Figure 95: Open Dialog Box

b. Click the updated document, and then click Open.
9. Click CheckIn.
The version number of the document increments by 1.
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3.2.6. Annotations

You can add annotations to files of various formats in Masterworks. Annotations added to a file do not
affect the original file. A file with annotations is saved as an annotated copy of the original file. You can

also consolidate the annotations provided by multiple stakeholders into a single document.

You can annotate the following files:

e 3.2.6.1. Files in the document folders of the Documents module

e 3.2.6.3. Files attached to various form records in the application

You can access the following files:

e 3.2.6.2. Annotated files

e 3.2.6.4. Annotated attachment files

Note: You cannot delete or edit annotations created by other users.

Annotations for document or image files:

Term Icon Function

Select b To select and manage annotation objects

Line To draw a simple line

Rectangle O] To draw a rectangle.
To make a square annotation, hold down the Shift key and draw the
rectangle.

Ellipse O] To draw an ellipse.
To make a circle annotation, hold down the Shift key and draw the
ellipse.

Polyline To draw a series of points that create a sequence of lines joined

Polygon (O] To draw a series of points that create a sequence of lines joined in the
shape of a polygon

Pointer iz To draw a pointed line

Freehand £ To draw a series of points that create a sequence of lines joined

Text A To enter text in the rectangular dialog box.
To make a square dialog box, hold down the Shift key and draw the
rectangle.

Text Pointer b To enter text in the rectangular dialog box with the line pointing to the
object in the viewer window.
To make a square dialog box, hold down the Shift key and draw the
rectangle.

Note B To add notes in the viewer window.
To make a square dialog box, hold down the Shift key and draw the
rectangle.
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Term Icon Function

Stamp W To add stamp annotations

Rubber 2 To add a specific authentication to the viewing object

Stamp

Ruler & To add a line that can measure the distance between two points of the
viewing object

Poly Ruler To measure the distance of an irregularly shaped object, a series of
points that create a sequence of joined rulers.
You can modify the length, add, or remove the ruler segments; a running
total of the distance is displayed.

Text Strikeout | % To strikeout the text annotation

Text I To underline the text annotation

Underline

Comment O e Toadd comments to an annotation
e To add responses to comments on an annotation
e To add responses to responses on comments on an annotation
e To set the status of responses to an annotation

Properties - Right-click an annotation to:

e Format an annotation by:

o Filling the annotation

o Striking the annotation

o Adding a hyperlink to the annotation
e View and add comments and responses

Files in folders in the Documents module:

The following table describes the permissions required to add annotations to files:

Permissions

Activity

View

Create annotations.

View annotations created by you and other users.

Edit Edit annotations created by you.
Note: If a document's file type is mapped to a viewer supporting drawing
files, then you cannot edit or update the annotations after the file is
saved.

Delete Delete annotations created by you.

Files as attachments in forms without workflows:

The following table describes the permissions required to add annotations to files:

Permissions

Activity

Edit

Create annotations.

View

View annotations created by you and other users.

Delete

Delete annotations created by you.
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Files as attachments in forms with workflows:

The following table describes the permissions required to add annotations to files.

Stakeholder Type Activity
Action Stakeholder Create annotations.

View annotations created by you and other users.
View Stakeholder View annotations created by you and other users.

3.2.6.1. Annotating a File
Overview

You can annotate files of various formats.
Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q lype to Search X v oA .ﬂ Mew [ Workflow ~ @I Reports - Fa Manage Users g Mark Offline/Online O Mare -
n 0  Project Code Project Name Project Description Business Unit
J Selart Prajert -
.
4 Recent Projects
SIT MT NPS GLAC 14(4) & MT NPS- Test GL... Rehabilitate Mary Gla... Reconstructionof 12... Western Federal Lands
B 5IT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 ...  Western Federal Lands
@ SIT MT NPS GLAC 14{4) & MT NP5 GLACIER Rehabilitate Mary Gla... Reconstructionef12 .. Western Federal Lands

All Projects

SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12... Western Federal Lands
Figure 96: Project List Page

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS PROJECT DASHEODARD  1'40J=C1 L IAILS

Q, Type o scarch X W A iy Select Dashboard: Liss ~  Made: | Vizw ~ finew _FFdit T Delete %5 Set As Default

£ s caemorsseonzzem - e — —
General
—General fotcer [ 11as scheie eer | |

[8] =7 SIT- CAERFD ES LSPDR 2023.1(1) e ~
13} J + Doruments
= Document Search
» Froject Recort Gallory
® Project Calencar
— und Managemerl
m Project Sund List
m Project-und Transaction
= Funding Aules
+ Bid sstimale Informalion
+ Siddirg

+ Contracts

Figure 97: Expanding Projects Folder
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c. Perform either of the following steps, as applicable:
* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

]
f':f SIT - CA ERFO FS LSPDR 2023-1(1| =

]& General

[EEl = SIT- cAERFO FS LSPDR 2023-1(1)

.@. — Documents
= PE Notebook

® Awarded Contract

Figure 98: Project Document

* To access the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS
Q, Type to Search X WA
ﬂ SIT - CA ERFO FS LSPDR 2023-1(1) hd

General

[Fi = SIT-CAERFO FS LSPDR 2023-1(1)...

,@. + Documents
= Document Search
= Project Report Gallery
m Project Calendar
Fund Management

Bid Estimate Information

+ + +

Bidding

— Contracts

+ SIT - CA ERFO FS LSPDR 202...

Figure 99: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 100: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7% Mark Offline @ More - T
D g File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 101: Documents List Page

2. Select a documentto add annotations.
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3. Click More, and then click Annotations.

DOCUMENTS
ek & T REA
= File View Status Name . Is Template
[E] Report 4
[l\& Check In/Out 4 : D
" Ready : Intmducliur{ B Document Operations » ) O

43 Version History

[ Annotations

Figure 102: Annotations Option

The DOCUMENT ANNOTATION page is displayed.

DOCUMENT ANNOTATION

.D New @ Back @ Mare -

[ Annotation Name Created By Created On Modified By

MM/ddRnny hir : éj

Mo records to disolay.

Figure 103: Document Annotation Page

4. Click New.
The file is opened in the document viewer.

VIEWER

@ Back [a Save r= Print

Edit ~ View + Page ~ Interactive ~ Annotations «

«+ 1 |nlag v» voalp@pernRErt@Ioam

&
Pages
R

- aurigo’

Page 1

o
e DB P /" A HENRL ¢ F T

Figure 104: Viewer Page

5. Ifthe file is a 3D drawing, then in the VIEWER page, in the toolbar, click # .

The annotations toolbar is displayed.
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Note: Some tools on the toolbar, such as Section Analysis and Explode Model, are specific to 3D
drawings. When the viewer displays a 2D model, the toolbar contains tools that apply to 2D drawings.
6. Click the required annotation and add it to the opened file in the viewer.
You can annotate documents using the various annotation options that are available.
7. Click Save.
On saving the annotated file, a copy of the file with the annotations is saved in the
DOCUMENT ANNOTATION list page of the document.
Details such as the date and time the annotations were added, and the reviewer's name, are saved.
The annotated file name is appended with the reviewer's name.
Note: If a document's file type is mapped to a viewer supporting drawing files, then you cannot edit or
update the annotations after the file is saved.
8. To print the document along with the mark ups, perform the following steps:
a. Click Print.

VIEWER

@ Back [a Save

Edit ~ View ~ Page ~ Interactive - Annatations -

- = 7 2 1q =6 v QIR GDIE B GESSE QT
|

Pages
H

[

Page 1

Pape 2

9 v

$ B @ BE /7 AAHMBERESLCF

e
H

4

Figure 105: Print Option
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The Print Document page is displayed.

Print Document

Pages

@ Print All

O Print Current (Page 1)
O E‘g 1-3,5

O Print Visible Area (2 pages)

Sizing
The size of first page is 8.50 x 11.00 in/ 215.90 x 279.40 mm. Pages
are scaled to fit and centered within the container.

Page Size: Use size of first page E
Orientation
Container Orientation: Portrait v

The browser's print dialog will need to have an orientation set to
match the above value.

Rotate page for best fit within container

Additional Options

DPI: 300

Show Annotations

Remove Margins

Figure 106: Print Document Page

Ensure the Show Annotations option is selected.
Click Print.
A dialog box is displayed.

d. Setthe formatting details of the print and click Print.
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3.2.6.2. Accessing Annotated Files

You can access all annotated copies of a document and all annotated copies of all versions of the
document.

3.2.6.2.1. Accessing annotated copies of the current version
Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q 1ype to Search X w oA ) New [ workflow + [&] Reports ~ By ManageUsers  I'm Mark Offline/Online () More +
n 0  Project Code Project Name Project Description Business Unit
J Selart Prajert -
.
4 Recent Projects
SIT MT NPS GLAC 14(4) & MT NPS- Test GL... Rehabilitate Mary Gla... Reconstructionof 12... Western Federal Lands
B 5IT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 .. Western Federal Lands
@‘ SIT MT NPS GLAC 14{4) & MT NP5 GLACIER Rehabilitate Mary Gla... Reconstructionef12 .. Western Federal Lands

All Projects

SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands
Figure 107: Project List Page

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS PROJECT DASHBODARD  I"40j=C 1 DEIAILS

Q, Type to scarch X W A iy Select Dashboard: bis st ~  Made:| Visw ~  JIvew _Frdit T Delete %} Set As Default

ﬁ 511 -CAERIT IS LSPDR 2023-1UT) A

Report Viewer

General
— Faridler 1114 schad sl #rrer |
View Report

RN T SIT- CA ERFD FS LSPDR 2023-1(1) alernates =l
ﬁ} + Noruments

Document Search

Broject Reoort Gallary

Project Calencar

— und Managzmenl
m Project Zund List
w Project -und lransaction
= Funding 2ulas

+ sgid eslimale Informalion

+ zigdirg

+ Contracts

Figure 108: Expanding Projects Folder
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c. Perform either of the following steps, as applicable:

* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

]
f':f SIT - CA ERFO FS LSPDR 2023-1(1| =

]& General

[EEl = SIT- cAERFO FS LSPDR 2023-1(1)

.@. — Documents
= PE Notebook

® Awarded Contract

Figure 109: Project Document

* To access the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS
Q. Type to Search X VvV A
m SIT - CA ERFO F5 LSPDR 2023-1(1) | «

E General

J0 T SIT-CA ERFO FS LSPDR 2023-1(1)...

@. + Documents
= Document Search
= Project Report Gallery
= Project Calendar
Fund Management

Bid Estimate Information

+ + +

Bidding

— Contracts

+ SIT - CA ERFQO FS LSPDR 202...

Figure 110: Expanding Contracts

74



Federal Highway Document Management
Administration Participant Guide

b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 111: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7% Mark Offline @ More - T
D g File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 112: Documents List Page
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2. Select adocumentto view all its annotated copies, and click Annotations.

