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INTRODUCTION

This document is for Consultant and State Employees responsible for working on Capital Projects. This manual
covers the preparation, review, and delivery of capital project documents across the whole project timeline
from project initiation to project completion. This manual also covers design phase scheduling.

Questions or inquiries regarding the subject matter can be forwarded to the following contacts:

Bruce Bourgoin P.E.

Transportation Supervising Engineer
AEC Applications
bruce.bourgoin@ct.gov

Mathew Calkins P.E.

Transportation Supervising Engineer
AEC Applications
mathew.calkins@ct.gov

Revision History

Digital Project Development Manual Revision History
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1. Definitions

ACD — The attribute applied to a revision requested by the Processing unit to an ADP discipline subset.
ACD2 — The attribute applied to a revision requested by the Processing unit to an ACD discipline subset.
ADP — The attribute applied to an Addendum discipline subset.

ATLAS — This tool is used to manage the location of various assets, projects, and investigations.
Bluebeam — PDF software.

CIM — Civil Integrated Management

CSI — Construction Special provisions Institute

DCD —The attribute applied to a revision requested by the Processing unit to an FDP discipline subset.
DCD2 —The attribute applied to a revision requested by the Processing unit to a DCD discipline subset.

Discipline Subset — A multi-page PDF document that includes all the contract plan sheets for a discipline.
Example would be all the structures sheets would be packaged in (1) multi-page PDF document.

DICO — The attribute applied to a design-initiated change order discipline subset.
DPD - Digital Project Development Manual.
EED — Electronic Engineering Data

Engineer of Record — The engineer’s digital signature that is applied to the discipline subsets. For CTDOT staff
this would be the Principal Engineer.

FDP —The attribute applied to a final design plans discipline subset.

FIO — The attribute applied to a “for information only” discipline subset.
FPL — The attribute applied to an advertised FDP discipline subset.
0365 — Microsoft Office 365

Project Manager — Lead designer on the project. For CTDOT staff this is the TE 3 or Supervisor of the lead
discipline or consultant liaison TE3 or Supervisor.

Set File —Is a consolidated viewer file that is created using Bluebeam. When this file is opened all the contract
plans, FDP, Addendum, Change Orders, are sorted by their page labels in the correct order.

S&T — COMPASS Submittals/Transmittals application.
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2. Prerequisites and Policies

The following details various requirements and policies that need to be followed when working on a Capital
project for the Connecticut Department of Transportation (CTDOT).

Software Requirements
1. Document Management Software — CTDOT uses COMPASS and Office 365 for a document
management solution.
2. PDF Software — CTDOT has standardized on Bluebeam its PDF software.
a. Acurrent license of Bluebeam Revu must be purchased to perform all the procedures in this
manual.
b. A CTDOT Bluebeam profile is available in Appendix A.

Digital Signatures Requirements

1. All contract plans, working drawings, and applicable engineering reports submitted to the Department
shall be digitally signed by a CT licensed Engineer or CT licensed Architect in accordance with this
manual.

2. Digital contract plans, including Final Design Plans (FDP), Design Completion Data (DCD), Addenda,
Addenda Completion Data (ACD), Design Initiated Change Order (DICO), and Working Drawing (WDP)
and all engineering reports shall be digitally signed in conformance with this manual.

a. Digital signatures must meet the requirements of Adobe’s Certified Document Services (CDS)
or Adobe Approved Trusted List (AATL).

b. AATL and AATL vendor information is provided at the following website:
https://helpx.adobe.com/acrobat/kb/approved-trust-list2.html

c. Trial CDS/AATL Signatures will not be accepted by the Department, a signature must be
purchased from one of the CDS/AATL Vendors.

3. Bluebeam Revu or Extreme is required for all digital signature processes. After contract plans have
been advertised, the digital signature is not allowed to be removed.

CAD Standards
1. Standard Computer Aided Design (CAD) Applications shall conform to those listed on the CTDOT CAD
Standards Website.

Policies

1. The Consulting Engineer acknowledges and agrees that Contract Plans submitted using the [Digital
Submission Procedure set forth in this Manual] has the same force and effect for the purposes of the
Consulting Engineer’s agreement with the State as a signature and seal of a Connecticut Licensed
Professional Engineer or Architect as set forth in § 20-300-10 of the Regulations of Connecticut State
Agencies or § 20-293 of the Connecticut General Statutes, as applicable. Nothing in this DPD serves as
an authorization for, or endorsement of, the use of this [Digital Submission Procedure] generally by the
Consulting Engineer, its subcontractor(s), or any Connecticut Licensed Professional Engineer or
Architect with respect to other work it performs for the State or work it performs for other clients.

2. When on call consultants are used for CTDOT projects, the title sheet shall be digitally signed by CTDOT
following the procedure in Digital Signatures section of this manual.

3. When a document reaches a final status a “Final Status” shall be placed on the document. This will
lock for editing and ensure document retention.



https://helpx.adobe.com/acrobat/kb/approved-trust-list2.html
https://portal.ct.gov/DOT/Engineering-Applications/Digital-Project-Solutions---AEC-Main-Page
https://portal.ct.gov/DOT/Engineering-Applications/Digital-Project-Solutions---AEC-Main-Page
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3. Project Creation in COMPASS

Through the Project Generator, new Capital projects are spatially identified by drawing a polygon on a map in
CT-Atlas 2.0 (See Section 16). The polygon is given a temporary project identifier with the initial letters of “PP”
in its name.

For any questions pertaining to CT-Atlas 2.0 or GIS licenses, create a ticket with the Eng. and Const. GIS
Support section of the COMPASS Support Desk:

Eng. and Const. GIS Support

This shall be used to submitted support
tickets for Engineering and Construction
GIS issues including ATLAS.

Once all required steps are completed in CT-Atlas 2.0, including pressing the button to Notify Compass that
project PPxxx-xxxx has been created (See Creating a Proposed Project), a COMPASS project page — including
document libraries, S&T application, and all other features — will automatically generate.

Note: Projects are not promoted to a permanent project number until funding has been approved and the
project is in the Financial Obligation Report (OBL). Once funding is in place, the temporary project will
graduate to a permanent project number. This transition process (from a proposed project to a permanent
project number) is performed in COMPASS and will be reflected by both the permanent number and proposed
number shown in COMPASS.

3.1. Creating a Proposed Project (PP)

To create a new project in COMPASS, perform the following steps:

1. Create the project polygon and perform all other required actions in CT-Atlas 2.0 following the
guidance provided (See Creating a Proposed Project). This process for new projects includes all
projects for the Bureaus of Engineering and Construction and Public Transportation. See Public
Transportation and Rail Projects and Planning and Emergency Declaration Projects for unique project
promotion processes related to these project types.

2. Once all necessary steps are completed in CT-Atlas 2.0, a project site will automatically generate in
COMPASS. It can take up to an hour for this process to complete. Navigate to COMPASS and search
for the project number. Ared banner will display in the COMPASS project site while the site
provisioning process is still in progress: “Project provisioning in progress. Some functionality will be
limited.”

3. Create a ticket with the COMPASS Support Desk providing the project number and Project Manager
name.

COMPASS Support
r
({3} Welcome! You can submit a
A, COMPASS\Office 365 support

request here. Please select from..



https://ctdotcompass.atlassian.net/servicedesk/customer/portals
https://ctgovexec.sharepoint.com/projects/Pages/Projects.aspx
https://ctdotcompass.atlassian.net/servicedesk/customer/portals
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4. The COMPASS Support team will provide project site owner permissions to the Project Manager. All
DOT staff are automatically project site members. (See COMPASS Project Site Permissions for details.)

5. Populate the Project Staff, including the Project Initiation Staff section.

6. Contact all relevant asset stewards and ensure the Work Types and Work Codes are selected properly
on the COMPASS Project Assets page. See ECD-2023-9-Project Asset Form for more details.

3.2, COMPASS Project Assets

Project assets are to be maintained for the life of a project, from the conceptual phase through construction.
See Project Asset Form, Bridge Assets in Project Asset Form, and Traffic Signal Assets in Project Asset Form for
more details.

To view and maintain the Asset Work Types and Work Codes:

1. From the COMPASS Dashboard or Details page, select the Assets tab.

hboard Details ubmittals/Transmittals Assel

2. The Proposed Project table displays at the top of the Asset page. The table populates 20 records at a
time. If more than 20 assets are listed, use the scroll arrows to advance through the records.

15 Active 4/21/2021 6/11/2023
15 Active 4/21/2021 6/11/2023
15 Active 4/21/2021 6/11/2023

3. Select one or more asset records from the Proposed Project table by checking the box(es). Press the
Update Asset Info button.

Update Asset Info [P

PROPOSED PROJECT

—] BRIDGE # BRIDGE TYPE NBI NHS LENGTH
] 03082 02 - Stringer/m...  Yes Yes 146.25
1) 03146 02 - Stringer/m...  Yes Yes 1275

(] 03148 02 - Stringer/m...  Yes Yes 237



https://portal.ct.gov/-/media/DOT/documents/AEC/ECD-2023-9_Eng-Cons_Dir_PAF_final_sah.pdf
https://portal.ct.gov/-/media/DOT/documents/AEC/ECD-2023-9_Eng-Cons_Dir_PAF_final_sah.pdf
https://portal.ct.gov/-/media/DOT/documents/AEC/ECB-2023-4_Eng-Cons_Bulletin_PAF_Bridge_2023_10_01_final_jaf.pdf
https://portal.ct.gov/-/media/DOT/documents/AEC/ECB-2023-5_Eng-Cons_Bulletin_PAF_Traffic_Sig_jaf.pdf
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4. An Update Bridge Assets window appears. Select the appropriate Work Type and Work Code(s) from
the drop-down menus. Only one Work Type can be selected. One or more Work Codes can be
selected, as needed. Press Save.

Update Bridge Assets

Work Type

RHB - Rehabilitation v
Work Codes

Cu-M - Culvert Maintenance, R-...

Cancel Save

5. The Work Type and Work Code columns will update to reflect the information selected. The Updated
and Updated By columns auto-populate the with the date and name of person who made the most
recent update.

Additional notes:
e Columns in the Proposed Project table can be sorted alphanumerically.
e Assets cannot be added or deleted in the COMPASS project page. To add or remove project assets,
make the appropriate revision in CT-Atlas 2.0 (See Managing Assets and Geometry).

3.3. Proposed Project Information (PPI) Form

1. Before beginning the PPI process,
a. Verify the Project Initiation Staff section of the Project Staff information is correct. The
individual completing the PPl Form must be included in the Project Initiation Staff.
b. Verify all COMPASS Project Asset information is correct.

2. Navigate to the Details tab on the COMPASS project site.

Dashboard Details Submittals/Transmittals Assets

3. Select Establish Project Number button. This opens the blank PPl form.

Dashboard Details Submittals/Transmittals Assets
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4. Populate all the fields in the PPl form. Ensure all fields in the PPI form are filled out before pressing
Save Data. The Title, Description, Justification, and Comments fields have a 255-character limit.
Press the Save Data button when complete.

Save Data

5. A PPI PDF document will automatically generate and save in the 600 Project Initiation Documents

folder.
- Close | PPl Form ©) Saved Successfully X
@ Success! Form PDF saved to /Internal Documents/600 Project Initiation Documents/ folder Dismiss
GENERAL INFO

6. Route the document for signature via the S&T using the guidance provided in Attach Files to a
COMPASS S&T Envelope and Correspondence and Memoranda in COMPASS. For digital signature
guidance, see Signing and Editing PDFs in Office 365.

3.4. Cancel a Proposed Project

To cancel a proposed project, create a ticket with the COMPASS Support Desk, providing:
e The proposed project number. Verify that the correct proposed project is provided. Once the
project cancellation process is completed, it cannot be undone.
e The cancellation reason.
e Arequest to cancel the project.

Once the cancellation process is complete, the cancelled date will display in the DATES section on the right side
of the Project Details page. Click on the cancelled date to view the cancellation reason.