DOCUMENTS
e 3 a @ R B A )|0O
&.’ File View Status Name . Is Template
[g] Report 4
["'@ Check In/Qut 4 ] D
@ Ready : Introductior{ (3 Document Operations» ) O

Version History

49
v i
[ Annotations

Figure 113: Annotations Option

The list of annotated copies of the current version of the file is displayed.

DOCUMENT ANNOTATION

.n New @ Back @ More ~

E] Annotation Name Created By  Created On Modified By Modified On
MM/dd/yyyy h:mm tt E G) MM/dd/yyyy h:mm tt

D Mike_2024070403... Mike 07/04/2024 3:34 AM Mike 07/04/2024 3:34 AM

D Mike_2024070403... Mike 07/04/2024 3:23 AM Mike 07/04/2024 3:23 AM

Figure 114: List Page of Annotations

3. Select an annotated file, and then click View to view the document.

DOCUMENT ANNOTATION

_i Edit | © View '@' Delete 2+ Consolidate @ Information Y
D Annotation Name Created By Created On Modified By Modified On

MM/dd/yyyy h:mm tt C @ MM/dd/yyyy h:mm tt c G)
Mike_2024070403... S Mike 07/04/2024 3:34 AM Mike 07/04/2024 3:34 AM
[[] Mike_2024070403... Mike 07/04/2024 3:23 AM Mike 07/04/2024 3:23 AM

Figure 115: View Annotation
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3.2.6.2.2. Accessing annotated copies of previous versions
Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q lype to tearch X v oA .ﬂ Mew  [&] Workflow ~ @I Reports - f’b Manage Users g Mark Offline/Online @ Mare -
n @  Project Code Project Name Project Description Business Unit
q Selart Projer - .
A Recent Projects
SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands
i3] SIT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Mary Gla... Reconstructionof12 .. Western Federal Lands
@ SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands

All Projecrs

SIT MT NPS GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12... Western Federal Lands
Figure 116: Project List Page

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS PROJECT DASHBDARD  "40]=C1 U=lAILs
Q Type o Search X W oA g Select Dashboard: Lis s ~ Mode: Visw ~  fivNew _FEdit T Delete 4% Setas Default

4 .
ﬂ S -CAERIO IS LEPDI 20221 Roporl Viewer -
E General
EE—— fadder 1114 sehedule srrer | |

K] T SIT - €A ERFO F5 LSPDA 2023-1(1) airerrares =l
{3} + Docurments

Docurment Search

Eroject Reoort Callory

Project Caennar

= [und Management
u Project =und st
w Project sund ransactior
5 Funding 2ules
+ 8id eslimale Informalion
+ Biddirg

+ Contrzets

Figure 117: Expanding Projects Folder
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c. Perform either of the following steps, as applicable:
* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

]
f':f SIT - CA ERFO FS LSPDR 2023-1(1| =

]& General

[EEl = SIT- cAERFO FS LSPDR 2023-1(1)

.@. — Documents
= PE Notebook

® Awarded Contract

Figure 118: Project Document

* To access the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS
Q. Type to Search X VvV A
ﬂ SIT - CA ERFO F5 LSPDR 2023-1(1) | «

General

G T SIT- CA ERFO FS LSPDR 2023-1(1)...
@- 4+ Documents

= Document Search

= Project Report Gallery

= Project Calendar
Fund Management

Bid Estimate Information

+ + +

Bidding

— Contracts

+ SIT - CA ERFO FS LSPDR 202...

Figure 119: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 120: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7} Mark Offline @ More - T
|:| E" File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 121: Documents List Page

2. Select adocument to view annotated copies of its previous versions.
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3. Click More, and then click Version History.

DOCUMENTS
© view [3 Move & Archive Tl Delete [l Properties [§ Download (3] Comment Log
E’ File View Status Name Title Is Template 1 .
[2 report »
D ['\o Check In/Out 3
[ © Ready i Intreduction to Maste... Introduction to Maste... O ‘ B, Document Cperations ‘

= Version Histary

[ Annatations

Figure 122: Version History Option

The Version History dialog box is displayed.

Version History

Version 1 07/04/2024 tavleen Introduction to ¥ =
2:35 AM Masterworks b

Close

Figure 123: Version History Dialog Box

4. Toview annotated copies of a document version, in the Annotation column corresponding to the

=
appropriate document, clickl':—' .
The DOCUMENT ANNOTATION list page is displayed.

DOCUMENT ANNOTATION

@ Back @ More ~ Y
D Annctation Name Created By Created On Modified By Modified On

MM/dd/yyyy hemm tt i @ MM/ddlyyyy himm tt i @
D Mike_Consclidate... Mike 07/04/2024 3:38 AM Mike 07/04/2024 3:38 AM
D Mike 2024070403... Mike 07/04/2024 3:34 AM Mike 07/04/2024 3:34 AM
D Mike_2024070403... Mike 07/04/2024 3:23 AM Mike 07/04/2024 3:23 AM

Figure 124: List Page of Annotations

5. Select an annotated file, and then click View to view the document.

80



Federal Highway Document Management
Administration Participant Guide

3.2.6.3. Annotating Attachments

Overview

You can annotate files that are attached to forms.

The Project Fund List form is used as an example to demonstrate how to annotate an attachment.
Steps

1. Inthe project navigation pane, click the appropriate form.
2. Select the appropriate record, and then click Edit.

PROJECT FUND LIST

[a Save & Exit L'S Save & Continue @ Cancel E‘J Workflow ~  "" Select Actions ~ ¥
Account Number : 15B6062301103.A40.CN.15F1.06.1 a

Account Priority : Sclecr ~

Authorized Amount ($) : 0.00

Original Authorized Amount ($) : 0.00

Expended Amount ($) 0.00

Probable Expenditure ($) : 0.00

Remaining Amount ($) : 0.00

Notes : Siles:1,2,45,6,89,13,17. a
(Same accl now: however, ERFO
will reimburse this Amount A

ATTACHMENTS

D File View Status | Document Name Uploaded By | Uploaded Date File Size GPS Latitude

Project Fund _
D Transaction Approval Prcject Fund ~£ Mike 07/04/2024 4:12 AM 13KE
Receipt.docx

Upload Document

4

Figure 125: Attachment Section in Project Fund List Form

3. To annotate an attachment, perform either of the following steps:

e To annotate a document or image file, perform the following steps:
a. Inthe ATTACHMENTS section, in the Document Name column, click the appropriate attachment.
The file is opened in the viewer.
Alternatively, select the appropriate attachment, and then click in the toolbar.
The DOCUMENT ANNOTATION list page is displayed.

81



Document Management

Federal Highway
Administration Participant Guide

DOCUMENT ANNOTATION

@ Back @ More ~ Y
D Annotation Name Created By Created On Modified By Modified On
M dd A hemm T =G MM/dd/yyyy h:mm T B o
Yyyy Y¥YY

No records to display.

Figure 126: List Page of Annotations

In the list page, click New.

If the annotations toolbar is unavailable, then in the document viewer, click Edit, and then click
Enable Annotations.

The various annotation options are displayed.

Click the required annotation and add it to the document.

You can annotate documents using the various annotation options that are available.

VIEWER

@ Back [a Save 3y Print

Edit = View = Page = Interactive = Annotations -
« s n1lg vm» YapE@eppEpREE@IE a
I Pages

***** project Fund Iransaction Approval Reczipt

Page 1

(6 DN B ® 808 / A 5 B bW 2 & F T T

Figure 127: Annotation Options
e. Click Save.
On saving the annotated document, a copy of the annotated document is saved with the
timestamp of review and reviewer details.

To annotate a drawing file, perform the following steps:

a. Inthe ATTACHMENTS section, select the appropriate drawing file.

—"
b. Click™ in the toolbar.
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—
Note: The © button is not available if multiple drawing files are selected.

The DOCUMENT ANNOTATION list page is displayed.
c. Click New.
The file is opened in the viewer.
d. Clickthe required annotation and add it to the document.
You can annotate documents using the various annotation options that are available.
e. Click Save.
On saving the annotated document, a copy of the annotated document is saved with the
timestamp of review and reviewer details.
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3.2.6.4. Accessing Annotated Attachments

You can access all annotated copies of an attachment and all annotated copies of all versions of the
attachment.

3.2.6.4.1. Accessing Annotated Copies of the Current Version
Steps

1. Inthe project navigation pane, click the appropriate form.
2. Select the appropriate record, and then click Edit.

PROJECT FUND LIST

[a Save & Exit L'S Save & Continue @ Cancel E‘J Workflow ~  “£" Select Actions ~ ¥
Account Number : 15B6062301103.A40.CN.15F1.05.1 &
Account Priority : Scleer v
Authorized Amount ($) : 0.00
Original Authorized Amount ($) : D.00
Expended Amount ($) 0.00
Probable Expenditure ($) : 0.00
Remaining Amount ($) : 0.00

Notes : Silesi1,2 4,56,89,13,17. a
(Same accl now: however, ERFO =
will reimburse this Amount A

ATTACHMENTS

Uploaded By | Uploaded Date File Size GPS Latitude

Praject Fund _
O Transaction Approval Preject Fund £ Mike 07/04/2024 4:12 AM 13KB
Receipt.docx

Link Document Upload Document

q

Figure 128: Attachment Section in Project Fund List Form

—
3. Inthe ATTACHMENTS section, select the appropriate document, and then click [==
4. The list of annotated copies of the current version of the file is displayed.

DOCUMENT ANNOTATION
-D New @ Back @ More ~ Y
D Annotation Name Created By Created On Modified By Modified On
MM/dd/yyyy h:mm tt E (-T) MM/dd/yyyy h:mm tt E G)
D Mike_2024070403... Mike 07/04/2024 3:34 AM Mike 07/04/2024 3:34 AM
D Mike_2024070403... Mike 07/04/2024 3:23 AM Mike 07/04/2024 3:23 AM

Figure 129: List of Annotations

5. Select an annotated file, and then click View.
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3.2.6.4.2. Accessing Annotated Copies of Previous Versions
Steps

1. Inthe project navigation pane, click the appropriate form.
2. Click More, and then click Attachments.

PROJECT FUND LIST

7 Edit ® view [0 Delete [B] Workflow ~ °&" Selectactions =  [#] Reports ~ b

|:| g Project Fund ID Fund Source Name Fund Source Code Fund Sour scription Account Numl
| El Mail Mergel'

D PFL-3 COND3 CONO3 CON wpuun A 846518946516
D PFL-2 COND2 CONOZ CON CLINOO101: ERFO 156606230110
D PFL-1 COND1 CONO1 CON CLINDO101: Non-ERFO 156606230110

Figure 130: Attachment option

The list of all attachments is displayed.

PROJECT FUND LIST DOCUMENTS

@ Back @ More «

I e S N N

D PFL-4/ COND4 Project Fund 1 Project Fund DOCcx 12.84 KB
Transaction Appraval Transaction Approval
Receipt.docx Receipt

»

4
nn@uu Fage 1071

Figure 131: List of Documents

3. Clickthe appropriate file to view annotated copies of its previous versions, and click Version History.

PROJECT FUND LIST DOCUMENTS

@ View [+ Checkout Fy DiscardCheckout [ Checkin | &3 Version History | € More =

@ rers ot mm_m

»

4
mnmuu Page 1071

Figure 132: Version History Option
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The Version History dialog box is displayed.

Version History

07/04/2024
Version 1 217 AM Mike

Close

Figure 133: Version History Dialog Box

4. Toview annotated copies of a document version, in the Annotations column of the corresponding file,
=5
click .
The DOCUMENT ANNOTATION list page is displayed.

DOCUMENT ANNOTATION

@ Back @ More ~ Y
D Annotation Name Created By Created On Modified By Modified On

Mi/dd/yyyy hemm tt e @ MM/ddiyyyy himm tt e @
D Mike_Consclidate... Mike 07/04/2024 3:38 AM Mike 07/04/2024 3:38 AM
D Mike_2024070403... Mike 07/04/2024 3:34 AM Mike 07/04/2024 3:34 AM
D Mike_2024070403... Mike 07/04/2024 3:23 AM Mike 07/04/2024 3:23 AM

Figure 134: List Page of Annotations

5. Select the appropriate annotated file, and then click View.

3.2.6.5. Consolidating Annotations

Prerequisites

e The latest version of the document is opened for editing.
e Thefile type of the document is not drawing.

Overview

In Masterworks, multiple stakeholders can review the document and provide comments using
annotation. The owner of the document can create a consolidated document of annotations provided by
multiple stakeholders.

Note: If the document's file type is mapped to a viewer supporting drawing files, then you cannot
consolidate the annotations.
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Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q lype to tearch X v oA .ﬂ Mew  [&] Workflow ~ @I Reports ~ Fa Manage Users g Mark Offline/Online @ Mare -
n O  ProjectCode Project Name Project Description Business Unit
Y Selart Prajert -
A Recent Projects
SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands
i3] SIT - CA ERFO FS LSPDR 2022-1(1}
SIT MT NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Mary Gla... Reconstructionoaf12 .. Western Federal Lands
@ SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands

All Projecrs

SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands

Figure 135: Project List Page

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS PROJECT DASHEDARD  1PH0J=C1 L= 1 AILS

Q, Type toscarch X W A iy Select Dashboard: Liss ~  Made: Vizw ~  fInNew _FEdic [ Delete %} SetAs Defaule

ﬂ S0 - CAERIO IS LEPDIR2023-1T) -

Heporl Viowor

E General

EE— Hirddter 1113 schadils) amrer |

JUEN] ? SIT - CA ERFO FS LSPDR 2023-1(1) PR =l
& + Documents

Document Search

Projoct Reoort Gallory

Project Calennar

— lund Management
u Project =und Lsr
w Project —und lransaction
= Funding 2ules
+ Bid cstimale Informalion
+ Biddirg

+ Contracts

Figure 136: Expanding Projects Folder
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c. Perform either of the following steps, as applicable:
* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

]
f':f SIT - CA ERFO FS LSPDR 2023-1(1| =

]& General

[EEl = SIT- cAERFO FS LSPDR 2023-1(1)

.@. — Documents
= PE Notebook

® Awarded Contract

Figure 137: Project Document

* To access the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS
Q, Type to Search X WV A
m SIT - CA ERFO FS LSPDR 2023-1(1) -

General

] T SIT- CA ERFO FS LSPDR 2023-1(1)...
@- + Documents

= Document Search

= Project Report Gallery

= Project Calendar
Fund Management

Bid Estimate Information

+ o+ 4

Bidding

| + SIT - CA ERFQ FS LSPDR 202...

Figure 138: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 139: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7} Mark Offline @ More - T
|:| E" File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 140: Documents List Page

2. Select afile to view all annotated copies of the file.
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3. Click More, and then click Annotations.

DOCUMENTS
e s &a @ R E a|©
[ File View Status  Name .
[#] Report ’
By check In/out 4 z

* Ready - Intmdu':tioﬂ Dg( Document Operations * }

Version History

o3
vl i
[ Annotations

Figure 141: Annotations Option

Document Management
Participant Guide

Is Template

O
0

The list of annotated copies of the current version of the file is displayed.

DOCUMENT ANNOTATION

.D New @ Back @ More ~
D Annotatian Name Created By Created On Maodified By Medified On

MM ddiyyyy homm tt : @ MW ddAywyy bemm 1t
D Mike_2024070403.. Mike 07/04/2024 3:34 AM Mike 07/04/2024 3:34 AM
D Mike_2024070403.. Mike 07/04/2024 3:23 AM Mike 07/04/2024 3:33 AM

Figure 142: List Page of Annotations

T

4. Selecttwo or more annotated files, and then click Consolidate.

DOCUMENT ANNOTATION

Il pelete | 3+ cansclidate

Annatation Name Created By Created On Madified By Modified On

MM ddAyyyy Fomm to : G) MMddrinny honm te
Mike_2024070403... Mike 07/04/2024 3:34 AM Mike 07/04/2024 3:34 AM
Wike 2024070403... Mike 07/04/2024 3:23 AM Mike 07/04/2024 3:23 AM

Figure 143: Consolidate Annotation

A new copy of the consolidated annotations is created in the DOCUMENT ANNOTATION list page.

DOCUMENT ANNOTATION

_‘

£1 New (&) Back (3 More =
D Annotation Name Created By Created On Modified By Modiified On

WMy Temmn (e o] MMddiyyy lemm 1 B @
D Mike_Consolidate... Mike 07/04/2024 3:38 AM Mike 07/04/2024 3:38 AM —|
D Mike_2024070403... Mike 07/04/2024 3:34 AM Mike 07/04/2024 3:34 AM
D Mike_2024070403... Mike 07/04/2024 3:23 AM Mike 07/04/2024 3:23 AM

Figure 144: Consolidated Annotation Document
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5. Select the newly created consolidated annotation and then click View to view the document.
The consolidated document in the VIEWER page is displayed.

VIEWER

@Eack e Print

Edit ~ View - Page ~ Interactive - Annetations ~

«* 1 g =w v alppppaR IR IE AT

. Pages o
[
Page 1

m L)

H
H

e NEROQE 7”7 A DB R L2 ¢ F

Figure 145: Viewer Page
3.2.6.6. Editing an Annotated File

Prerequisites

e The latest version of the document is opened for editing.

e Thefile type of the document is not drawing.

Overview
You can edit existing annotations, and delete annotations in an annotated file. You can edit or delete only

annotations created by you. You can edit annotations only of the latest version of a document.
Note: If the document's file type is mapped to a viewer supporting drawing files, then you cannot edit or

update the existing the annotations.
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Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q lype to tearch X v oA .ﬂ Mew  [&] Workflow ~ @I Reports ~ Fa Manage Users g Mark Offline/Online @ Mare -
n O  ProjectCode Project Name Project Description Business Unit
Y Selart Prajert -
A Recent Projects
SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands
i3] SIT - CA ERFO FS LSPDR 2022-1(1}
SIT MT NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Mary Gla... Reconstructionoaf12 .. Western Federal Lands
@ SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands

All Projecrs

SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands

Figure 146: Project List Page

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS PROJECT DASHEDARD  1PH0J=C1 L= 1 AILS

Q, Type toscarch X W A iy Select Dashboard: Liss ~  Made: Vizw ~  fInNew _FEdic [ Delete %} SetAs Defaule

ﬂ S0 - CAERIO IS LEPDIR2023-1T) -

Heporl Viowor

E General

EE— Hirddter 1113 schadils) amrer |

JUEN] ? SIT - CA ERFO FS LSPDR 2023-1(1) PR =l
& + Documents

Document Search

Projoct Reoort Gallory

Project Calennar

— lund Management
u Project =und Lsr
w Project —und lransaction
= Funding 2ules
+ Bid cstimale Informalion
+ Biddirg

+ Contracts

Figure 147: Expanding Projects Folder
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c. Perform either of the following steps, as applicable:
* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

]
f':f SIT - CA ERFO FS LSPDR 2023-1(1| =

]& General

[EEl = SIT- cAERFO FS LSPDR 2023-1(1)

.@. — Documents
= PE Notebook

® Awarded Contract

Figure 148: Project Document

* To access the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS
Q, Type to Search X Vv A
m SIT - CA ERFO FS LSPDR 2023-1(1) hd

General

E"ﬂ “1 SIT- CA ERFO FS LSPDR 2023-1(1)...
@. + Documents

® Document Search

® Project Report Gallery

= Project Calendar

+ Fund Management

4+ Bid Estimate Information

+ Bidding

| + SIT - CA ERFO F5 LSPDR 202...

Figure 149: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 150: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7} Mark Offline @ More - T
|:| E" File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 151: Documents List Page

2. Select the appropriate file to view all annotated copies of the file.
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3. Click More, and then click Annotations.

DOCUMENTS
e a @ BE B A
Ff File View Status Name - Is Template
[E] Report y
D‘@ Check In/Out ' ] D
- .
a (el ¢ Introduction R pocyment operations? B (|
{,%;! Version History
4

Annotations

Figure 152: Annotations Option

The list of annotated copies of the current version of the file is displayed.

DOCUMENT ANNOTATION

£) New © Back €D More ~ T
[0  annotation Mame Craated By Created On Modified By WVedified On

WAy himm =d Wincldryyyy himm ot O]
[ wike_20240704032354 wike 70472024 3:23 AN tike 7/04/2024 323 AM

Figure 153: List Page of Annotations

4. Selectthe appropriate annotated file, and then click Edit.

DOCUMENT ANNOTATION
@ vView TN Delete I+ Consolidste (D) Information arm T

Annatation Name Created By Created On Wadified By Madified on
WIMAde A hemm e o) rrcddiy i tt o]

Mike 20240704032354 1 Mike O7I04/2024 3:23 AM Wike 07/04/2024 3:23 AM

Figure 154: Edit Annotated File
5. Perform any of the following steps:

e To add new annotations, perform the following steps:
a. Ifthe annotations toolbar is unavailable, then in the document viewer, click Edit, and then click
Enable Annotations.
The various annotation options are displayed.
b. Click the required annotation and drag the annotation on the opened file in the viewer.
c. Click Save.
e To delete annotations, click the appropriate annotation, and then press Delete, and then click Save.
e To editannotations, click the appropriate annotation, drag any of the edit points, and then click Save.
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3.2.6.7. Generating the Document Annotations Report
Overview

The Document Annotations Report provides a consolidated view of all the annotations made on a
document, comments added to annotations, and responses to annotations.

Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q 1ype to Search X w oA ) New [ workflow + [&] Reports ~ By ManageUsers  I'm Mark Offline/Online () More +
n 0  Project Code Project Name Project Description Business Unit
J Selart Prajert -
.
4 Recent Projects
SIT MT NPS GLAC 14(4) & MT NPS- Test GL... Rehabilitate Mary Gla... Reconstructionof 12... Western Federal Lands
B 5IT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 .. Western Federal Lands
@‘ SIT MT NPS GLAC 14{4) & MT NP5 GLACIER Rehabilitate Mary Gla... Reconstructionef12 .. Western Federal Lands

All Projects

SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands
Figure 155: Project List Page

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS PROJECT DASHBODARD  I"40j=C 1 DEIAILS

Q, Type to scarch X W A iy Select Dashboard: bis st ~  Made:| Visw ~  JIvew _Frdit T Delete %} Set As Default

ﬁ 511 -CAERIT IS LSPDR 2023-1UT) A

Report Viewer

General
— Faridler 1114 schad sl #rrer |
View Report

RN T SIT- CA ERFD FS LSPDR 2023-1(1) alernates =l
ﬁ} + Noruments

Document Search

Broject Reoort Gallary

Project Calencar

— und Managzmenl
m Project Zund List
w Project -und lransaction
= Funding 2ulas

+ sgid eslimale Informalion

+ zigdirg

+ Contracts

Figure 156: Expanding Projects Folder
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c. Perform either of the following steps, as applicable:
* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

]
f':f SIT - CA ERFO FS LSPDR 2023-1(1| =

]& General

[EEl = SIT- cAERFO FS LSPDR 2023-1(1)

.@. — Documents
= PE Notebook

® Awarded Contract

Figure 157: Project Document

* To access the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS
Q, Type to Search X WA
ﬂ SIT - CA ERFO FS LSPDR 2023-1(1) hd

General

[ =7 SIT-CAERFO FS LSPDR 2023-1(1)...

.@. + Documents
® Document Search
= Project Report Gallery
m Project Calendar
+ Fund Management
+ Bid Estimate Information

+ Bidding

— Contracts

4+ SIT - CA ERFO FS LSPDR 202...

Figure 158: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 159: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7% Mark Offline @ More - T
D g File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 160: Documents List Page
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2. Selectthe appropriate document, click Report, and then click Document Annotation Report.

DOCUMENTS
@ View [R Move & Archive [T Delete [} Properties [} Download ) Comment Log
! FileView Status  Name Tie et .

&] Report

.
Dacument Annotaticn Repart | tu
[y check infout 3

Camment Log Report

B © Ready E Introduction te Maste... Intreduction to Mz P-k' Document Oparatians »

49 Version Histary

[ Annctations

Figure 161: Document Annotation Report Option

The DOCUMENT ANNOTATIONS REPORT page is generated and displayed.

DOCUMENT ANNOTATIONS REPORT

@ Back @ Subscribe
e Find | Nexe  [Qlw £ =
DOCUMENT ANNOTATIONS REPORT

Document Name Introduction to Masterwarks.docx |Document Title Introduction to Masterworks
Uploaded By Mike Uploaded Date 07/04/2024
Versio |Annotation |Created |Created [Page |Nature Of |[Comment |Comment |Respende Respon Respons |Respons
n Name By on Numb |Annotatio Added On |d By ded On eStatus |e
Numb er n Comme
er nt
Mike 20240 |Mike 07/04/2 1 Text Add the 07/04/202
704032354 024 benefits of |4
MW
Mike_20240 |Mike 07/04/2 1 Pointer 07/04/202
704033459 024 4
Text Add 07/04/202
Masterwor |4
ks Logo
Ellipse 07/04/202
4
Mike_Cons |Mike 07/04/2 1 Pointer 07/04/202 4

Figure 162: Document Annotations Report

For information on the various report features available, refer to Section 4.1. Standard Report
Functions.
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3.2.7. Moving a Document to a Different Folder

Prerequisites

e Therole of the logged-in user must be one of the following:
Administrator

Design Component Lead

Lead Designer

Highway Design Manager

Project Manager

A/E Lead Designer

A/E Manager

Acquisitions

Construction Component Lead

Construction Admin Staff

Construction Engineer

Highway Construction Manager/QAQC
Construction Operations Engineer

Project Engineer

Regional Engineer

Assistant Project Engineer A&E

Project Engineer A&E

For more information on role-specific permissions, refer to Document Management

o 0O o 0O o O o 0O oo o o o o o o

Permission Matrix.
e Document Properties of the source folder and the destination folder are the same.
For information on document properties, refer to Folder Management section.

Overview

You can move documents with ease to folders within the Masterworks document management system.

Moving a document implies that the current version of the document is moved to the new folder location

as is. The previous versions, properties, comments, annotations, and workflow status of the document

are retained in the new folder location.

Note:

e On moving a document to a destination folder, the document will no longer be available in the source
folder.

e Documents linked to the ATTACHMENTS section of a record can be moved to the destination folder,
and the URL/Link is automatically updated in the record.
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Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q lype to tearch X v oA .ﬂ Mew  [&] Workflow ~ @I Reports ~ Fa Manage Users g Mark Offline/Online @ Mare -
n O  ProjectCode Project Name Project Description Business Unit
Y Selart Prajert -
A Recent Projects

SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands

i3] SIT - CA ERFO FS LSPDR 2022-1(1}
SIT MT NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Mary Gla... Reconstructionoaf12 .. Western Federal Lands

@

All Projects SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 .. Western Federal Lands

SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands
Figure 163: Project List Page

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

Q, Type tasearch ¥ W A iy Select Dashboard: Lis s ~  Made: Visw ~  flMew _FEdit TN Delete 1} Ser As Default

4 A RIS LSO At e .
ﬂ S -CAERIO IS LEPDI 20221 Roporl Viewer -
E General
EE—— fadder 1114 sehedule srrer | |
\."Icv. sport

U!J “7SIT - CA ERFD FS LSPDR 2023-1(1) alterrates ‘:l
ﬁ? ! + Noruments
= Document Search
= Frojoct Reoort Gallory
® Project Calendar
— [und Managzment
u Project =und st
w Project sund ransactior
5 Funding 2ules
+ gid Eslimale Informalion
+ Biddirg

+ Contracts

Figure 164: Expanding Projects Folder
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c. Perform either of the following steps, as applicable:
* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

]
f':f SIT - CA ERFO FS LSPDR 2023-1(1| =

]& General

[EEl = SIT- cAERFO FS LSPDR 2023-1(1)

.@. — Documents
= PE Notebook

® Awarded Contract

Figure 165: Project Document

* To access the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS
Q. Type to Search X WV A
I":T SIT - CA ERFO F5 LSPDR 2023-1(1) -

General

DE@ “1 SIT - CA ERFO FS LSPDR 2023-1(1)...

@. + Documents
® Document Search
= Project Report Gallery
= Project Calendar
Fund Management

Bid Estimate Information

+ + 4+

Bidding

| <+ SIT - CA ERFO FS LSPDR 202...

Figure 166: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 167: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7% Mark Offline @ More - T
D g File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 168: Documents List Page
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2. Inthe list page, select the appropriate documents, and click Move.

DOCUMENTS

@ vView| [R Move | & Archive Tl Delete [ Properties I Download g2) CommentlLog [Z] Report ~ () More ~

[ File View Status  Name Title Is Template Is Available Offline Created By
O O
Ready ¢ Introductiont... Contract Document O O Mike

Figure 169: Move Option

The Move Document dialog box is displayed.

Move Document X

DESTINATION FOLDER

= PE Notebook

o Awarded Contract

Figure 170: Move Document Dialog Box

Available folders are folders for which you have Create permissions, and the Document Properties
of the folders are the same.

3. Click the folder to which the documents must be moved.

4. Click OK.
The selected files are moved to the selected folder.

3.2.8. Archiving a Document

Prerequisites
The role of the logged-in user must be one of the following:

e Administrator

e Design Component Lead

e Lead Designer

e Highway Design Manager

e Project Manager

e Acquisitions

e Construction Component Lead

e Construction Admin Staff

e Construction Engineer

e Highway Construction Manager/QAQC
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e Construction Operations Engineer
e Project Engineer

e Regional Engineer

e Assistant Project Engineer A&E

e Project Engineer A&E
For more information on role-specific permissions, refer to Document Management Permission
Matrix.

Overview

You can archive documents to an automatically created Archive folder when you no longer require the
documents in a particular folder.

The Archive folder is automatically created the first time the Archive functionality is used. On archiving a
document, the document is moved to the Archive folder. However, you can still search for archived
documents using the Document Search feature.

Note: Documents linked to the ATTACHMENTS section of a form cannot be archived.
Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iype to Seareh X W A f1New [ workflow ~ [&] Reports ~ &p ManageUsers D Mark Offline/Online  (2) More +
':.] ol 0 Project Code Project Name Project Description Business Unit
Selact Project 7
A Recent Projects
SIT MT NPS GLAC 14(4) 8 MT NPS- Test GL... Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands
3l SIT- CA ERFO FS LSPDR 2023-1{1)
SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands
@ All Projects SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Mary Gla... Reconstructionof 12 ... Western Federal Lands
SIT MT NPS GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 ..  Wastern Federal Lands

Figure 171: Project List Page
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b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS PROJECT DASHBOARD  I"40]=C1 U1AILs
Q Type taSearch X W A iy Select Dashboard: bis st ~  Made: | View v flMew _FEdit Tl Delete ¥} Set As Default
ﬂ 511 - CAERIQ IS LSPDR 2023-1(1) -

Reporl Viewer

General
EEEE— Fardder 1144 Schad il=i =mrer |
View Rzport

[ TSIT-CAERFD FS LSPOR 2023.1(7) e m
,@ + Dacuments
= Dotument Search
= Frojoct Repart Gallory
® Project Calencar
= lund Wanaggment
m Project Zund List
m Project -und [ransaction
= Funding 2ules
+ 2id sstimale Informalion
+ Biddirg

+ Cantracts
Figure 172: Expanding Projects Folder

c. Perform either of the following steps, as applicable:

* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

f‘) SIT - CA ERFO FS LSPDR 2023-1(1| =

]E General

JEE = SIT- CA ERFO FS LSPDR 2023-1(1)

@. — Documents
= PE Notebook

®m Awarded Contract

Figure 173: Project Document
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* Toaccess the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS

Q, Type to Search X Vv A

L
ﬂ SIT - CAERFO FS LSPDR 2023-1(1) | «

General

(] = SIT-CA ERFO FS LSPDR 2023-1(1)...