DATES

i Drat 0405/ 2023

3.5. Promote a Proposed Project to a Permanent Project

Project assets are to be maintained for the life of a project, from the conceptual phase through construction.
Once funding is approved and the Engineering and Construction project is in the Financial Obligation Report
(OBL), it can be promoted to a permanent project. See Public Transportation and Rail Projects and Planning
and Emergency Declaration Projects for unique project promotion processes related to these project types.

Do not use the Select a Project Number drop-down field.



https://ctgovexec.sharepoint.com/teams/AEC/SitePages/Attach-Files-to-an-Envelope.aspx
https://ctgovexec.sharepoint.com/teams/AEC/SitePages/Attach-Files-to-an-Envelope.aspx
https://ctgovexec.sharepoint.com/teams/AEC/SitePages/Correspondence-and-Memoranda-in-COMPASS.aspx
https://ctgovexec.sharepoint.com/teams/AEC/SitePages/Signing-in-Office-365.aspx
https://ctdotcompass.atlassian.net/servicedesk/customer/portals
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Dashboard Details ubmit 1 A

Select a Project Number:

To request a proposed project be promoted to a permanent project:
1. Verify the scope of the project matches what is portrayed in CT-Atlas 2.0 (e.g., assets, polygons, etc.).

2. Create a ticket with the COMPASS Support Desk, providing:
a. The proposed project number.
b. The permanent project number.
c. The project manager.
d. Arequest for project promotion.

COMPASS Support

&
( 8} Welcome! You can submit a
-

COMPASS\Office 365 support
request here. Please select from..

3. The COMPASS Support team will review and promote if the project passes the necessary criteria or
provide feedback if any changes are required. Note: The project site URL will not change when the
project is promoted; it will continue to contain the proposed project number (PPxxx-xxxx), not the
new permanent project number.

4. Once the promotion process is complete, update the name of the MS Project Schedule to reflect the
permanent project number.

Note: The COMPASS Project Site Permissions groups and project site URL will continue to reflect the PP
number for the life of the project, even after promotion to a permanent project number. For example, if
PP123-4567 is promoted to permanent project 9876-5432, the site permissions groups for that project will
remain as PP123-4567 for the duration of the project.

3.6. Public Transportation and Rail Projects

For Public Transportation and Rail projects NOT in the CTDOT Obligation Plan, complete the following steps to
create and promote a project in COMPASS.

1. Complete all necessary steps in CT-Atlas 2.0 as described in Creating a Proposed Project.

2. Once all necessary steps are completed in CT-Atlas 2.0, a project site will automatically generate in
COMPASS. It can take up to an hour for this process to complete. Navigate to COMPASS and search
for the PP project number. A red banner will display in the COMPASS project site while the site


https://ctdotcompass.atlassian.net/servicedesk/customer/portals
https://ctgovexec.sharepoint.com/projects/Pages/Projects.aspx
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provisioning process is still in progress: “Project provisioning in progress. Some functionality will be
limited.”

3. Navigate to Public Transportation and Rail Project Data Form. If you do not have access to this form,
please put in a request to the DOT.Helpdesk@ct.gov

4. Create the new project using the permanent project number, adding all relevant project data to the
form.

5. Create a ticket with the COMPASS Support Desk, providing:
a. The proposed project number.
The permanent project number.
The project manager.
A request for project promotion.
Date when the Public Transportation and Rail Project Data Form was completed. Note: It
takes approximately 48 hours from the time that the Public Transportation and Rail Project
Data Form is completed until the project promotion process can take place.

oo o

COMPASS Support
£
( 3) Welcome! You can submit a
- COMPASS\Office 365 support

request here. Please select from..

f. The COMPASS Support team will review and promote to the permanent project number.
Note: The project site URL will not change when the project is promoted; it will continue to
contain the proposed project number (PPxxx-xxxx), not the new permanent project number.

5. Populate the Project Staff, including the Project Initiation Staff section.

6. Contact all relevant asset stewards and ensure the Work Types and Work Codes are selected properly
on the COMPASS Project Assets page. See ECD-2023-9-Project Asset Form for more details.

3.7. Planning and Emergency Declaration Projects in the OBL

For Planning and Emergency Declaration projects, complete the following steps to create and promote a
project in COMPASS.

1. Complete all necessary steps in CT-Atlas 2.0 as described in Creating a Proposed Project.

2. Once all necessary steps are completed in CT-Atlas 2.0, a project site will automatically generate in
COMPASS. It can take up to an hour for this process to complete. Navigate to COMPASS and search
for the project number. A red banner will display in the COMPASS project site while the site
provisioning process is still in progress: “Project provisioning in progress. Some functionality will be
limited.”

3. Confirm the project is in the Obligation Report (OBL), then create a ticket with the COMPASS Support
Desk, providing:
a. The proposed project number.
b. The permanent project number.



https://publictrans.dot.ct.gov/
mailto:DOT.Helpdesk@ct.gov
https://ctdotcompass.atlassian.net/servicedesk/customer/portals
https://publictrans.dot.ct.gov/
https://publictrans.dot.ct.gov/
https://publictrans.dot.ct.gov/
https://portal.ct.gov/-/media/DOT/documents/AEC/ECD-2023-9_Eng-Cons_Dir_PAF_final_sah.pdf
https://ctgovexec.sharepoint.com/projects/Pages/Projects.aspx
https://ctdotcompass.atlassian.net/servicedesk/customer/portals
https://ctdotcompass.atlassian.net/servicedesk/customer/portals
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c. The project manager.
d. A request for project promotion.
e. Indicate whether it is a Planning or Emergency Declaration project.

COMPASS Support

&
(fi} Melcome! You can submit a
- COMPASS\Office 365 support

request here. Please select from..

1. The COMPASS Support team will review and promote to the permanent project number. Note: The
project site URL will not change when the project is promoted; it will continue to contain the
proposed project number (PPxxx-xxxx), not the new permanent project number.

2. Populate the Project Staff, including the Project Initiation Staff section.

3. Contact all relevant asset stewards and ensure the Work Types and Work Codes are selected properly
on the COMPASS Project Assets page. See ECD-2023-9-Project Asset Form for more details.

3.8. Pause or Complete a Permanent Project

The project phase displayed for COMPASS projects automatically displays and updates to reflect the phase in
the CTDOT Construction Management System (e.g., Site Manager, AASHTOWare, etc.). In some situations, a
project manager may need to manually pause or compete a project.

To pause or complete a project, any DOT staff can perform the following steps:

1. Go to COMPASS Projects, or the dashboard, details or landing page of any COMPASS project site. This
process cannot be performed via the COMPASS S&T page.

2. Navigate to the gear > Site Contents.
“
Settings

SharePoint

Show Ribbon
Shared with...
Edit page

Add a page
Add an app

Site contents
Design Manager
Site settings
Getting started



https://portal.ct.gov/-/media/DOT/documents/AEC/ECD-2023-9_Eng-Cons_Dir_PAF_final_sah.pdf
https://ctgovexec.sharepoint.com/projects/Pages/Projects.aspx
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3. Choose Project Phase Override.

Name Type
O Design Document library
& Documents Document library
I Site Assets Document library
@  Project Phase Override List

4, Press New.

{(R) COMPASS

+ New g Edit in grid view

Project Phase Override ¢

5. Complete the New item field.
a. Enter the project number in the XXXX-XXXX format (including leading zeroes).
b. Select either Completed or Paused from the Project End Date Reason drop-down menu.
c. Inthe Notes and Details fields, provide the reason for completing or pausing the project, along
with any other relevant information.
d. Verify information is correct, then press Save.

10
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New item

Project Number *
Enter value here

You can't leave this blank.

[I] Project End Date

5/8/2023

& Project End Date Reason

'Type to filter

Completed

Paused

I Attachments

Add attachments

6. To reactivate a paused or completed project, create a ticket with the COMPASS Support Desk.

11
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4. Document Management System

CTDOT uses COMPASS and Office 365 for document management. The objective of COMPASS is to provide
CTDOT with project management processes that work in conjunction with a cloud-based digital Transportation
Management Solution, utilizing Microsoft Commercial Off-the-Shelf Software (MCOTS) to manage the delivery
of all capital projects. Specifically, this solution will provide improved quality and control over complex
transportation projects by providing:

e Submittal and Transmittal Ball-In-Court tracking

e Better collaboration and communication using SharePoint online.

e Real-time project scheduling capabilities using integrated MS Project

e Improved resource management

e Real-time project status dashboards

e Document control and content management

e Improved transparency and accountability

o Improved risk management

4.1. COMPASS Overview

COMPASS is a cloud-based application built on Microsoft SharePoint pages. CTDOT users are provided with a
CTDOT 0365 license which is used to access COMPASS and all other DOT 0365 applications. External user
invitations are sent to non-CTDOT personnel — such as consultants and contractors — to grant project-specific
site access.

Presently, COMPASS provides a single place to display the following project information:
e Rights-of-Way
e Environmental Permits
e CORE data
e Viewport data
e Composite Project Database (CPD)
e Submittal/Transmittal Application
e Project Staff Management
e MS Project Schedule Integration
e Document Storage/Control
e Security/User Management

12
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4.1.1 Office 365 Sign In

The Microsoft Online sign-in page for CTDOT staff is located at https://www.office.com, or is typically
associated with CTDOT default browser windows.

Bf Microsoft
Sign in

Email, phone, or Skype

Can't access your account?

Back MNext

Sign-In Name
For CTDOT personnel, user sign-in names match the ct.gov email address.

Sign-In Password

For CTDOT personnel, user sign-in passwords match email passwords. If the email password is changed, the
Microsoft Online password is automatically changed.

4.1.2 COMPASS Browser Set Up
COMPASS is supported by the Edge and Chrome browsers.

4.1.3 Accessing COMPASS

For CTDOT users, to enter the main COMPASS landing page:
1. Log-in to Office 365.
2. Navigate to SharePoint.

Microsoft 365

ﬁ Qutlook ‘ COnelrive

ﬂ Word a Excel
@ PowerPoint u OneMote
Q SharePoint $ Teams

3. Search for Projects. This location can also be accessed directly via COMPASS. Tip: Follow this site in
0365 or save the site as a bookmark/favorite in an internet browser window.

13
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< Prqjectsi

L) projects
Sites

Projects

You recently accessed

{R) COMPASS

CONNECTICUT DOT
-

Projects

Filter Projects By

()’3 Search Projects Project Manager ~ | | Schedule Phase

Reset Filters Submit Search

PP000-0000

Temp ID. PPO00-0000
Project Mo. PROJECT NUMBER UNASSIGNED Temp ID. PPO00-0000

Start of C iction: Projec ager: Schedule Phase:

Project Dashboard Project Details Copy Project Url
£ submittals/Transmittals

4.2. Project Folder Structure and Required Documents for Capital Projects

This section details the project folder structure and the required project documents that must be submitted
for each project. The figure below illustrates a CTDOT project folder structure for a Capital Project. See
COMPASS Permissions Model for details on folder permissions.

14
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Project Overview

Contacts

Design

Contract Docurments
Internal Documents

Confidential Documents

Project Emails

OneMote

Note: In the case where two or more projects are combined or advertised as one project, all contract
documents for these projects will be submitted into the lowest numbered project in COMPASS.

Project Folder Structure and List of Project Documentation

DESIGN LIBRARY

The folders in the Design Library are intended to store CAD files and working documents for designers.
For more information on working with CAD files stored in COMPASS, please see the CTDOT Digital Design
Environment (DDE) Guide Section 3 - Configuration and Worksets.