.@. + Documents
= Document Search
= Project Report Gallery
= Project Calendar
+ Fund Management
+ Bid Estimate Information

+ Bidding

= Contracts

+ 5IT - CAERFO FS LSPDR 202...

Figure 174: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 175: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7% Mark Offline @ More - T
D g File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 176: Documents List Page
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2. Selectthe appropriate documents, and click Archive.

DOCUMENTS

@ vView [R Move | & Archive | Tl Delete [ Properties I} Download g5) CommentLog [Z] Report ~ () More ~

4 File View Status ~ Name Title Is Template Is Available Offline Created By
O O
Ready ¢ Introductiont... Contract Document O O Mike

Figure 177: Archive Option

The selected documents are moved to the Archive folder.
Note: The Archive folder is automatically created the first time the Archive functionality is used.

3.2.9. Editing Document Properties

Overview

The Document Properties page enables you to perform the following tasks:

e Update document properties
e Associate a workflow to the document
e Copytothe clipboard the link to download the document

Note: Document properties displayed are based on the document properties template selected for the
project.

Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iypeto Search X w A 41 New [ workflow ~ [g] Reports ~ fp ManageUsers D Mark Offline/Online () More +
n O  Project Code Project Name Project Description Business Unit
Y Selart Prajert -
A Recent Projects

SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands

i3] SIT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Mary Gla... Reconstructionof 12 .. Western Federal Lands

@ All Projects SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands
SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12... Western Federal Lands

|

Figure 178: Project List Page
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b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS PROJECT DASHBOARD  I"40]=C1 U1AILs
Q Type taSearch X W A iy Select Dashboard: bis st ~  Made: | View v flMew _FEdit Tl Delete ¥} Set As Default
ﬂ 511 - CAERIQ IS LSPDR 2023-1(1) -

Reporl Viewer

General
EEEE— Fardder 1144 Schad il=i =mrer |
View Rzport

[ TSIT-CAERFD FS LSPOR 2023.1(7) e m
,@ + Dacuments
= Dotument Search
= Frojoct Repart Gallory
® Project Calencar
= lund Wanaggment
m Project Zund List
m Project -und [ransaction
= Funding 2ules
+ 2id sstimale Informalion
+ Biddirg

+ Cantracts
Figure 179: Expanding Projects Folder

c. Perform either of the following steps, as applicable:

* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

f‘) SIT - CA ERFO FS LSPDR 2023-1(1| =

]E General

JEE = SIT- CA ERFO FS LSPDR 2023-1(1)

@. — Documents
= PE Notebook

®m Awarded Contract

Figure 180: Project Document
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* Toaccess the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS

Q, Type to Search X Vv A

L
ﬂ SIT - CAERFO FS LSPDR 2023-1(1) | «

General

(] = SIT-CA ERFO FS LSPDR 2023-1(1)...

.@. + Documents
= Document Search
= Project Report Gallery
= Project Calendar
+ Fund Management
+ Bid Estimate Information

+ Bidding

= Contracts

+ 5IT - CAERFO FS LSPDR 202...

Figure 181: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 182: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7% Mark Offline @ More - T
D g File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 183: Documents List Page
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2. Inthe documents list page, select the appropriate document, and click Properties.

DOCUMENTS

@ View [R Move S Archive T Delete | B Properties | I} Download g2) CommentLog [Z] Report ~ () More ~

[ File View Status  Name Title Is Template Is Available Offline Created By
O O
© Ready ¢ Introductiont... Contract Document O O Mike

Figure 184: Properties Option

The VIEW PROPERTIES page is displayed.

VIEW PROPERTIES

_i Edit @ Cancel

Title : | Contract Document

Template Document : | | (Used as Template Document for Mail Merge)

Download Link : https:/fhwasitdm.masterworksli |0
ve.com/Common/BrixListPage.as
px?
context=DOCMGMT&FID=10586
&PID=21813&IID=1820&MID=CO
NTMGT&DTD=847&Version=1

Workflow : None b

Figure 185: View Properties Page

The information available in the VIEW PROPERTIES page is based on the document properties
template selected for the project.
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3. Click Edit.
The EDIT PROPERTIES page is displayed.

EDIT PROPERTIES

[m Save & Exit [_-6 Save & Continue @ Cancel

Title : Contract Document

Template Document : [_] (Used as Template Document for Mail Merge)

Download Link : https:/fhwasitdm.masterworksli ||;|
ve.com/Common/BrixListPage.as
px?
context=DOCMGMT&FID=10586
&PID=21813&IID=1820&MID=CO
NTMGT&DTD=847&Version=1

Workflow : None v

Figure 186: Edit Properties Page
4. Make the appropriate changes.

5. To copy the link to download the document, corresponding to Download Link box, click IE' , and
then click OK.

6. From the Workflow list, select the appropriate workflow to receive approvals from the stakeholder
hierarchy.

7. Click Save & Exit to save the record and return to the list page. Optionally, click Save & Continue to
save the record and continue on the same page. Click Cancel to discard the added information and
exit the page.
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3.2.10. Comment Log

The Comment Log is a repository of comments posted on a document. Multiple users can post
comments on a document, and record responses on the comments that are posted. You can delete your
ownh comments. You cannot delete comments added by other users.

You can perform the following tasks:

e 3.2.10.1. Post acomment on a document
e 3.2.10.2. Respond to a comment
e 3.2.10.3. Generate the Comment Log Report

3.2.10.1. Posting a Comment on a Document

Overview

You can post a comment on a document and associate a reference number with the comment.
The date the comment is posted is also recorded.

Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iype to Search X W A {1New [ workflow ~ [&] Reports ~ 8p ManageUsers D Mark Offline/Online &) More +
n 0  Project Code Project Name Projeci Description Business Unit
Selarct Preject A
.
A Recent Projects

SIT MT NPS GLAC 14(4) 8 MT NPS- Test GL... Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands

3] SIT- CA ERFO FS LSPDR 2023-11)
SIT MT NPS GLAC 14(4) & MT NPS GLACIER Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands

@‘ All Projects SIT MT NPS GLAC 14(4) B MT NF5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 .. Western Federal Lands
SIT MT NP5 GLAC 14{4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 .. Western Federal Lands

Figure 187: Project List Page
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b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS PROJECT DASHBOARD  I"40]=C1 U1AILs
Q Type taSearch X W A iy Select Dashboard: bis st ~  Made: | View v flMew _FEdit Tl Delete ¥} Set As Default
ﬂ 511 - CAERIQ IS LSPDR 2023-1(1) -

Reporl Viewer

General
EEEE— Fardder 1144 Schad il=i =mrer |
View Rzport

[ TSIT-CAERFD FS LSPOR 2023.1(7) e m
,@ + Dacuments
= Dotument Search
= Frojoct Repart Gallory
® Project Calencar
= lund Wanaggment
m Project Zund List
m Project -und [ransaction
= Funding 2ules
+ 2id sstimale Informalion
+ Biddirg

+ Cantracts
Figure 188: Expanding Projects Folder

c. Perform either of the following steps, as applicable:

* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

f‘) SIT - CA ERFO FS LSPDR 2023-1(1| =

]E General

JEE = SIT- CA ERFO FS LSPDR 2023-1(1)

@. — Documents
= PE Notebook

®m Awarded Contract

Figure 189: Project Document
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* Toaccess the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS

Q, Type to Search X Vv A

L
ﬂ SIT - CAERFO FS LSPDR 2023-1(1) | «

General

(] = SIT-CA ERFO FS LSPDR 2023-1(1)...

.@. + Documents
= Document Search
= Project Report Gallery
= Project Calendar
+ Fund Management
+ Bid Estimate Information

+ Bidding

= Contracts

+ 5IT - CAERFO FS LSPDR 202...

Figure 190: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 191: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7% Mark Offline @ More - T
D g File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 192: Documents List Page
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2. Select adocument, and then click Comment Log.
DOCUMENTS

Document Management
Participant Guide

® View [& Move & Archive [l Delete [E. Properties IE} Download

Esr'tl Comment Log @ More ~

@’ File View Status Name Title Is Template

o

© Ready E Introduction to Maste... Introduction to Maste... D

Figure 193: Comment Log Option

The COMMENT LOG page is displayed.

COMMENT LOG

m Save @ Back

Ee=

4

T T T

Figure 194: Comment Log Page
3. Click Add.

A row is added to the comment log list.
COMMENT LOG

[a Save @ Back

Is Available Offline

O
m

eres e s

= i = — —— =]

O o7/0a2024 Mike 'I;L;e:sse review content and provide sugges 11

4

Figure 195: Add Comment

The date the comment is posted, and the user name of the user posting the comment are displayed.

the comment.
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6. Click Save.
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3.2.10.2. Responding to a Comment

Overview

You can respond to a comment posted by any user. The date the response is posted is also saved.

Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iypeto search X W A 41 New [ workflow ~ [£] Reports ~ &g ManageUsers D Mark Offline/Online () Mare +
n @  Project Code Project Name Project Description Business Unit
4 Selart Prajar - 8
A Recent Projects
SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands
A SIT - CA ERFQ FS LSPDR 2023-1(1)
SIT MT NP5 GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands
@ SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof12 ...  Western Federal Lands

All Frojects

SIT MT NPS GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands

Figure 196: Project List Page

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS FROJECT DASHBOARD  "40)=L 1 U=1AILs
Q Type re search X W A iy Select Dashboard: b s ~  Made: view ~  fINew _FFdit 10 Delete f} SerAs Defaulr

4 .
ﬂ S -CAERIO IS LEPDI2022-11T) Report Viewer -
General
EE—— fadder 1114 sehedule srrer | |
View Report

U!J Tl SIT - CA ERFD FS LSPDR 2023-1(1) Alrernates |

& + Documents

Docurment Search

Eroject Reoort Callory

Project Caennar

= [und Management
u Project =und | isr
w Project ~und Transaction
® Funding Rulas
+ 5id tslimale Informalion
+ Biddirg

+ Contrzets

Figure 197: Expanding Projects Folder
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c. Perform either of the following steps, as applicable:
* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

]
f':f SIT - CA ERFO FS LSPDR 2023-1(1| =

]& General

[EEl = SIT- cAERFO FS LSPDR 2023-1(1)

.@. — Documents
= PE Notebook

® Awarded Contract

Figure 198: Project Document

* To access the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS
Q, Type to Search X WV A
m SIT - CA ERFO FS LSPDR 2023-1(1) -

General

U5 T SIT-CA ERFO FS LSPDR 2023-1(1)...

.@. + Documents
= Document Search
= Project Report Gallery
= Project Calendar
Fund Management

Bid Estimate Information

+ + +

Bidding

— Contracts

<+ SIT - CA ERFO FS LSPDR 202...

Figure 199: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 200: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7% Mark Offline @ More - T
D g File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 201: Documents List Page
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2. Select adocument, and then click Comment Log.