CONTRACT DOCUMENTS LIBRARY

100_Contract_Plans (PDF) — This folder is in the Contract Documents library and contains only final Contract
Plans, which includes the following. There shall not be any working documents uploaded into this folder.

e Final plans

e Addendum plans

e Design Initiated Change Order plans.

e As-Built plans

e Electronic Engineering Data (EED) — Final Prepared by AEC Applications

110_Contract_Documents — This folder is in the Contract Documents library and shall only contain the
following final documents. The only working file allowed in this folder is the Contractor Submittal List. This list
is to be maintained through the life of the project per ECD-2020-1 Contractor Submittals.pdf.

e Signed Contract

e Pre-Bid Questions and Answers

e Contract Special Provisions — Final, Addendum, and Design Initiated Change Order special provisions.

e State and Federal Minimum Wage Rates and Classifications.

e SOM (Source of Materials)

e Insurance documents

e Pre-Award DBE Review — Specific Contractor

e Bonds

e Contractor Submittal List

125_Completed_Submittals — This folder is in the Contract Documents library. Contractor submittals — with
the exceptions of Payrolls — automatically relocate to this folder from the 120 _Contractor Submittals (PDF)
folder when marked complete. This folder is read-only. Documents cannot be directly updated to or modified
in this folder.
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Project Folder Structure and List of Project Documentation

130_Final _Engineering Reports — This folder is in the Contract Documents library and contains all the final
engineering reports. There shall not be any working documents uploaded into these folders. Note: Ensure file
names in this folder: 1) do not include any special characters and 2) accurately and intuitively describe the
document.
e Hydraulic
o Hydraulic Report and Hydraulic Report Data
Scour Report and Scour Report Data
Floodway Report and Floodway Report Data
Final Drainage Reports and Final Drainage Report Data
USGS Bridge and Channel Assessment Reports
o Miiscellaneous Technical Data, Studies, Investigations or Reports
e Environmental Compliance

@)
@)
@)
@)

o Task110

o Task210

o Task310

o Underground Storage Tank System Closure Reports
e Bridge

o Load Rating
e Geotechnical
o Geotechnical Report Project files - including test boring, laboratory testing data file, and
computations

160_Project Photos — This folder is in the Contract Documents library and is where all project photos and
videos shall be stored. Both engineering and construction photos shall be stored in this folder.

INTERNAL DOCUMENTS LIBRARY

120_Contractor_Submittals (PDF) — This folder is in the Internal Documents library and contains the following:
e Shop Drawings
e Product Data Sheets
e Product Samples
Coordination Drawings
Working Drawings
Requests for Entitlement
Correspondence from Contractor
RFls
RFCs
Schedules
Payrolls
e Material Testing
e Quality Assurance Submittals
e Operation and Maintenance Manuals
e Spare Parts Transmittals
e Landscape Submittals
When contractors create submittals, all documents automatically uploaded to this folder.

140_Project_Administration — This folder is in the Internal Documents library and is the storage location for
final permanent milestone project administration documents. These project administration documents can be
defined as, but not limited to, deliverables such as agreements, project approvals, project scope, regulatory
documents, design phase schedules, etc. There shall not be any draft documents uploaded into this folder.

e Agreements — Utility, Railroad, Municipal, etc.
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Project Folder Structure and List of Project Documentation

e Categorical Exclusion

e C(Certification Acceptance Checklist

e Commitment list

e Consultant Selection Documents — Scope of Services, Notice to Proceed, etc.
e Construction Incidental Cost Establishment Report

e DBE/SBE Approval with percentage, participation level
e Design Approval

Design Exceptions

Design Phase Microsoft Project Schedule - COMPASS
Draft Noise Analysis Report

Environmental Impact Study — EIS

e Final Design Report

e Final Noise Analysis Report

e Finding of No Significant Impact - FONSI

e Lighting Agreement

Record of Decision — ROD

Rehabilitation Study Report

Risk Management Documents

RPM — Request for Project Memorandum

Sidewalk Maintenance Agreement

Standalone Transportation Management Plan Document, taken from the final design report.
Stewardship Agreement

Structure Type Study

Waiver to Obligate Funds

e White Papers

142_Project Administration Correspondence — This folder is in the Internal Documents library and is for all
final project correspondence documents. This is defined as any request memos, response memos, letters, etc.,
and does not include any documents that are defined in the 140_Project Administration folder. This folder
shall not include any working/draft documents.

o Meeting Minutes

e Request Memos — Survey Request, Design Reviews, Support unit design.

e Response Memos — Response to the Request Memos

150_Quantity Calculations — This folder is in the Internal Documents library and is where all the final quantity
calculations for contract items shall be stored.
e FDP Estimate Quantity Computations

151_Final Design Calculations — This folder is in the Internal Documents library and is where all the final design
calculations shall be stored.

170_ROW Files - This folder is in the Internal Documents library and is where the final property maps shall be
stored until they are uploaded into the IRMS. Also, the project polygons and parcel polygons file shall be
stored here.

210_Construction — This folder is in the Internal Documents library. See Construction Documentation for more
information.
e 01 -Project Documents
Semi and Monthly Payment Estimates
Construction Orders with Backup
Copies of Cost-Plus Sheets with backup
All Delivery Tickets, Bituminous Concrete, Processed Aggregate Base, Concrete, etc.

O O O O
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Material Certifications, etc. (All Laboratory Reports)
Nuclear Density Test and Data Sheets (CON-125, 133)
Pile Driving Logs (CON-87)
Environmental Correspondence, Logs, etc.
Utility Forms (CON-40 and 41)
Contractor Payrolls
EEO/AA Reports (30-60-90s)
Labor Wage Checks (CON-131)
Hazardous Waste Manifests
Stores Requisitions and Transfer Vouchers
Purchase Orders and Requisitions
Correspondence
Computer Disks - properly labeled.
Any Other Related Records
Town Correspondence File - Includes:
=  General Material
= Request for and response to matters concerning highway, bridge, signing, lighting, etc.
by town officials.
= Written commitments to first officials and/or elected, appointed state, federal
officials.
=  Mapping Prepared by district or filed with district.
02 - Internal Documents
o Consultant Ratings
o Other Sensitive Documents
o This folder has unique permissions. See COMPASS Permissions Model for details.
03 — Measurements and Payments
o Field Books (all) Volumes 1,2,3, & 4s
04 - Consultant Negotiations
o Consultants Billings with Backup
o Sensitive documents pertaining to CEl negotiations.
o This folder has unique permissions. See COMPASS Permissions Model for details.
05 - Environmental
USACE Work Start Notification Form
USACE Compliance Certification Form
APA/Watershed Resource Maps
CTDEEP De Minimis Change Request
CTDEEP De Minimis Change Approval
CTDEEP Notice of Non-Compliance/Notice of Violation
CTDEEP Non-Compliance Monitoring Reports
CTDEEP Work Commencement Form
CTDEEP Compliance Certification Form
CTDEEP Permit Notification Correspondence
CTDEEP Site Inspection Reports & ROM'’s
CTDEEP/USACE Permit Extension Request
CTDEEP/USACE Permit Extension Approval
CTDEEP/USACE Time-of-Year Waiver Request
CTDEEP/USACE Time-of-Year Waiver Approval

O 0O O O O O O O 0O 0O O O 0O o0 o

O O 0O OO0 o O o o o0 o o0 o o o
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Project Folder Structure and List of Project Documentation

CTDEEP/USACE Emergency Authorization Request
CTDEEP/USACE Emergency Authorization Approval
CTDEEP Emergency Authorization Extension
Complaints

OEP Routine Inspection Report

OEP Semifinal Inspection Report

District Weekly / Routine Inspections (CSEIR)
CTDEEP Stormwater Notice of Termination Form
Wetland Mitigation As-Builts

USCG Deviation Letters

Submittals Satisfying CTDEEP/USACE Special Conditions

O O 0O O 0O o O o O O O

211_Materials Testing — This folder is in the Internal Documents library. Follow guidance provided in the
Materials Evaluation and Specifications Unit (MESU) COMPASS Construction Bulletin.

220_FHWA - This folder is in the Internal Documents library and is used by the FHWA for their purposes.

230_Contract_Administration — This folder is in the Internal Documents library and is used by the CTDOT
Contracts unit.

240_Contract_Development — This folder is in the Internal Documents library and is the location where the
Designer uploads the following supplemental contract documents:

e All contract special provisions and Notice to Contractors (NTC), in Word format, both final and
addendum special provisions. All contract special provisions shall be uploaded to the subfolder FDP
Specs. No other documents shall be uploaded to the FDP Specs subfolder except the contract special
provisions and NTCs in Word format.

e If the project contains CSl specifications, the designer is to create a sub-folder to the 240_Contract
Development folder named CSI Specs and upload all CSl specifications to this location. No other
documents shall be uploaded to the CSI Specs subfolder except the CSI specifications NTCs in Word
format. See Design Review Phase for instructions on how to create the CSI Specs folder.

e Estimator Proposal Estimate

e (Calendar Day Estimate

e Electronic Engineering Data Files uploaded by the Designer.

e Permit Applications and Approvals

310_Milestone_Submissions — This folder is in the Internal Documents library and is the location where the
designer shall submit all milestone submission documents. This includes plans, special provisions, reports,
estimates, etc. This folder has sub-folders for 30, 60, 90, and 100 submissions.

320_Permit_Development — This is in the Internal Documents library and can be used to store documents for
the development of permits. Note: At FDP, the permit applications and approvals must be uploaded into the
240 Contract Documents folder. The processing unit then adds the permits and applications to the contract
and uploads the contract into the 110 Contract Documents folder.

e Permits Needs Determination Form (PNDF)

e Wetland Flagging Coordination

e Natural Diversity Database (NDDB) Coordination

e CTDEEP Fisheries Correspondence
LEAN Meeting Minutes
Project Manager Meeting (PMM) Minutes
e Permit Review Comments
e Responses to Permit Review Comments

600_Project Initiation Documents — This folder is in the Internal Documents library and is where any project
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Project Folder Structure and List of Project Documentation

initiation documents can be stored. This would include any plans developed by the Project Concepts unit or
any other documents created in the project concepts phase.

CONFIDENTIAL DOCUMENTS LIBRARY

131_Engineering_Reports_Confidential =This folder is in the Confidential Documents library and is only seen
by a select number of people.
e Bid Analysis

141_Project_Administration_Confidential — This folder is in the Confidential Documents library and shall be
used for documents that only CTDOT should have access to.
e Consultant Payroll information

231_Contract_Administration_Confidential — This folder is in the Confidential Documents library. Access is
limited to the CTDOT Contracts Unit.

241_Contract_Development_Confidential — This folder is in the Confidential Documents library and contains
the final engineers estimate and calendar day estimate developed by the cost estimating unit.

e Final Engineers Estimate

e Final Calendar Day Estimate

4.3. COMPASS Project Site Permissions

Access to COMPASS project sites is provided using site permission groups. Each permission group has a unique
set of rights and restrictions.

CTDOT personnel and FHWA are automatically added to all COMPASS site members groups.

The Project Manager will be added to the site owners permissions group (full control of site) when a ticket is
created during the project creation process (see Creating a Proposed Project (PP)). The Project Manager (PM)
is responsible for granting and maintaining project site access for all consultants, contractors, and
stakeholders. The PM may also choose to invite another team member(s) to the site owners group and
delegate the site permissions management role to that individual(s).

It is recommended to limit the number of staff in the site owners group. The majority of CTDOT and
consultant staff will remain in the site members permissions group.

4.3.1 Site Permissions Groups Defined

There are four permissions group per project: Site Owners, Site Members, Site Stakeholders and Site
Contractors. There is a program-wide Compass Owners group which is not to be edited or changed by project
staff.

Site Settings » Permissions
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43.1.1 Site Owners Group — Xxxx-xxxx Owners

Staff added in this group have full control of the site, including the ability to add, edit or delete documents.
Site owners are responsible for maintaining site permissions. It is recommended that two staff from design
and two from construction are in the project site owners’ group. If staff rotates off of a project, the site owner
leaving the project should be removed and the replacement added to this permissions group. All site owners
should review the Restricted Elements to ensure actions are not taken which compromise the project site.

4.3.1.2 Site Members Group — xxxx-xxxx Members

Site Member is the most common group used for CTDOT staff and consultants. Individuals who need to review
submittals and access document folders should be added to the site members group. Construction
Contractors should not be added to the site members group; they should be added to the Site Contractors
Group. External users invited to join a project should follow the instructions provided in Accepting an
Invitation (External Users). CTDOT and FHWA personnel automatically have access to all COMPASS project
sites and do not need to be invited individually. CTDOT staff have access via the DOT-CompassDOTUsers
group; FHWA has access via the DOT Compass — Regulatory Partners Members group. These groups are added
to every project site members group and should not be deleted or modified by the site owners.

43.1.3 Site Contractors Group — xxxx-xxxx Contractors

Users in the Site Contractors permissions group can create new submittals in the COMPASS S&T application
and respond to requests to revise and resubmit. Contractors cannot access the Comments/Log or document
version history. Contractors are limited to viewing submittals in the Submittals / Transmittals table that a
member of the Contractors group created, or for which that individual is the Ball in Court (BIC). If multiple
members are included in this group, they will see each other’s submittals in the S&T table. The project
Contractor(s) should be added to this group. The COMPASS Contractor's User Manual provides instructions to
Contractors on how to accept invitations and use the COMPASS S&T application.

4.3.1.4 Site Stakeholders Group — xxxx-xxxx Stakeholders

Users in the Site Stakeholders permissions group can create new submittals in the COMPASS S&T application
and respond to requests to revise and resubmit. They cannot the Comments/Log or document version history.
Stakeholders are limited to viewing submittals in the Submittals / Transmittals table that they individually
create. Typical stakeholders include railroad representatives, towns, utilities, and other agencies.

4.3.1.5 Compass Owners

Compass Owners are a limited number of program-wide administrators representing various design units and
construction districts. To add or remove a Compass Owner, please create a ticket with COMPASS Support. Do
not add or remove individuals from this group.

4.3.1.6 COMPASS Permissions Model

See COMPASS Permissions Model for design library and folder permissions.
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4.3.1.7 Site Permissions Summary Table
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Invite or remove users from site permissions groups

Delete a submittal as the submittal owner X

Delete a submittal on behalf of another user (proxy)

Reopen a complete S&T envelope (internal CTDOT staff only)

Start, edit, revise & resubmit, or complete a review cycle as the submittal owner X

Start, edit, revise & resubmit, or complete a review cycle on behalf of another user (proxy)

Start or finalize a Bluebeam Studio Session as the submittal owner X

Start or finalize a Bluebeam Studio Session on behalf of another user (proxy)

Modify the Approval Matrix

View the Approval Matrix

Function as submittal owner per the Approval Matrix for Contractor submittals

Function as submittal owner for internal-internal or internal-external submittals

View and add posts to the submittal Comments/Log

Access the Dashboard and Details pages*

Create a submittal

x
>

Replace a submittal document in response to an R&R

Review a submittal (Submittal Reviewer Section)

Contribute documents to a submittal at any time in the review workflow

Reassign or add reviewers to a review assignment (Submittal Reviewer Section)

XX [ X[X|X|X|X|X|[X|X]|X
x
x

Approve or Reject Uploads as the submittal owner

Approve or Reject Uploads on behalf of another user (proxy)

XXX XXX XX XXX [X|X|X[|X[X[X|X|X|X|X|X[X|X|X]|X
XXX XXX XXX XXX XXX [X[X|X|X|X|X|X[X|X|X]|X

Delink files from a submittal envelope as the submittal owner X
Delink files from a submittal envelope on behalf of another user (proxy)
View document version history X

Modify/edit files in the 125_Completed_Submittals folder X

*Pre-approved consultants who cannot access the Dashboard and Details pages should fill out the form Getting Started
with SharePoint for Consultants (ct.gov) to gain access to these pages and enable improved collaboration in COMPASS.

4.3.2 Setting up Site Permissions Groups

The project manager or delegated staff member is responsible for maintaining the site permissions throughout
the duration of the project. There are two ways to access the project site permissions.

4.3.2.1 Site Settings Gear

To access the Site Settings menu via the gear:
1. Navigate to the project Submittals/Transmittals page.
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NAVIGATE TO SUBMITTALS
/ TRANSMITTALS PAGE

Submittals/Transmittals

\

Dashboard Details

2. Click the Gear in the upper right-hand corner of the Submittals/Transmittals page.

3. Select Site Settings.

Settings

SharePoint
Show Ribbon
Shared with...
Edit page

Add a page

Add an app

Site contents
Design Manager

Site settings

Getting started

4. Select Site Permissions.

Site Settings

Users and Permissions
People and groups

Site app permissions
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5. Select the xxxx-xxxx Contractors, xxxx-xxxx Members, xxxx-xxxx Owners or xxxx-xxxx Stakeholders
permissions group, as appropriate. Do not make any changes to the Compass Owners group. Note:
Projects which begin in COMPASS as proposed projects (PPxxx-xxxx) will display the proposed
project number in the site permissions groups, even after site promotion. For example, if PP123-
4567 is promoted to permanent project 9876-5432, the site permissions groups for that project will
remain as PP123-4567.

Site Settings » Permissions

6. To add a new member to the group, press New = Add Users.

People and Groups » 0018-0134 Members

7. Invite users to the project site as follows:
a. CTDOT personnel: CTDOT staff already has access to all project sites and does not need to be
individually invited, unless they are being granted site owner permissions. Please see Site
Members Group — xxxx-xxxx Members for more details.
b. FHWA personnel: FHWA staff already has access to all project sites and does not need to be
individually invited. Please see Site Members Group — xxxx-xxxx Members for more details.

c. Pre-Qualified Consultants: There are two methods of inviting consultants (including CLE,
design consultants, and CE&I) to COMPASS project sites. See Managing Pre-Approved BOEC
Consultant Project Site Permissions for details.

d. Other external users, including Construction Contractors, Stakeholders, etc.: Invite the user
via their company email address.

Multiple users can be invited at a time. By default, an email invitation will be sent to new users that
includes an optional personal message. To avoid sending an email notification, click Show Options and
uncheck the box “Send an email invitation.” Email invitations should not be forwarded between
users; a separate invitation should be sent to each external user who requires site access.

Once the names, email addresses, optional personal message and optional email invitation selection
are complete, press Share.
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SELECT TO SHOW EMAIL
NOTIFICATION OPTIONS

i

Include a personal message with this invitation (Optional)

CHECK BOX TO SEND AN EMAIL
NOTIFICATION. UNCHECK BOX TO
NOT SEND AN EMAIL NOTIFICATION.

M Ssend an email invitation

Share Cance

4.3.2.2 Site Settings URL

Site permissions can also be maintained by navigating directly to the site permissions URL address for a given
project.

For proposed projects and permanent projects which began in COMPASS as proposed projects, go to the
below URL, replacing the numbers highlighted in red with the relevant proposed project number. The URL
does not change when the project is promoted to a permanent project; it remains as the PP proposed

project number:

https://ctgovexec.sharepoint.com/projects/PP033-0008/ layouts/15/user.aspx

For permanent projects that did not start in COMPASS as proposed projects, replace the numbers highlighted
in red with the relevant project number:

https://ctgovexec.sharepoint.com/projects/0055-0130/ layouts/15/user.aspx

Follow steps 5-7 as described in the Site Settings Gear section to add users to the appropriate permissions

groups.

Tip: Site owners responsible for maintaining permissions on multiple project sites may choose to
bookmark/favorite the above URLs to their browser.

4.3.2.3 Restricted Elements

Site owners should not make any restricted changes to project sites.

4.3.2.3.1 Restricted Element - Settings Menu

Do not use any of the functionality under the Settings menu.
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People and Groups » 0134-0148 Members

i ve e
Title i ok
t ent

C @ Name About me

Executive Test

4.3.2.3.2 Restricted Element — Permissions Ribbon

Do not use the menu items in the Inheritance, Grant, Modify or Manage sections of the ribbon. Do not delete
permissions, grant new permissions, or create new permissions groups. The Check Permissions button can be
used to query the permission of an individual for that project site.

~

BROWSE PERMISSIONS

Check
Permissions

Check

4.3.2.3.3 Restricted Element — Modifying Site Styles

Do not use the Browser, Page, or Publish option in the ribbon. Best practice: Keep the ribbon hidden to avoid
accidentally selection one of these options.

3t Egnngcticu{: SharePoint

I BROWSE PAGE PUBLISH I

{(R) COMPASS

To hide the ribbon, go to the Gear -> Hidden Ribbon.
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- E

Settings

SharePoint
Shared with...
Edit page

Add a page

Add an app

Site contents
Design Manager

Site settings

Getting started

4.3.2.3.4 Restricted Element — Unique Permissions

Do not remove the two groups included in all project site members groups:
e CTDOT staff: DOT-CompassDOTUsers group
e FHWA staff (Connecticut): DOT Compass — Regulatory Partners Members

Do not modify any of the unique folder permissions established program-wide, as noted in the COMPASS
Permissions Model (sharepoint.com).

4.3.3 Accepting an Invitation (External Users)

External users (e.g., Contractors, Consultants, Stakeholders, etc.) invited to join a COMPASS project site will
need to take the following steps to accept a COMPASS invitation. External users should never forward their
invitations to other users. A unique invitation needs to be sent to each user requiring project site access.

If other individuals need access to a COMPASS project site, a request should be sent to the PM.

Note: Depending on the user’s email settings, the email notification may route to the SPAM or Junk folder or
display in the “Other” section in Outlook.

1. The external user will receive an email invitation with a direct link to the project page.

NEVER FORWARD COMPASS PROJECT SITE INVITATIONS TO OTHER USERS.
CONTACT PROJECT PM TO REQUEST ADDITIONAL ACCESS.

Hello,

Go To

2. On the SharePoint Online invitation acceptance page,

CLICK TO ACCESS
COMPASS LOG-IN
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a. External users with an existing work / company Office 365 account should click Organizational
Account and log-in using their company Office 365 username and password.

b. External users without an existing Microsoft account should select “Create a Microsoft
account” and follow the steps to set-up a new, free account using the email address to which
the invitation as sent.

Welcome to SharePoint Online

To accept your invitation, sign in with a Microsoft account or an account assigned to you by your
organization. By signing in you allow Connecticut Department of Transportation to use your basic profile
(name and email address) in accordance with their privacy statement. Connecticut Department of
Transportation has not provided links to their terms for you to review. You can remove these permissions

at myapps.microsoft.com.

.. Microsoft account

. Sign in with the account you use for OneDrive, Xbox LIVE, Outlook.com, or other Microsoft

S SELECT TO SIGN-IN USING AN
EXISTING COMPANY OFFICE
/ 365 ACCOUNT. USE THE SAME
e Organizational account USER NAME AND PASSWORD.
p Sign in with the account provided by your work or school to use with Office 365 or other
Microsoft services
Don't have either account? Create a Microsoft account, it’s quick and easy!
Vi sy SELECT TO CREATE A
R |y NEW, FREE ACCOUNT.

4.3.4 Consultant Staff
Consultant staff is typically invited to the Site Members Group on a given COMPASS project site.

4.3.4.1 Managing Pre-Approved BOEC Consultant Project Site Permissions

COMPASS project site owners have two options for managing pre-approved BOEC consultant site access.

4.3.4.1.1 Inviting Individual Consultants to a Project Site

Individual consultants can be invited to project sites in the same manner as CTDOT staff or other external
users. Consultants should be invited via their company email address.

4.3.4.1.2 Inviting Consultants by Company Using Dynamic Groups
Project site owners have the option of inviting pre-qualified consultants via unique domain name.

Only use this option for the site members permissions group. Do not user for the site owners group.

To use this option, the following elements are required:
e Company is a pre-qualified BOEC consultant. Please see Prequalified Consultants for Year 2024

(ct.gov) for list.

e Individual consultant staff must complete Getting Started with SharePoint for Consultants (ct.gov).
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Invite people Urban Engineers x WSP USA x Tighe & Bond x

Shared with BL Companies x STV Incorporated x
SLR International Corporation x

6 groups will be invited. Show

Include a personal message with this invitation (Opticonal).