DOCUMENTS

© View Dp Move = Archive m Delete EL Properties |El Download E?] Comment Log @ More ~

g File View Status Name Title Is Template Is Available Offline
O O
e et e [ M I TR

Figure 202: Comment Log Option

The COMMENT LOG page is displayed.

COMMENT LOG

[a Save @ Back

m Logged By Cnmmnnts Rnfornncn Number Cnmplntc

4

BT T

Figure 203: Comment Log Page

3. Select acomment, and then click Edit to respond to the comment.

COMMENT LOG

[E] Save @ Back

4

o

Figure 204: Edit Comment

The Responded By column is updated with the user name of the logged-in user.

The Responded On column displays the response received date.
4. Inthe selected row, double-click in the Response column, and enter a response to the comment.
Select the Complete check box if the comment has received an appropriate response.
6. Click Save.

o
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3.2.10.3. Generating the Comment Log Report

Overview

The Comment Log Report provides details on all the comments and their responses from the comment
log for the selected document. The report displays details chronologically with the latest comment post

displayed first.
Steps

1. To access a Documents folder at the project or contract level, perform the following steps:
a. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iypeto Search X W A {1INew [ workflow ~ [&] Reports ~ fp ManageUsers I Mark Offline/Online &) More +
'x] 0  Project Code Project Name Projeci Description Business Unit
Selact Preject A
.
A Recent Projects
SIT MT NPS GLAC 14(4) 8 MT NPS- Test GL... Rehabilitate Many Gla... Reconstructionof12 ... Western Federal Lands
3l SIT - CA ERFO FS LSPDR 2023-1{1)
SIT MT NPS GLAC 14(4) 8 MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12... Western Federal Lands
@‘ SIT MT NPS GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 .. Western Federal Lands

All Projects

SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Mary Gla... Reconstructionof 12 .. Western Federal Lands
Figure 205: Project List Page

b. Inthe list page, double-click the appropriate project, and then expand the project folder.

PROJECTS PROJECT DASHBOARD  "40]=Cl UzlAILS
Q Type ta Search X W oA iy Select Dashboard: bisse ~  Made: | visw ~  JIMew _FEdit [ Delete %} Set As Default

IY o caemoissoonzuan - T -
General
EEEE— radder |13 schadulal srrer | |

14 J_‘ SIT - CA ERFD FS LSPDR 2023-1(1) e [l

,@ + Dacuments

Ducument Search

#roject Reoort Gallery

Project Calenciar

= lund Wanaggment
m Project Zund List
m Project -und [ransaction
= Funding 2ules
+ 2id sstimale Informalion
+ Biddirg

+ Cantracrs

Figure 206: Expanding Projects Folder
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c. Perform either of the following steps, as applicable:
* To access the Documents folder at the project level, click Documents, or expand Documents
and click the appropriate sub-folder.

]
f':f SIT - CA ERFO FS LSPDR 2023-1(1| =

]& General

[EEl = SIT- cAERFO FS LSPDR 2023-1(1)

.@. — Documents
= PE Notebook

® Awarded Contract

Figure 207: Project Document

* To access the Documents folder at the contract level, perform the following steps:
a. Inthe navigation pane, expand the Contracts folder, and then expand the contract.

PROJECTS
Q, Type to Search X WV A
ﬂ SIT - CA ERFO FS LSPDR 2023-1(1) hd

General

qi T SIT-CA ERFO FS LSPDR 2023-1(1)...

@. + Documents
= Document Search
= Project Report Gallery
= Project Calendar
Fund Management

Bid Estimate Information

+ 4+ o+

Bidding

| + SIT - CA ERFO FS LSPDR 202...

Figure 208: Expanding Contracts
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b. Click Documents, or expand Documents and click the appropriate sub- folder.

)
ﬁ SIT - CAERFO FS LSPDR 2023-1(1| =

General

DElE — Contracts a
@. — SIT- CAERFO FS LSPDR ...
— Documents

+ Contract/Plans

m Contract Madificati...
+ Correspondence

B Meetings

Paynote Support
Payroll

Submittals, Certs, a...

+ + + +

Project Photos

m Estimates

Figure 209: Contract Documents

The DOCUMENTS list page or the list page of the selected sub-folder is displayed.

DOCUMENTS

.ﬂ New E"‘t Excel Import / Export v B3 New Folder B Permissions 7% Mark Offline @ More - T
D g File View Status Name Title Is Template Is Available Offliine Created By Created Dar
0 O Wil

No records to display.

Figure 210: Documents List Page
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2. Select the appropriate document, click Report, and then click Comment Log Report.

DOCUMENTS

& View [& Move gy Archive El Delete E‘\ Praperties \E Download =] Comment Log @ More «

ﬁ’ File View Status Name Tite Is Template | - Tammmm e
E] Report '0
O

B Check Document Annctation Repert
4o Check InfOut »
o

© Ready % Introduction to Maste.. Introduction to Maste... O | By Document Oserations CommentLog Report

5 Version History

[ Annotations

Figure 211: Comment Log Report Option

The COMMENT LOG REPORT page is generated and displayed.

@ Back Q Subscribe

1 ot 1 tind | Next [Q v S

COMMENT LOG REPORT

Document Name : Introduction te Document Description : | Introduction to Masterworks
Masterworks.dacx
Uploaded By : tavleen Uploaded On : 07/04/2024
Comment |Logged By Comments Reference |Response Complet [Responde |Responded
Date No e? d By On
07/04/2024 |Mike Please review content| 1.1 Looks Good No Mike 07/04/2024
and provide
suggestions

T la

Generated on : 07/04/2024 3:09 AM Generaled by : Mike
[Timezone: (UTC-05:00) Eastern Time (US & Canada)] Page * of 1

Figure 212: Comment Log Report

For information on the various report features available, refer to Section 4.1. Standard Report
Functions.
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3.3. Searching for Documents at the Enterprise Level
Overview

You can search for documents in the application based on specified search criteria. You can search for
documents uploaded to various folders across the application and documents uploaded as attachments
to forms and workflows.

You can enter any search criteria combination to search for documents. The search results section
displays the list of documents from across the application that you are invited to and the roles you are
assighed. From the search results, you can view and download documents. You can also export the
search results to an Excel workbook.

Steps

1. Inthe module menu, click Home.
The ENTERPRISE DASHBOARD is displayed.

HOME ENTERPRISE DASHEDARD

Q, Type o Search XK W A [T] Select Dashboard: Froert Nashbnard ~| Made: View v 4l New _§ bdit [il Delete &} SetAsDefault
[~ Nolflieations (16)
E: w [nrerprise Search
L cf L @~ &
t.tt = Document Scarch
= PROJECTS BY % COMPLETE
& I Tung Management
s Resors Gallery
w Ad-hoc Repors
u Ad-Hot Uil 'rize Seareh Resull
® Ad-lac Unit Price Search
[ Recent Projects
PROJECTS BY % COMPLETE

Figure 213: Enterprise Dashboard Page
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2. Inthe navigation pane, click Document Search.
HOME ENTERPRISE DASHEDARD
Q, “ype o Search K w A [Tj selectDashbozrd: Proect Dashboard v Mode: View v  4)New _{ Edit Tl Delete £} SetAs Default
I
r& = [Cnterprise Search | o - &
. =
G PROJECTS BY % COMPLETE
@‘ 7 Tune Managemenl
& Renarr Gallary
= Ad-hoc Reports
B Ad-HooUnil'rice Seerch Resull
= Ad-llac Unit Price Sezrch
[ Recent Projects
PROJECTS BY % COMPLETE

Figure 214: Document Search

The SEARCH DOCUMENTS page is displayed.

SEARCH DOCUMENTS

Q, search @ View [2 Reset ¥, Download [} Export

DOCUMENTS ATTACHMENTS

SEARCH DOCUMENTS Hide ~

Default Properties

Projects : . Document Folder : | Select
Document Property : Select v Created By : |All Users ~
Document Title : Decument Name :
File View Status : Al v

SEARCH RESULTS Show v

Figure 215: Search Documents

3. You can search for documents in the Documents folders of projects, or for attachments uploaded in

project forms.
Perform either of the following steps:

e To search for documents in the Documents folders of projects, in the SEARCH DOCUMENTS
section, perform the following steps:
a. To define basic criteria to search for documents, perform the following steps:
i. In the Document Title box, enter the title of the document.

ii. Inthe Document Name box, enter the name of the document.

iii. From the File View Status drop down list, select the status of the document.

iv.  From the Created By drop-down list, select the user name of the user who has uploaded

the document.
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Available user names are of users who have uploaded documents in the application.
b. To define additional search criteria, perform the following steps:

i.  From the Document Property drop-down list, select the appropriate document property.
The Advanced Properties section is displayed. The search criteria in the section are based
on the Document Property selected.

ii. In the Advanced Properties section, provide the appropriate information. Available fields
are based on the document property selected from the Document Property drop-down
list.

c. To search for documents from selected projects, in the Project field, perform the following steps:
i. Click -.
The Projects List dialog box is displayed.

Projects List x

0 selectec of total 290

(] Project Name Y | Project Code T
D SI Zlack Mourtain Road SIT CAERFO RS LSO 2023 701) &
D SIT - Slack Mourtain Read Ryan Maya Derham SIT - CAERFOD FS LSPDR 2023-1{1) (1}
D SIT - 2lzck Mcurtain Read SIT- CAERFD F5 LSPDR 2023-701)2)
I:I SIT - 2leck Mour tain Ruad SIT - CAERFD FS LSPDR 2023-7(1)_Tesl
D SIT-CA LRI M5 LSPDR 2023-1(1)1 - RKR 052224 SIT-CALRIO M5 LSPDR 2023-7(1)1 - RKR 052224
D SIT - Zlack Mzurtain Read RD Maya SIT- CALRIO IS LSPDA 2023-1(1)2-R0
D SIT - Zlzck Mcurtain Read - [T CFL SIT- CAERFO FS LSPDR 2023-701)2 - T 5-23-21
D SIT - leck Mour Lain Ruad SIT - CA ERFO FS LSPDR 2023-1{1)3_KKP
D SIT - Repairs on Wawona Road-5 JT SIT- CAFTMP YOSE 14(7) 01102024 T
D SIT - Repairs on Wawona Road-2 - rkr SIT- CATTNP YOSC 14(72) - 0731
|:| SIL Hepairs on wawona Koad 2 RW ST CAFINP YUSE 14(/)3)
O SIT - Fepairs on Wawona Road-4_KKP SIT - CA FTNP YOSE 14(7)4)_KKP
|:| Pavement Preservatlor Bay Ares - broksn - Incorect ltem Import SITCANFS PP 2021(1)
D Coeur D Alenie River Ruad and Prichard Creek Roed SITID FLAP SHOSHO MULTI(1)
[0 SIT-KPEL letter Projert -2 SIT- | erter Project -1
|:| KPELL 51T Letter Project & &Il Letter Project &
n n 1 2 m 4 . uu 4w items 81-120 of 230 ltems

ii.  Selectthe appropriate projects, and then click Select.
d. To search for documents from the folders, in the Document Folder box, click and select the
appropriate document folders.
Alternatively, type the name of the document folder, and then click the appropriate folder.
Available options are folders based on the following criteria:
o Ifno projects are selected in the Projects field, then all folders defined in the Documents
module of all projects are displayed.
o If projects are selected in the Projects field, then all folders defined in the Documents
module of the selected projects are displayed.
e To search for documents uploaded as attachments to forms and workflows, click the ATTACHMENTS
tab, and in the SEARCH ATTACHMENTS section, perform the following steps:
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a. To define basic criteria to search for attachments, perform the following steps:
i Inthe Document Title box, enter the title of the document.
ii. In the Document Name box, enter the name of the document.
iii.  From the File View Status drop-down list, select the status of the document.
iv. From the Created By drop-down list, select the user name of the user who has uploaded
the document.
Available user names are of users who have uploaded documents in the application.
To search for documents from the projects, in the Projects field, perform the following steps:
i. Click' -.
The Projects List dialog box is displayed.
ii.  Selectthe appropriate projects, and then click Select.
To search for attachments from the forms, in the Select Form box, click and select the

=

o

appropriate forms.
Alternatively, type the name of the form, and then click the appropriate form.