SHOW OPTIONS

4.3.4.2 BOEC Consultant Access — Required Forms

All consultants: To better collaborate in COMPASS and view some frequently requested documentation, pre-
approved Bureau of Engineering and Construction (BOEC) Consultants should follow the instructions provided
in Getting Started with SharePoint for Consultants (ct.gov). Completing this form provides access to many
resources, including:

e COMPASS Dashboard, Details and Asset tabs

e Access to CTDOT Owned Special Provisions

e Access to DOT BOEC Consultants - Home (sharepoint.com)

e Ability for CTDOT Site Owners to manage permissions via company domain.

For OneDrive sync only: For consultants who need to sync to OneDrive for use of CAD files or other needs,
please see guidance provided at M2.1 Obtaining Access to SharePoint (ct.gov).

4.4, Navigating COMPASS

For CTDOT users, follow the instructions provided in COMPASS Overview to log-in to Office 365 and access
COMPASS.

4.4.1 COMPASS Home Page

44.1.1 Searching for Projects

Once on the COMPASS Home Page, search or filter by Project Number, Project Name, Project Manager or
Schedule Phase.
e Multiple Project Managers and / or Schedule Phases can be selected at the same time.

e Click Reset Filters to clear all filters and begin a new search.
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Projects FILTER WITH
DROP-DOWNS

SEARCH BY PROJECT
NAME OR NUMBER

Schedule Phase

Reset Filters Submit Search

e C(Click the Filter / Search Projects arrow to collapse or expand the filtering section.

/, Filter/Search Projects % | ? Help

1 of]

e If a search produces multiple results, scroll between the Project Landing Pages by using the up and
down arrows located on the upper-right hand side of the page.

4.4.2 Project Landing Page
The following resources can be accessed from each Project Landing page:
1. Project Dashboard
Project Details
Copy Project URL — Copies the project site URL to the clipboard.
COMPASS Submittal/Transmittal Application
MS Project Schedule —The MS Project schedule button will only be active if there is an associated
schedule and if the user has an MS Project Online license. See COMPASS Software License

Requirements for details.

vk wnN
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Project No. 0055-0130 Temp |D. PPO00-0000

[% Project Details
|D Copy Project Url
£ Submittals/Transmittals

] 5

|~ Project Dashboard

The following information resides on each Project Landing page:
e Project Description

e Schedule details including number of tasks remaining, overall schedule health and current Schedule
Phase

e Permit and ROW status.

e Key dates for the project — Open in CORE and FDP

e Staff assigned to the project with their contact details.

e Budget donut graphs — Roll over the graph sections to view monetary details.

e Funding data

4.4.3 Project Dashboard

4.4.3.1 Accessing the Project Dashboard
The Project Dashboard can be reached from the Project Landing page, Project Details page, or Submittals /
Transmittals page by clicking the Project Dashboard button.
Project No. 0076-0204 Temp ID. PP0O0O0-0000
REHABBRIDGENO. 05845
Construction: 04/01/2008  FDP- 03/07/2007

Manager. Baker,Mary E
Project No. QOT1-07 Temp ID. PPOTI-0003

Phase: 06_Completed

Project No. 00TI-0154 Temp ID. PPOTI-0003 > Proj hboard
ED-Bloomfield CT189 Br#01509

Start of Construction: 07/28/2017 FDP- i}
r- Baker,Mary E

o e R

4.4.3.2 Project Dashboard Contents
The following resources can be accessed from the Project Dashboard:
1. Project Menu

2. Project Details
3. Submittals/Transmittals
4

Assets
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Project No. 0002-0130 2 S 4
Temp ID. PP033-0008 Schadule Phase: Dashboard Details Submittals/Transmittals Assels

Project Overview

Contacts

Design

Contract Documents RELATED PROJECTS
Internal Documents

Confidential Documents SROJECT DESCRIPTION

Project Emails To

OneNote Route and Mile Project

The following information resides on each Project Dashboard:
e Project Description

e Project Value —roll over graph sections to view monetary details.

e Project Schedule FDP dates — obligation date, MS Project Schedule date and the associated delta
e Project Expenditures Graph (PEG) (under construction)

e Permitting status

e Rights of Way status

4.4.4 Project Details

44.4.1 Accessing the Project Details Page

The Project Details page can be reached from the Project Dashboard, Project Landing page, Submittals /
Transmittals page, or Assets page by clicking the Project Details button.

Project No. 0076-0204 Temp ID. PPO0O0O-0000
REHAB BRIDGENO. 05845
Construction: 04{01/2008 roe: 03/07/2007

ct Manager: Baker,Mary E
Schedule Phase: 06_Completed Project No. 00TI-0154 emp |D. PPOTI-

oject Mo. 0O0TI-0154 Temp ID. PPOTI-0003 |» Project Dashboard % Profact Detsils
ED-Bloomfield CT189 Br#01509

n: 07/28/2017 FDP: ]

4.4.4.2 Project Details Contents

The following resources can be accessed from the Project Details page:

1. Project Menu
2. MS Project Schedule —The MS Project schedule button will only be active if there is an associated

schedule and if the user has an MS Project Online license. See COMPASS Software License

Requirements for details.
3. Staff
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4, Assets

5. Related Projects — Programs that include multiple projects provide links to the Related Project(s) on
the Details page.

6. Collapsibility — Various sections of the Project Details page can be collapsed and expanded for ease of
viewing.

Project No. 0105-0219

< : i </ - = . & Back to Project List 2 ole‘;;
Temp ID. PP099-0010 Dashboard Details Submittals/Transmittals Assets 4 =

Schedule Phase: Design (Missing Dates)

Project Overview D Cancel Project RAGES X
Contacts 2 =
Design

RELATED PROJECTS 5 v

Contract Documents STAFF 3 Edit
Internal Documents 6 ENGINEERING LEAD UNIT STAFF
SUP INIT STAFF

PROJECT DESCRIPTION

Confidential Documents N .
vn(s): North Canaan N SRR ""

Project Emails o . = i NSTRU N STAFF

Repair and Maintenance Facility Roof Replacement CONSTRUCTION CONSULTANT STAFF
OneNote NTRACTOR ST

N
- PROJE ITIA AF
SCHEDULE DETAILS v

The following information resides on each Project Details page:
e Town(s)
e Project Description
e Schedule details including number of tasks remaining, overall schedule health and current Schedule
Phase
e MS Project schedule milestone details
e Permitting and ROW details
e Budget donut graphs — Roll over the graph sections to view monetary details.
e Funding data

4.4.5 Staff

Project staff is to be regularly maintained in COMPASS per the Managing Project Staff in COMPASS Engineering
& Construction Directive. See Managing Project Staff in COMPASS for more information.

4.4.6 Project Menu

The Project Menu — located on the left side of Dashboard and Details pages — is comprised of the following
sections. For the four document libraries, Project Folder Structure and Required Documents for Capital
Projects and COMPASS Permissions Model (sharepoint.com) for more details.

e Contacts: The Contacts list can be used to add contact information for project staff, stakeholders,
agencies, or other relevant users.

e Design: Document library.
e Contract Documents: Document library.

e Internal Documents: Document library.

e Confidential Documents: Document library.
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Project Emails: Project-related emails that need to be memorialized can be saved to the Project Emails
folder. The contents of this folder are viewable to those with project site access. Highly confidential
project emails that require more restricted access should not be stored in this location.

OneNote: The OneNote tab provides a project-specific OneNote notebook. Project staff can use this
OneNote to document project notes, meeting minutes, action items, or other information as needed.

Project Overview

Contacts

Design

Contract Docurnents
Internal Documents
Confidential Documents
Project Emails

OneMote

CTDOT Staff Contact, Organization, and Status Information

For easy access to CTDOT staff information and communication links, click on the staff name in the Ball In
Court column of the S&T table, or the assigned reviewer name in the Workflow section of an S&T envelope.

Information that displays for CTDOT staff, in a manner similar to Outlook, includes:

e Contact information
Organization (org chart) information

[ ]
e Automatic replies as established in Outlook (e.g., out of office replies, if relevant)
e Quick links to send an email or start a Teams chat with the CTDOT staff

User.C.Compass

Overview Contact

Contact information

Ermail

&

User.c.compas

Business address

® :
~  Norwich

Files

& send email @' Start chat

Files

Company

db DOT

For non-CTDOT staff, information is more limited and typically includes name and email address.
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5. Digital Project Processes

5.1.

Processes by Project Phase

The following shows the processes included in this manual separated by project phase. Also included in this
table is a link to the process map that corresponds to each document/process:

Project Initiation Phase

Document/Process

Requirements

Project Schedule

Project Schedule should be set up in accordance with Design Phase Project
Scheduling

Preliminary Design Phase

Preliminary
Contract Plans

Plans shall be grouped in accordance with Contract Plan Grouping
Plans shall be formatted in accordance with Contract Plan Format

Preliminary
Contract Special
Provisions

Contract Special Provisions shall be prepared in accordance with Contract Special
Provisions

Cost Estimate

Cost Estimates shall be prepared in accordance with Estimates and Quantity
Calculations

Preliminary Design
(30%) Review

Design Reviews shall be accomplished in accordance with Section 10 Digital Review
and Commenting

Project Schedule

Project Schedule should be set up in accordance with Section 11 Design Phase
Project Scheduling

Permit
Applications/
Documents

Shall be uploaded and formatted in accordance with Environmental Permits

Rehabilitation
Study Reports

Shall be uploaded and formatted in accordance with Engineering Reports

Structure Type e Shall be uploaded and formatted in accordance with Engineering Reports
Studies
Categorical e Shall be uploaded and formatted in accordance with Project Administration and
Exclusion Project Correspondence Documents

Design Exception

Shall be uploaded and formatted in accordance with Project Administration and
Project Correspondence Documents

Design Approval |e Shall be uploaded and formatted in accordance with Project Administration and
Letter Project Correspondence Documents
Project e Shall be uploaded and formatted in accordance with Project Administration and
Correspondence Project Correspondence Documents

Project Polygon

Shall be prepared and uploaded in accordance with Project Location (Geo-Spatial
Boundary or Route ID and Mileage)

Final Design Pha

Document/Process

Requirements

Contract Plans

Plans shall be grouped in accordance with Contract Plan Grouping
Plans shall be formatted in accordance with Contract Plan Format

Contract Special
Provisions

Special Provisions shall be prepared in accordance with Contract Special Provisions

Engineering
Reports

Engineering Reports shall be prepared in accordance with Engineering Reports
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Project Schedule | e

Project Schedule should be set up in accordance with Design Phase Project
Scheduling

Cost Estimate e Preliminary Cost Estimates shall be prepared in accordance with Estimates and
Quantity Calculations
Permit e Shall be uploaded and formatted in accordance with Environmental Permits
Applications/
Approvals

Design Calculations | e

Design Calculations shall be submitted in accordance with Design Calculations

Semi Final (60%) |e
and Final Design
(90%) Reviews

Design Reviews shall be accomplished in accordance with Section 10 Digital Review

and Commenting

Quantity °
Calculations

Quantity Calculations shall be submitted in accordance with Estimates and Quantity

Calculations

Final Design Report | e

Shall be uploaded and formatted in accordance with Project Administration and
Project Correspondence Documents

Final Design e Shall be uploaded and formatted in accordance with Project Administration and
Statement Project Correspondence Documents
Sidewalk e Shall be uploaded and formatted in accordance with Project Administration and
Maintenance Project Correspondence Documents
Agreement

Lighting Agreement | o

Shall be uploaded and formatted in accordance with Project Administration and
Project Correspondence Documents

DBE/SBE Goals .

Shall be uploaded and formatted in accordance with Project Administration and
Project Correspondence Documents

Commitment List °

Shall be uploaded and formatted in accordance with Project Administration and
Project Correspondence Documents

Waivers o Shall be uploaded and formatted in accordance with Project Administration and
Project Correspondence Documents
Standalone e Shall be uploaded and formatted in accordance with Project Administration and

Transportation
Management Plan

Project Correspondence Documents

Project e Shall be uploaded and formatted in accordance with Project Administration and
Correspondence Project Correspondence Documents
Contract Processing Phase
Document/Process ‘ Requirements

FDP

Contract Plans

e Plans shall be grouped in accordance with Contract Plan Grouping
e Plans shall be formatted in accordance with Contract Plan Format
e Plans shall be checked by the PDF Checker

Contract Special Provisio

ns e Special Provisions shall be prepared in accordance with Contract
Special Provisions

Proposal Estimate

e Preliminary Cost Estimates shall be prepared in accordance with
Estimates and Quantity Calculations

Federal Estimate

e Preliminary Cost Estimates shall be prepared in accordance with
Estimates and Quantity Calculations

Calendar Day Estimate

and Quantity Calculations

Permit Applications/

e Shall be uploaded and formatted in accordance with Environmental
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Approvals Permits
Ordering Paper Copies of e Paper copies of contract documents can be ordered in accordance with
Contract Documents Paper Plans

EED

e Shall be prepared and uploaded in accordance with Electronic
Engineering Data (EED)

Project Polygon

e Shall be prepared and uploaded in accordance with Project Location
(Geo-Spatial Boundary or Route ID and Mileage)

DCD

Contract Plans

e Plans shall be grouped in accordance with Contract Plan Grouping
e Plans shall be formatted in accordance with Contract Plan Format
e Plans shall be checked by the PDF Checker

Contract Special Provisions

e Special Provisions shall be prepared in accordance with Contract
Special Provisions

Proposal Estimate

e Preliminary Cost Estimates shall be prepared in accordance with
Estimates and Quantity Calculations

Federal Estimate

e Preliminary Cost Estimates shall be prepared in accordance with
Estimates and Quantity Calculations

Calendar Day Estimate

e Preliminary Cost Estimates shall be prepared in accordance with
Estimates and Quantity Calculations

Permit Applications/
Approvals

e Shall be uploaded and formatted in accordance with Environmental
Permits

Addendum

Contract Plans

e Plans shall be prepared in accordance with Contract Plan and Special
Provision Revisions (Addenda and Design Initiated Change Order)

Contract Special Provisions

e Special Provisions shall be prepared in accordance with Contract Plan
and Special Provision Revisions (Addenda and Design Initiated Change

Order)

EED

e Shall be prepared and uploaded in accordance with Electronic
Engineering Data (EED)

Award Phase

Signed Contract

e Signed Contract will be uploaded into COMPASS in accordance with
section xx.

Construction Phase

Document/Process Requirements
Contractor e Contractor submittals shall be uploaded in accordance with Contractor
Submittals Submittals
Contract Plans e Plans shall be prepared in accordance with Contract Plan and Special Provision
Revisions (Addenda and Design Initiated Change Order)
Contract Special e Special Provisions shall be prepared in accordance with Contract Plan and Special
Provisions Provision Revisions (Addenda and Design Initiated Change Order)
DICO Memo e DICO memo shall be prepared in accordance with Design Initiated Change Order
(DICO)
Plan As-Builts e Plan As-Builts shall be accomplished in accordance with As-Built Comments -
Final Plans
Project e Shall be uploaded and formatted in accordance with Project Administration and
Correspondence Project Correspondence Documents
EED e Shall be prepared and uploaded in accordance with Electronic Engineering Data
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EED

Project Polygon e Shall be prepared and uploaded in accordance with Project Location (Geo-Spatial
Boundary or Route ID and Mileage)

5.1.1 Paper Plans

The Department’s Print Shop has closed. The following alternative duplicating methods are available, if
necessary:

e All routine photocopies can be performed on the multifunction copiers throughout the Department.

e Specialized duplication services and business cards can be ordered through DAS Printing
Services. https://portal.ct.gov/DAS/Services/For-State-Employees/Print-Mail-and-Courier-Services

e Project plans/specs and wide-format prints should be printed on the wide-format printers located
throughout the Department or utilize State Contract 19PSX0006, Document Imaging Services.
https://webprocure.proactiscloud.com/maincontractboard/contractviewdoc.do?docid=696&eboid=51

&&mimeType=application/pdf&docName=Contract%20Award.pdf&docUniqueName=Contract%20Aw
ard.pdf&contract=463

Questions can be addressed to Deb Ello at debra.ello@ct.gov or 860-594-2257.
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6. Document Preparation and Format

6.1. Contract Plan Grouping

Contract plans shall be grouped by discipline into individual multiple page PDF files called discipline subsets.
The project manager is tasked with determining the discipline subset numbering and grouping and whether to
use a single volume or multiple volumes for the project. Discipline subset file sizes shall be a maximum of
60MB. The following details each of these options:

Single volume digital contracts are used when each discipline or consulting firm designing the project is
responsible for 3 subsets or less. The following is an example of a single volume project.
Note: The first and second subsets shall always be 01-General and 02-Revisions. The 03 subset does
not always need to be 03-Highways, the 04 does not always need to be 04-Structure, etc. FIO subsets
shall be numbered at the end of the project before the standard subsets. The Standards subsets shall
not be numbered.

Multiple volumes are used if the project has 1 or more of the following characteristics:
a. Most of the discipline/firm designers are responsible for more than 3 subsets each. This allows the
individual designers to number their subsets independently of the other disciplines.
b. There are multiple sites on the project. Splitting these sites up into volumes will provide better
organization of the project.
c. Combining multiple projects into one project.
The larger the project is, typically the more subsets will be required, and their labels will be more specific. The
subsets shall be split up by volume and each volume shall be controlled by its assigned designer. For example,
all the subsets designed by the highway designer shall be in the same volume (02) and each subset shall have a
unique subset number.
Note: The first and second subsets when using multiple volumes shall always be 01.01-General and
01.02-Revisions. The 01.03 subset does not always need to be 01.03-Highways, the 01.04 does not
always need to be 01.04-Structure, etc. FIO subsets shall be numbered at the end of the project
before the standard subsets. The Standards subsets shall not be numbered.
Combining Projects
In the event 2 or more projects are combined into one project, the following shall be done:
e Each project shall be given its own volume.
e The lowest project shall always be volume 1.
e Each project shall have its own title sheet, which reference each other with a note.
e There shall only be (1) Revisions subset. This subset shall be in volume 1 and named 01.02 — Revisions.
e The Revisions subset shall be the responsibility of the project manager on the projects.
e Each project shall have its own detailed estimate sheets.
e There shall only be (1) set of Highway Standards and (1) set of Traffic Standards when the projects are
combined.
e There shall not be any duplicate special provisions after the projects are combined.
e There shall only be (1) calendar day chart.

The next two figures show examples of the single volume and multiple volume options.
Single Volume Option

Label File contents
(Discipline Subset) (but not limited to)
01-General Title Sheet
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Detail Estimate Sheet

02-Revisions

Index of Revisions Sheets

03-Highways

Index of Plans Boring Logs

Survey Data Highway Plans
Alignments Breakout Drainage
ROW Highway Profile
Typ. Sections Highway X-Sections
Misc. Details Landscape Plan
Intersect Grading Wetland Mitigation

04-Structure

Index of Drawings

All Structure Sheets

Note: Multiple subsets may be required for multiple Sites
Ex: 04_Structure_Br.N0.1266

05-Traffic

Index of Drawings
Signing

Pavement Markings
MPT

Traffic Signal Plans
Etc.

06-Environmental

Index of Drawings
All Environmental Compliance Sheets required

07-Utiltiy

Utility Design plans. For example, 07_AT & T, 07_CL & P, 07_MDC,
etc.

08-CL&P FIO**

CL & P For Information Only plans

09-AT&T FIO**

AT & T For Information Only plans

CTDOT Highway STD

CTDOT Highway Design Standard Index and Sheets required

CTDOT Traffic STD

CTDOT Traffic Engineering Standard Index and Sheets required

* If a discipline must be broken up into more than one subset, keep the label the same with the addition of “1”
at the end of the first subset, “2” at the end of the second subset, etc.

** For Information only discipline subset shall be submitted as individual pdf files based on the entity providing
the information only.

Multiple Volume Option

Label File contents Designer/

(Discipline Subset) (but not limited to) Firm
01.01-General Title Sheet, Detail Estimate Sheet Lead
01.02-Revisions Index of Revision Sheets Lead
01.03-WtInd Re-establish Wetland Reestablishment plans Designer 1
01.04-Stg Acc. Staging and Access Plans Designer 1
02.01-Typ Sections Typical Sections Designer 2
02.02-Alignments Alignment Geometry Designer 2
02.03-Plan Plans Designer 2
02.04-Profiles Profiles Designer 2
02.05-ROW Brk Right of Way Breakout Designer 2
02.06-Drain Drainage Plans Designer 2
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03.01-Retaining Wall 1 Retaining wall details Designer 3
03.02-Retaining Wall 2 Retaining wall details Designer 3
03.03-Bridge 00456 Bridge_456 Designer 3
03.04-Bridge 01983 Bridge_1983 Designer 3
03.05-Bridge 01984 Bridge_1984 Designer 3
04.01-Stage 1 Stage Construction Details 1 Designer 4
04.02-Stage 2 Stage Construction Details 2 Designer 4
04.03-Stage 3 Stage Construction Details 3 Designer 4
05.01-SPM Signing and Pavement Marking Site 1 Designer 5
05.02-SPM Signing and Pavement Marking Site 2 Designer 5
05.03-SPM Signing and Pavement Marking Site 3 Designer 5
06.01-IMS IMS Plans and Details Site1,2,3 Designer 6
07.01-Env 1 Environmental Details Site 1 Designer 7
07.02-Env 2 Environmental Details Site 2 Designer 7
07.03-Env 3 Environmental Details Site 3 Designer 7
08.01-" Utility Utility Design plans. For example, 07_AT & T, 07_CL & P, 07_MDC, etc. Designer 8
09.01-CL&P FIO CL & P For Information Only plans Designer 8
09.02-AT&T FIO AT & T For Information Only plans Designer 8
CTDOT Highway STD *CTDOT Highway Design Standard Index and Sheets required Designer 1
CTDOT Traffic STD CTDOT Traffic Engineering Standard Index and Sheets required Designer 5
6.2. Contract Plan Format

Digital contract plans (preliminary, semi-final, FDP, ADP, DICO, etc.) shall be formatted in accordance with the
following:

1. Contract Plans shall be in submitted to CTDOT in PDF format.
2. PDF Plans must be sized either 36” x 24” for projects created before June 2007 or sized 34” x 22" for
projects created after June 2007
PDF plans shall be measurable to scale in the PDF.
PDF plans shall be able to be printed to paper and scaled appropriately.
Text must be searchable.
All levels must have the ability to be displayed on or off, unless approved otherwise.
All information on the digital contract PDF plans shall have been created from Bentley Software or an
approved alternate. The only information that shall be added to the plans using a PDF editing
software are as follows:
e Page labels
e Sheet numbers
e  Watermarks and flatten comments.
e Any digital signature fields.
e Digital Signature
8. Discipline subsets shall be published directly from a CAD application. Scanned images or raster image
formats will not be accepted except For Information Only sheets, these can be scanned. See
Publishing CAD Files for more instructions on how to publish from Bentley Software.
9. Each discipline subset shall contain bookmarks; one for each page.
10. The first page of each subset shall be a subset cover sheet, this includes FIO subsets. This cover sheet
shall contain both; an index of drawings contained within the subset that includes both drawing
numbers and drawing titles and the form field place holder(s) which receives the digital signatures.

Nousw
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12.
13.

14.

15.

16.
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This table must include the subset name and number displayed as a heading in the table as shown in
the figure below.