Click Search.
Based on the search criteria specified, the SEARCH RESULTS section displays the list of documents

that match the search criteria.

SEARCH DOCUMENTS

@ View I'='? Reset ¥, Download [‘} Expart

DOCUMENTS ATTACHMENTS

SEARCH DOCUMENTS Hide ~

Default Properties
Projects :  SIT-Black Mountain Roac Document Folder :  Soject

Document Property : Selact ~ Created By : AllUsers ~
Document Title : Contract Document Document Name :
File View Status @ All v

SEARCH RESULTS Hde ~

[C]  File View Status Document Name Document Title Created By Project Code Project Name Contract Code
D @ Ready DOCx.docx Contract Document SIT - CAERFO FSLSPD... SIT - Black Mcuntain R...
(<] IR > |~

Figure 216: Search Results
You can perform the following actions:

To download documents, in the SEARCH RESULTS section, select the appropriate documents, and

then click Download.
The selected documents are downloaded to your local hard drive.
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e To download details of the list of documents available in the SEARCH RESULTS section to an Excel
workbook, click Export.
The properties of documents in the search results are downloaded as an Excel workbook to your local
hard drive.

e Toopen adocument, select a document and then click View.
The documentis opened in the document viewer.

e To open the folder or form where the document is available, in the SEARCH RESULTS section,
double-click the appropriate document.

e Toreset the search criteria, click Reset.
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3.4. Searching for Documents at the Project Level
Overview

You can search for documents in the project based on specified search criteria. You can search for
documents uploaded to various folders in the project and documents uploaded as attachments to forms
and workflows of the project.

You can enter any search criteria combination to search for documents. The search results section
displays the list of documents from the project based on the roles assigned to you. From the search
results, you can view and download documents. You can also export the search results to an Excel
workbook.

Steps

1. Inthe module menu, click Projects.
The PROJECTS list page is displayed.

PROJECTS PROJECTS
Q, Iype to Search X W A 41 Mew [ workflow ~ [3] Reports ~  fp Manage Users Py Mark Offfine/Online &) More ~
n §  Project Code Project Name Project Description Business Unit
4 Selart Preject -
.
A Recent Projects

SIT MT NPS GLAC 14(4) & MT NP5- Test GL. Rehabilitate Many Gla... Reconstructionof 12 ... Western Federal Lands

i3] 5IT - CA ERFO FS LSPDR 2023-1(1)
SIT MT NPS GLAC 14(4) & MT NP5 GLACIER Rehabilitate Many Gla... Recanstructionof 12 .. Wastern Faderal Lands

@ All Projects SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER Rehabilitate Mary Gla.. Reconstructionof 12 ... Western Federal Lands
SIT MT NP5 GLAC 14(4) B MT NP5 GLACIER Rehabilitate Many Gla... Reconstructionof 12 ...  Western Federal Lands

|

Figure 217: Navigation to Projects Module

2. Inthe list page, double-click the appropriate project, and then click the project folder to expand it.

PROJECTS PROJECT DASHEDARD  1'40J=C1 Lz IAILS

Q, Type o Search X W A iy Select Dashboard: Lissc ~  Made: | Visw ~  4lNew _#Edit T Delete % Set As Defaulr

I S Gemors son s - Raport Viewer A
General
EEE— rudder [ 1123 schadula rrer | |

14 Tl SIT - CAERFD 75 LSPOR 2033 (1) . [l
,@ + Daruments
= Document Search
= Project Report Gallery
® Project Calencar
= lurd Wanagemenl
m Project Sund List
w Project —und lransaction
u Funding Rulas
+ Sid sstimale Informalion
+ Biddirg

+ Contracts

Figure 218: Expanding Projects Folder
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3.

Click Document Search.
The SEARCH DOCUMENTS page is displayed.

SEARCH DOCUMENTS

D\ Search @ View L2 Reset ¥, Download D, Export

DOCUMENTS ATTACHMENTS

SEARCH DOCUMENTS Hide &

Default Properties

Projects : RE_DOT 09 Document Folder : | Select
Document Property : | Select w Created By : | Al Uzers w
Document Title : Document Name
File View Status : |All ~

SEARCH RESULTS Show ¥

The Projects field in the SEARCH DOCUMENTS section displays the name of the project.

You can search for documents in the Documents folders of projects, or for attachments uploaded in
project forms.
Perform either of the following steps:

To search for documents in the Documents folders of projects, in the SEARCH DOCUMENTS
section, perform the following steps:
a. To define basic criteria to search for documents, perform the following steps:
i In the Document Title box, enter the title of the document.
ii. In the Document Name box, enter the name of the document.
iii. From the File View Status drop down list, select the status of the document.
iv.  From the Created By drop-down list, select the user name of the user who has uploaded
the document.
Available user names are of users who have uploaded documents in the application.
b. To define additional search criteria, perform the following steps:
i.  From the Document Property drop-down list, select the appropriate document property.
The Advanced Properties section is displayed. The search criteria in the section are based
on the Document Property selected.
ii.  Inthe Advanced Properties section, provide the appropriate information.
Available fields are based on the document property selected from the Document
Property drop-down list.
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c. Tosearch for documents from the folders, in the Document Folder box, click and select the
appropriate document folders.
Alternatively, type the name of the document folder, and then click the appropriate folder.
Available options are folders defined in the Documents folder of the associated project.
e To search for documents uploaded as attachments to forms and workflows, click the ATTACHMENTS
tab, and in the SEARCH ATTACHMENTS section, perform the following steps:
a. To define basic criteria to search for attachments, perform the following steps:
i In the Document Title box, enter the title of the document.
ii. In the Document Name box, enter the name of the document.
iii.  Fromthe Created By drop-down list, select the user name of the user who has uploaded
the document.
Available user names are of users who have uploaded documents in the application.
iv.  From the File View Status drop-down list, select the status of the document.
b. To search for attachments from the forms, in the Select Form box, click and select the
appropriate forms.
Alternatively, type the name of the form, and then click the appropriate form.

5. Click Search.
Based on the search criteria specified, the SEARCH RESULTS section displays the list of documents
that match the search criteria.

6. You can perform the following actions:

e Todownload documents, in the SEARCH RESULTS section, select the appropriate documents, and
then click Download.
The selected documents are downloaded to your local hard drive.

e To export details of the list of documents available in the SEARCH RESULTS section to an Excel
workbook, click Export.
The properties of documents in the search results are downloaded as an Excel workbook to your local
hard drive.

e Toopenadocument, select adocument and then click View.
The documentis opened in the document viewer.

e To open the folder or form where the document is available, in the SEARCH RESULTS section,
double-click the appropriate document.
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4. Appendix

4.1. Standard Report Functions

Performing all report-related activities is similar in procedure throughout the application.

All tasks that you can perform are based on the roles assigned to you in a project and the permissions
granted to the roles.

For information on roles, refer to Security Roles in the A02 Administrator Guide.
The standard report functions include the following:

e 4.1.1. Generating and Viewing Reports

o 4.1.1.1. Generating a report

o 4.1.1.2. Printing a report

o 4.1.1.3. Saving areport in various formats

o 4.1.1.4.Updating report to view the latest information

e 4.1.2. Subscribing to a report

4.1.1. Generating and Viewing Reports

You can generate reports for different information views for all the forms in the application.
Masterworks enables you to use report filters to generate reports with specific information.
You can perform the following report functions:

e 4.1.1.1. Generating a report

e 4.1.1.2.Printing areport

e 4.1.1.3. Saving a report in various formats

e 4.1.1.4. Updating report to view the latest information
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4.1.1.1. Generating a Report
Overview

You can generate various reports that comprise information based on the roles assigned to you and the
various projects to which you are invited.

For a few reports, you can use the filter criteria to provide information for the relevant fields and generate
the reports.

The Project Fund List form is used for illustration purposes.
Steps
1. Perform any of the following steps, as applicable:

e Inthe form list page, click Reports, and then click the appropriate report.

PROJECT FUND LIST

.ﬂ New EH Workflow - [g Reports ~ Et Excel Export ~ @ More *

d ¥  Project Fund ID Fund Source Code
[ List Page Report

D PFL-2 CONO02 CONO02

Figure 219: Using Reports Option

e Inthe project navigation pane, click Project Report Gallery, and then double-click the appropriate
report.

PROJECTS PROJECT REPORT GALLERY

Qe x v A

7 srocacrrorsLeopR2022.101] W CEEleDEEiE

E General Awarded Bid Schedule Report

ﬂE"j 77 SIT - CA ERFO FS LSPDR 2023-1(1) Bid Analysis Report
,@. + Documenls Bid Schedule Report

® Document Search Bid Tabulation Report

| = Project Report Gallery Qbligation Tabulation Report

= Proect Calendar
— Fund Management

= Preject Fund List

= Project Fund Transaclion
= Funding Rules
+ Bid Estimate Infarmation
=+ Bidding

=+ Contracts

Figure 220: Project Report Gallery Navigation Page
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e Inthe project navigation pane, expand the contract folder, click Contract Report Gallery, and then
double-click the appropriate report.