CT_CON_FPL_0092-0640_05-TRAFFIC &
T T T T S B S B B W S 2 T e W T M A N T T S A T T T N N AR

Index of Drawings

05 - TRAFFIC
INDEX OF DRAWINGS

Digital Signature form
jfield place holder

with digital signature

Watermark of

Engineer of Record
p—— - T e
-

N———o

The first page of the subset 01_General shall be the CTDOT digital project title sheet which includes an
index of the subsets contained within the project, sheet count totals for all subsets, a list of drawings
for the 01_General Subset, and an area(s) reserved for applying the digital signature(s). Consultants
will need to delete the CTDOT signature blocks on the title sheet and place a digital signature
placeholder.

The 01-General subset shall include all detailed estimate sheets.

The 02_Revisions subset must be included in each digital project and there shall only be (1) revision
subset.

Subset 02_Revisions shall contain only revision sheet(s), titled “Index of Revisions.” These revision
sheets are used for tracking all sheet changes due to addenda and design-initiated change order
(DICO) with respect to the entire project. These sheets are originally blank and unsigned and shall be

managed and updated as needed by the Project Manager. The CTDOT Revision Contract Sheets can be
obtained here:

CTDOT Designed Projects — 02-Revisions

Consultant Designed Projects — 02-Revisions
Plans For Information Only (FI0O) shall be submitted digitally, in individual subsets based on the entity
providing the information, Amtrak, CL & P, AT&T, Designer etc. These subsets do not require a digital
signature, but each sheet in the subset shall be labeled; “For Information Only”. The subset numbers
shall be selected by the lead designer so that the FIO subsets are last. Each sheet shall be numbered
correctly.
Utility drawings shall be submitted in accordance with the following:

e Utility plans For Information Only (FIO) shall be submitted in a utility subset based on the
utility company, AT&T subset, CL&P subset, etc. These subsets do not require a digital
signature, but each sheet shall be labeled; “For Information Only”. FIO utility subsets shall be
numbered so that they are the last subsets. Example Labels; 10_CL&P_FIO, 11_AT&T_FIO.
These subsets must have page labels assigned.

e Utility company designed plans that include work being done by the State’s Contractor shall be
submitted in a utility subset based on the utility company, AT&T subset, CL&P subset, etc.

These subsets do not require a digital signature. Example Labels; 10_CL&P, 11 _AT&T. These
subsets must have page labels assigned.
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e Utility plans that are designed by a Consultant firm that include work being done by the States
Contractor shall be submitted in a utility subset based on the utility company, AT&T subset,
CL&P subset, etc., and shall be digitally signed in accordance with this manual. Example Labels;
10_CL&P, 11_AT&T. These subsets must have page labels assigned.

17. CTDOT Standard sheets shall also be delivered digitally.

18. Footers, displaying the sheet number, shall be placed on each page of each PDF subset.

19. As-built information shall be digitally applied to the contract subsets by District Personnel after the job
is complete using Bluebeam.

20. Preliminary Contract Plans shall be submitted to CTDOT in accordance with this section, but do not
need to be digitally signed. These review documents shall be uploaded into the
310_Milestone_Submission folders in COMPASS.

21. A Bluebeam set file shall be created at FDP and updated for any addendums or change orders.

22. Contract Plan subsets, FDP, DCD, DCD2, ADP, and DICO, must be checked by the Discipline Subset PDF
Checker.

6.3. CTDOT For Information Only Sheets

Plans provided For Information Only (FIO) shall be submitted digitally, in individual subsets based on the entity
providing the information, Amtrak, CL & P, AT&T, Designer etc. These subsets do not require a digital
signature, but each sheet in the subset shall be labeled; “For Information Only”. The first sheet of each FIO
subset shall be a subset cover sheet. These sheets shall be placed on a border and numbered.

The subset numbers shall be selected by the Project Manager so that the FIO subsets are last. for uploading
and attributing FIO Plans. Information only sheets may be scanned, but must conform to the following:

e Minimum Size 22"”x34”

e  Minimum dpi = 300.

6.4. CTDOT Standard Plan Sheets

Standard sheets shall also be delivered digitally into COMPASS using the Submittals/Transmittals application.
The following shows how to obtain the latest version of the CTDOT Standard Sheets and how to prepare them
for a digital project.
1. Download the latest standards from the following link for the project: CTDOT Standard Drawings
Website
2. Upload the standard subset into COMPASS in accordance.
3. Next open the standards from COMPASS by double clicking on it. Once it opens click on the index
sheet.

ctdot_highway_std.pdf

& PDF Package

Double click on
the index sheet

Hiw-07 INDEX pdf 17872013 11:19 Ak

Hiw-02INDEX pdf 17872013 11:18 A

69 Hw-0506_01.pdf TE1 KB 17872013 11:18 AM

4. Then enter the project number and check the standards to be included in the project.
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5. Delete the standards that are not included in the project as shown below:

1. Click on the

PDF Package standards file

tdot_hic

Hyw-01INDEX pdf 1182013 11:18 AM
Huw/-02INDE§pdt 1182013 11:18 AM
Hw-0506_01.gdt 11812013 11:18 &b

Hyw/-0506_02 11812013 17:18 &M

Hw/-0506_03 paf 2. R|ght Click 17212013 1118 &M
and select delete
on drawings not
05070256 included in project

Huw-0507_01 pef

1201211158 Ak

1782012 11:18 AM

Hyw/-0507_03.pdf 1782012 11:18 AM

Hyw/-0507_04.pdf 1782012 11:18 AM

Hyw/-0507_05.pdf 1782013 11:18 AM

6. Next digitally sign all index sheets.
7. Then upload the standards into the 100_Contract Plans folder in COMPASS.

6.5. Contract Special Provisions
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1. Digital Contract Special provisions shall be submitted in MS Word format. See Contract Development
to access Owned Special Provisions and Instructions and Templates for Special Provisions. CSl special
provisions shall be submitted in pdf format.

2. FDP and Addendum special provisions and CSl special provisions shall be submitted to CTDOT in
accordance with the following:

e The complete specification section or special provision shall be reissued when a specification
section or special provision is modified. A vertical line in the right margin, to allow for quickly
identifying changes or deletions made, shall appropriately mark all revisions.

e FDP, revised FDP special provisions, Addendum special provisions, and revised addendum
special provisions shall be uploaded into the 240 _Contract_Development folder under the
project in COMPASS.

3. Design Initiated Change Order special provisions shall be prepared and submitted in accordance with
the following:

e The complete specification section or special provision shall be reissued when a specification
section or special provision is modified. A vertical line in the right margin, to allow for quickly
identifying changes or deletions made, shall appropriately mark all revisions.

e On each sheet of the revised specification, “C#” shall be placed in the bottom right corner of
the footer. For example, “C1”

e The consultant or state design Project Manager shall follow guidance for submission of DICO
specifications.

6.6. Estimates and Quantity Calculations

Estimates
Cost Estimates shall be prepared in accordance with the procedures detailed on this website:

Cost Estimating

Preliminary cost estimates shall be uploaded into the 310_Milestone Submissions folder under the applicable
project.

Final Proposal and Federal Estimates shall be uploaded into the 240_Contract_Development folder under the
applicable project.

Calendar Day estimates shall be uploaded into the 240_Contract_Development folder under the applicable
project.

Quantity Calculations
Quantity Calculations shall be formatted and submitted in accordance with the following:
e Shall be native PDF whenever possible.
e Scanned pages shall be readable and have a minimum resolution of 200 dpi.
e Pages inthe PDF can be any size. 8.5” x 11” is recommended.
Shall be uploaded into the 150_Quantity Calculations folder under the applicable project in COMPASS.

6.7. Environmental Permits

Environmental permit applications, permit approvals, and other permit documents shall be uploaded into
COMPASS and formatted in accordance with the following:
Permit Need Determination Form (PNDF) and Other Permit Documents

e Shall be native PDF whenever possible.

e The PNDF shall be uploaded into the 320 _Permit_Development Folder under the project in COMPASS.
Environmental Permit Applications:
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Shall be native PDF whenever possible.

Scanned pages in the application must have a maximum resolution of 200 dpi and a minimum of 125
dpi.

All pages, except plans sheets, shall be sized 8.5” x 11”. Plan sheets can be sized up to 34" x 22".
Before FDP, each permit application shall be in an individual multi-page PDF file. Each permit shall be
then uploaded into the 320_Permit_Development Folder under the project COMPASS.

At FDP, all approved individual multi-page PDF files shall be uploaded into the
240_Contract_Development folder under the project in COMPASS.

Environmental Permit Approval

6.8.

Shall be native PDF whenever possible.

Scanned pages in the permit must have a maximum resolution of 200 dpi and a minimum of 125 dpi.
Shall be sized 8.5” x 11”.

Before FDP, each permit approval shall be in an individual multi-page PDF file. Each permit shall be
then uploaded into the 320 Permit_Development Folder under the project in COMPASS.

At FDP, the individual multi-page PDF files be uploaded into the 240 _Contract_Development folder
under the project in COMPASS.

Contractor Submittals

See Contractor Submittals for format, submittal, and review requirements for Contractor Submittals such as

Working Drawings, Shop Drawings, Product Data Sheets, RFls, and RFCs.

6.9.

Engineering Reports

Hydraulic, Scour, Floodway, and Final Drainage reports: Shall be formatted in accordance with the following:

Shall be native PDF whenever possible.

Scanned sheets in the reports must have a maximum resolution of 200 dpi and a minimum of 125 dpi.
All sheets except plans sheets shall be sized 8.5” x 11”. Plan sheets can be sized up to 34” x 22”.

Shall be digitally signed and watermarked.

Any data files that must accompany the PDF report shall be uploaded into COMPASS in a zipped folder.
The reports and zipped folder for any data files shall be submitted into the 130_Engineering_Reports
folder under the applicable project.

The final status shall also be applied.

Preliminary reports shall be uploaded into the 310_Milestone_Submissions folder in COMPASS.

Task 110, Task 220, Underground Storage Tank System Closure Reports: Shall be formatted in accordance
with the following. The content of the report shall be in accordance with the Scope defined by the Division of
Environmental Compliance:

Shall be native PDF whenever possible.

Scanned sheets in the reports must have a maximum resolution of 200 dpi and a minimum of 125 dpi.
All sheets except plans sheets shall be sized 8.5” x 11”. Plan sheets can be sized up to 34” x 22”.

Shall be digitally signed.

These reports shall be submitted into the 130_Engineering_Reports folder under the applicable project
in COMPASS.

Preliminary reports shall be uploaded into the 310_Milestone_Submissions folder in COMPASS.

Rehabilitation Study Reports and Type Study Reports: Shall be created and formatted in accordance with the
Bridge Manual:

Final reports shall be uploaded into the 140_Project_Administration folder in COMPASS.
Preliminary reports shall be uploaded into the 310_Milestone_Submissions folder in COMPASS.

Bridge Load Ratings: Shall be created and formatted in accordance with the Bridge Load Rating Manual:

Final load ratings shall be digitally signed.
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e Final reports shall be uploaded into the 130_Engineering_Reports folder in COMPASS.

e Preliminary reports shall be uploaded into the 310_Milestone_Submissions folder in COMPASS.
Geotechnical Reports:

e Shall be native PDF whenever possible.

e Scanned sheets in the reports must have a maximum resolution of 200 dpi and a minimum of 125 dpi.

e All sheets except plans sheets shall be sized 8.5” x 11”. Plan sheets can be sized up to 34” x 22”.

e These reports shall be submitted into the 130_Engineering_Reports folder under the applicable

project.
e Preliminary reports shall be uploaded into the 310_Milestone_Submissions folder in COMPASS.

6.10. Project Administration and Project Correspondence Documents

Project Administration Documents
Final project administration documents shall be stored in the 140_Project_Administration folder under the
project in COMPASS in accordance with the following:

e Shall be in PDF Format.

e Scanned documents must have a maximum resolution of 200 dpi and a minimum of 125 dpi.

e The document must be uploaded into COMPASS.

e Draft project administration documents can also be created and worked on in COMPASS. These files

shall be located under the user’s discipline the Design library in COMPASS.