PROJECTS CONTRACT REPORT GALLERY
£ | s7-cacrro rsiseor 202310y |+ v OO
General Change Order By Dale Repart
XEN + Configurations * ~ Ccontract Modifications
@' = Contract lkems M Affected Pay Item Report
+ Progress Tracking Contract Modification Report
+ gillings & Payments ~ General(Contract dashboards)

Contract Modifications Contract Summary Report

Submittals

Grand pay item summary report

Centract Report Gallery o e

=+ Subcontract
Government Receiving Report
Centract Closeout Status

Pay Mote Report
= Claims
Pay Mote Summary Report
m Freecom of Informarion ..
Progress Payment Report
= Request for Equitable A
Progress Payment Repart(Contractar's Version)

CDR NAVIGATION PAGE
> Progress Payment Schedule Summary Report
IDR NAVIGATION PAGE

Figure 221: Contract Report Gallery Navigation Page

2. Iffiltering options are necessary, select the appropriate information in the relevant fields, and then
click View Report.

LIST PAGE REPORT

@ Back @ Subscribe

Includa Pending on Users and Rales N 3
==
4 [ of 1 p P - Find | Next  [Qlw £ =
&
PROJECT FUND LIST - LIST REPORT
Project |[Fund Fund Fund |Fund Fund Account |Account |Authorized |Expended Remaining
Fund ID |[Source |Source |Type |Source |Description [Number |Priority |Amount($) |Amount ($) Amount (4
Narme Code Category
PFL-1 CONO1 |CONO1 |CON |FLAP This project | 1516043 0.00 0.00 0.00
fund list for |027201.5
fund source|40.CN.V7
category 00.04.16
FLAP, 0400000
0.25255
PFL-2 CON02 |COND2 |CON |FLAP 1516043 |CONO2- [0.00 0.00 0.00 v
k. ] 3

Figure 222: Using View Report Option

The report is generated and displayed.
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4.1.1.2.

Steps

Printing a Report

1. Generate the required report.
For more information, refer to Section 4.1.1.1. Generating a Report

2. Inthe reporttoolbar, click Print Report @

LIST PAGE REPORT

@ Back

Includa Pending on Users and Roles

Q Subscribe

View Report

No

Document Management
Participant Guide

q 1 of 1 Find | Next  [Qlw £ =
&
PROJECT FUND LIST - LIST REPORT
Project |Fund Fund Fund |Fund Fund Account [Account |Authorized |Expended Remainin
Fund ID |[Source |Source |Type |Source |Description Number |Priority |Amount($) |[Amount ($) Amount (4
Name Code Category
PFL-1 CONO01 |CONO01 |CON  [FLAP This project 1516043 0.00 0.00 Q.00
fund list for |027201.5
fund source|40.CN.V7
category 00.04.15
FLAP. 0400000
0.25255
PFL-2 CONQ2 |CON02 |CON |FLAP 1516043 [CONO2- |0.00 0.00 0.00 v

4

Figure 223: Using Print Report Option
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4.1.1.3. Saving a Report

Steps

1.

Generate the required report.
For more information, refer to Section 4.1.1.1. Generating a Report
In the report toolbar, click Export, and then click the required option.

PROJECT STATUS REPORT

@ Back LQ Subscribe

Report Version Active Projects v Percent Complete Greater Than |90
Positive § Value Difference 100000 Negative § Value Difference 100000
View Report
|1 |of1 Find | Next Q) v] o =
4 Excel
PDF
CSV (comma delimited)
Acceptance

Project Number Project Name Contract number COE Award Date Original FCD Modified FCD Date

Figure 224: Exporting a Report
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4.1.1.4.

Steps

Viewing Latest Information in a Report

1. Generate the required report.
For more information, refer to Section 4.1.1.1. Generating a Report

Document Management
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2. Inthereporttoolbar, click Refresh s
LIST PAGE REPORT
@ Back Q Subscribe
Include Pending on Users and Roles | N e
T |ef Find | Next  [Q)w =
&
PROJECT FUND LIST - LIST REPORT
Project |Fund Fund Fund |Fund Fund Account [Account |Authorized |Expended Remaining
Fund ID |[Source |Source |Type |Source |Description Number |Priority |Amount($) |[Amount ($) Amount (4
Name Code Category
PFL-1 CONO01 |CONO01 |CON  [FLAP This project | 1516043 0.00 0.00 0.00
fund list for |027201.5
fund source|40.CN.V7
category 00.04.15
FLAP. 0400000
0.25255
PFL-2 CONQ2 |CON02 |CON |FLAP 1516043 [CONO2- |0.00 0.00 0.00 v

4

4.1.2.

Prerequisites

Figure 225: Using Refresh Option

Subscribing to Reports

e You must have access to the report.

e The logged-in user is assigned with the permission to generate the report.

Overview

You can subscribe to reports, and subscribed reports are delivered to the specified email addresses or
saved in the specified file location. You can configure subscriptions so that the reports are delivered
periodically in the specified format.

Additionally, you can create multiple subscriptions for a single report with varied subscription options.

You can subscribe to a report using any of the following methods:

e Email: The reportis delivered through email to the specified email addresses in the specified formats.
Note: Only Masterworks registered email address is allowed to receive the subscribed reports.

e File Share: The reports are saved to the specified location in the specified formats
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Note: Users with the appropriate permission can subscribe themselves or others to a report. Only
users with the Administrator role can remove or end an active subscription once itis created.

Steps

1.

Open areport, and then click B subscribe

BID ANALYSIS REPORT

@ Back Q Subscribe

Bidder: Missouri River Contractors, LLC ~ Minimum Deviation % :

Maximum Deviation % :

View Report

Figure 226: Subscribing a Report

The subscription dialog box is displayed.
SIT Testing Build- FHWA eDelivery

Delivery Option Schedule Details

Please select the delivery option

@ E-Mail O Windows File Share

To *:
Cc
Becc
(Use (;) to separate multiple e-mail addresses.)
Reply-To
Subject *:
Priority : | Normal ¥
Comment >
Include Report
Include Link
Report Format : PDF v

Start Date : (7-27-2023

Enable schedulestop : [ |

Figure 227: Subscription Dialog Box

Note: To subscribe to a report, you must fill the fields with red asterisks.
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2.

o Click E-Mail to receive the report through email.
o Click Windows File Share to save the report to the specified location.

Document Management
Participant Guide

In the Please select the delivery option section, perform either of the following steps, as applicable:

3. Based on the delivery option selected, perform the following steps:

E-Mail

Windows File Share

. Inthe Reply-To box, enter the email

. From the Priority drop-down list, select

In the To box, enter the email addresses
of the recipients of the report.

addresses of the recipients to whom the
reply email must be delivered.

In the Subject box, enter the name of the
report or any other appropriate subject
for the email.

the priority of the email.

If the selected priority is High, the email
will be sent as a High Priority notification.
In the Comment box, enter any
comment for the email.

Comments are included in the body of
the email.

Select the Include Report check box to
deliver the report in the selected format
as an email attachment.

Select the Include Link check box to
deliver the link to the report in the report
delivery email.

The recipient can view the report on the
application only if the recipient has the
required permissions on the report.
From the Report Format drop- down list,
select the format in which the report
must be generated and delivered to the
specified email addresses.

From the Start Date list, click the date
from when the report must be delivered.
Select the Stop this schedule on check
box, and then select the date until when
the report must be delivered.

In the File Name box, enter the file name
for the report.

. Select the Add a file extension when the

file is created check box to save the
report file name with the extension of the
file format as required for the report.

In the Path box, enter the path of the
shared file location where the report
must be saved.

Note: To configure the shared file
location in the application, you must
provide the file path location to the
Administrator.

. From the Report Format drop-down list,

select the format in which the report
must be generated and saved.

In the Credentials used to access the file
share section, enter the credentials to
access the shared location and save the
report.

From the Overwrite options section, click
any of the following options:

* Overwrite an existing file with a
newer version - When saving the
report at the file location at the
scheduled time, if a file with the
same name exists, then the
existing file is overwritten by the
latest report.

* Do not overwrite the file if a
previous version exists - When
saving the report at the file
location at the scheduled time, if a
file with the same name exists,
then the reportis not overwritten
by the latest report, and the report
is not saved at the file location.

* Increment file names as newer
versions are added - When saving
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E-Mail Windows File Share

the report at the file location at the
scheduled time, if a file with the
same name exists, then the latest
report is saved with the same
name appended with a sequential
number.

g. From the Start Date list, click the date
from when the report must be saved.

h. Selectthe Stop this schedule on check
box, and then select the date up to when
the report must be saved at the file
location.

4. To setthe frequency of report delivery, click the Schedule Details tab.

SIT Testing Build- FHWA eDelivery X

Delivery Option Schedule Details

% | Hourly Runs only once
() paily start time (hhimm) "
() Weekly

() Monthly

(®) Once

5. From the delivery frequency options, click the appropriate option:

Option Description Steps

Hourly The report is delivered a. Click Hourly in the delivery options list.
every preset number of b.In the Run the schedule every section, enter
hours. the frequency of report delivery:

i In the hours and minutes boxes, enter the
time period in hours and minutes the report
must be periodically delivered.

ii. In the Start time (hh:mm) box, enter the
time (in 24-hour format) the report delivery
must begin.

Daily The report is delivered a. Click Daily in the delivery options list.
once on preset days, or b. Inthe schedule definition section, enter the
periodically as defined. frequency of report delivery:

* Click Every Weekday to get the report
delivered on all weekdays, from Monday
to Friday.

* Click Repeat after this number of days,
and then, then in the box, enter the
number of days to get the report
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Option

Description

Steps

delivered periodically once every
specified number of days.
c. Inthe Start time (hh:mm) box, enter the time (in
24-hour format) the report must be delivered.

Weekly

The report is delivered
every preset number of
weeks on preset days of
the week.

a. Click Weekly in the delivery options list.

b. Click Repeat after this number of weeks, and
then in the box, enter the number of weeks to get
the report delivered periodically once every
specified number of weeks.

c. Inthe On day(s) section, select the days on
which the report must be delivered.

d. Inthe Start time (hh:mm) box, enter the time (in
24-hour format) the report must be delivered.

Monthly

The report is delivered
monthly on preset days
of a selected week.

a. Click Monthly in the delivery options list.

b. Selectthe months when the report must be
delivered.

c. Click one of the following options to schedule
the delivery of the report:

°* Onweek of the month

i From the list of weeks, select the
week the report must be
delivered.

ii. Inthe On day(s) section, select
the days the report must be
delivered in the week previously
selected.

°* On Calendar day(s)

o Inthe box, enter the number of days
of the month the report must be
delivered, starting from the current
day. For example, if the current day is
the 12" of a month, and the calendar
days setis 10, then the reportis sent
for 10 days from the 12th of every
selected month.

d. In the Start time (hh:mm) box, enter the time
(in 24-hour format) by when the report must be
delivered.

Once

The report is delivered
once on the current day.

In the Start time (hh:mm) box, enter the time (in 24-
hour format) by when the report must be delivered.
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6. Click Subscribe.
The report is delivered as scheduled.

Note: Only users with the Administrator role can unsubscribe to reports.
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