Project Correspondence Documents
Project correspondence documents shall be stored in the 142_Project Administration Correspondence folder
under the project in COMPASS in accordance with the following:

e Shall be in PDF Format.

e Scanned documents must have a maximum resolution of 200 dpi and a minimum of 125 dpi.

e The document must be uploaded into COMPASS.

This folder is for all final project correspondence documents. This is defined as any request memos, response
memos, emails, letters, etc. and does not include any documents that are defined in the
140_Project_Administration folder. This folder shall not include any working/draft documents.

Emails — The sender of the email is required to store a PDF of the email message in COMPASS.

Letters

Meeting Minutes

Request Memos — Survey Request, Design Reviews, Support unit design.

e Response Memos — Response to the Request Memos

6.11. Project Location (Geo-Spatial Boundary or Route ID and Mileage)

The project location shall be prepared and submitted in accordance with CT Asset Tracking & Location System

(ATLAS).

6.12. Design Calculations

Design Calculations for all structural elements on a project shall be formatted and submitted in accordance
with the following:

e Shall be native PDF format whenever possible.

e Scanned pages shall be readable and have a minimum resolution of 125 dpi.

e Pages inthe PDF can be any size. 8.5” x 11” page size is recommended.

e Shall be uploaded into the 151_Final Design Calculations folder under the project in COMPASS.

6.13. Electronic Engineering Data (EED)
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Electronic Engineering Data shall be prepared and submitted in accordance with Electronic Engineering Data
EED).

6.14. Contract Plan Drawing and Sheet Numbering

6.14.1 Drawing Number

The drawing number is used primarily for sheet to sheet referencing, typically in, but not limited to section
details, section cuts, and detail callouts. Drawing numbers in digital contracts shall consist of the discipline
designator followed by a hyphen and the sheet number. Examples of discipline designators are HWY, PRO,
IND, XSC, S, TR, A, E, etc.

The first sheet in a discipline subset shall have “01” in the drawing number as shown below:

DRAWING NO.

S-01

SHEET NO.
04.01

6.14.2 Final Plan Page Labels and Sheet Numbers

Page labels and sheet numbers are applied to the discipline subset after the contract plans are published to
PDF.

Page labels and sheet numbers shall be managed and placed on the discipline subsets, using the number pages
and header and footer tools within Bluebeam. Page labels and sheet numbers shall be applied to all
submissions of contract plans.

The first sheet in every subset shall start out at 01. For example, the first sheet in the 05-Traffic subset shall be
05.01.

DRAWING NO.
S-01

SHEET NO.

04.01

The page label and sheet number place holder shall be determined by the total estimated sheet count. For less
than 100 sheets two place holders is adequate. For greater than or equal to 100 sheets three place holders are
necessary. For subsets less than 10 sheets, two placeholders shall be used i.e., 01.01 thru 01.04 for a four-
sheet subset.
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The page labels and sheet numbers must be placed correctly because it is used to correctly assemble the
contract plans into a properly ordered consolidated set that District Construction takes advantage of during
construction of the project.

Single Volume Projects:

The page labels and sheet numbers, for single volume projects shall be a concatenation of the discipline subset
number, a decimal point, and the sheet number. For example, the page labels and sheet numbers for subset
“4” would be as follows; less than 100 sheets 04.01, 04.02, 04.03, etc. or Greater than 100 sheets 04.001,
04.002, 04.003 etc.

The Project Manager should determine the total number of subsets and give each discipline their
corresponding subset number.

Multi Volume Projects:

For a multi volume project the page labels and sheet numbers shall be a concatenation of the volume number,
a decimal point, the discipline subset number, a decimal point, and finally the sheet number. Example: Volume
2, Subset 5; 02.05.01, 02.05.02, 02.05.03.

Volume numbers shall be used on large projects. They are effective because the Project Manager only must
deliver to the other engineers their perspective volume numbers, allowing them to manage their subset
numbers independently of the other discipline volumes and subset counts.

Subset numbers shall start at 01 for all volumes.

BLUEBEAM - Applying Page Labels and Sheet Numbers

To apply page labels and sheet numbers in Bluebeam follow the figures below:
1. First page labels must be applied to the discipline subset. Go to the thumbnail pane as shown below,
right click on a thumbnail and select Number Pages:

[@] v Name: FD Plan
Thumbnails = (1) Select Y.
thumbnail icon (2) Right click ]

on a thumbnail

B 8 = m

(3) Select
Number
Pages

Ctrl+Shift+M

Markups List ~ Y

= Subject Measurement
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For subsets that contain less than 10 sheets the page labels can be applied to all the sheets at once. In the
case where there are 10 or more sheets in the subset the following will have to be done twice to get the
correct number of place holders.

2. Select the correct style, insert correct prefix for the sheets being numbered, and apply to the correct
pages. For example, if the 04 subset has 99 sheets the prefix shall be “04.0” for sheets 1-9 and “04.”
For sheet 10 through 99.

(1) Select this style ]

P mu (2) Type correct prefix ]

iy — (3) Start at 1 for
: : sheets 1-9 and 10 for
5 sheets 10-99

(4) Apply to correct
pages

FD Plans Pages: 31

Thumbnails ~ L l—‘ PT mockup

Pages are
now
labled

4. Next, we will apply the sheet numbers. From Bluebeam select the Document tab and then “Header &
Footer”
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Edit View Document || Batch Tools Window Help
El] E] (#) fibocument Properties  Ctri+D

Page Setup...

Rotate Pages... Cir+Shift+R

Ingert

Ctri+Shift+X ighway_STD_[ 1-23

Ctri+Shift+Y
Ctri+Shift+D

Zrop Pages... Shift+Alt+0

Jumber Pages...

_Teate Page Labels...
Headers & Footers
Security...

Compare uments...
Overlay Pages...

OCR... Cirl+Shift+0

Place the sheet numbers, as shown below: Note the margins may have to be adjusted as necessary.
After you select the font, set the margins, and type in <<PagelLabel>> as shown below. Then click save
for save settings. The next time you are going to apply sheet numbers to a subset, you can simply
select the saved settings. Then click OK.

Batch: Header and Footer
Files
E Pages

58-308 SFD Plans pdf All Pages (1-31)

Save. Load.

Next Cancel

Header and Footer O *
Save Settings | Mew Border ~ || Save.. Delete [ Fit content inside margins
Font Margins (Inches)
Century Gothic ~ | |12 v| e J U Top: 050 |3 Bottom: 0.4

Left: 1.00 = Right: [1.10 |2

- -

Header and Footer
Header Left Center Right

£l

o
S
o

-
®

.|i
=
3

=
>
2

Footer Left

.l.,el
L=

ke
[=]

<<Pagelabel>>

=
=

)
wj

&

Ingert: | Page Mumber Date Bates Number File Data
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6.14.3 Addendum and Design Initiated Change Order Page Labeling and Sheet

Numbers

Page labels and sheet numbers for an Addendum need to have “. A##” at the end and Change Orders need to
have “.C##” at the end.

To apply page labels and sheet numbers in Bluebeam follow the figures below:
1. First page labels must be applied to each sheet in the addendum or change order. This can only be
done one sheet at a time.
2. Go to the thumbnail pane as shown below and then double click on the page label. Then type in the
correct page label for the sheet.

Revu File Edit View Document Batch Tools

 ® B He B-DE QO R

Select the
thumbnail icon

[6] ~ | Name:s SFD Plans Pag

Thumbnails -~ = l—'

Double click on
the page
number and
type in the
correct page

3. After all page labels have been applied, the sheet numbers can be applied. From Bluebeam select the
Document tab and then “Header & Footer”
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Edit View | Document |Batch  Tools  Window Help

Eﬂ E] @) lent Properties  Cirl+D

Ctri+Shift+R

ges... Cir+Shift+X

Ctrl+Shift+Y

Ctrl+Shift+D

t+Alt+0

Girl+L

>ompare Documents...

Ctrl+Shift+0

4. Select your sheet numbers saved settings from before and click OK. Note the margins and size may
have to be adjusted as necessary.

Batch: Header and Footer
Files
Name Pages.

58-308 SFD Plans.pdf All Pages (1-31)

Header and Footer
Save Settina{ | EESIIIEES 5
Faont

Verdana w16 |w @ B I U

[] Fit cortert inside margins

)N

Marging (Inches)

Left: [1.00 :7 Right: | 1007 (1) Select
Header and Footer your Save

Header Left Certer Right -
settings

Footer Left
<<Pagelabel>>

Insert: | Page Number ] [ Date ] [ Bates Mumber ] [ File Diata

Preview

TRAFFIC - LEGEMNDS &
LIST OF DRAWINGS

| (2) Click OK
CT_CON_FPL_0120_0086_04-T 04.01 > bl Paqes Range (1)

6.15. Consolidating Contract Plan Discipline Subsets

53



Connecticut Department of Transportation — Digital Project Development Manual

The consolidation of the contract plan discipline subsets is accomplished using the Set feature in
Bluebeam. This feature creates a single viewer file called a “Set File” that allows users to take multiple digitally
signed files, sort them by their sheet numbers, and view them in order without combining the files.

The project manager shall create a Set file for the project at DCD that contains all the discipline subsets, DO
NOT include the highway and traffic standard subsets. When an Addendum or Change Order is required for
the project, the project manager shall update the set file to include the Addenda or Change Order subsets.

The following shows when and how a set file will be created and updated throughout the life of a project.

See Appendix C for general use of a set file. Note: To use a set file the contract plans folder
must be synced to the user’s computer. For outside consultants that are unable to
sync in COMPASS please contact mathew.calkins@ct.gov for assistance in creating
the set file.

Note: Steps 1-5 of Appendix A must be followed to create and use the Set File feature in
Bluebeam.

Also, the PDF checker must be run on the subsets, and they must receive a PASS status for the Set
File to sort the subsets correctly. See section 6.3 information on the PDF checker.

6.15.1 When a Set File is Created and Updated

Set File Creation
1. The project manager shall create a set file of all the discipline subsets at DCD, see Section
4.15.2

Set File Updates
2. If any Addendum subsets are required for the project, these Addendum subsets shall be added
to the set file by the project manager.
3. If any Design Imitated Change Order subsets are required for the project, these Design
Initiated Change Order subsets shall be added to the set file by the project manager.

See Section 4.15.3 for updating the set file.

6.15.2 Creating a Set File

Note: Steps 1-5 of Appendix A must be followed to create and use the Set File feature in
Bluebeam.

Also, the PDF checker must be run on the subsets, and they must receive a PASS status for the Set
File to sort the subsets correctly. See section 6.3 information on the PDF checker.

After all the discipline subsets have been submitted into COMPASS for DCD the project manager shall create

the project’s set file in accordance with the following:
1. Sync the contract documents library from COMPASS.
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d
0059-0164
B
E= Editingridv a; Add shortcut to OneDrive  (Jf Exportto Excel ) Power Apps 52 Automate

Name Modified Modified By Add column

Contract Documents

100_Contract_Plans (PDF)
110_Contract _Documents
125_Completed_Submittals

130 Fin

Engineering_Reports

160 Project Photos

Environmental

2. Launch Bluebeam from the desktop icon on your computer.

3. Next Click on the Set Icon and select New Set as shown below:
Revu File Edit View Document Batch

@ B fl e B3 2 Q

PT mockup CTDOT_

4. Then click Add and then My Computer and OK as shown below:
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File Name Category
!
Open From st
Type Location Status "
SharePoint https://ctgovexec sharepoint. com/proj...  Ready
SharePoint https://ctgovexec sharepoint. com/proj...  Ready
SharePoint https://ctgovexec-my sharepoint. com/p... Ready
SharePoint https://ctgovexec sharepoint. com/proj...  Ready
SharePoint https://ctgovexec sharepoint. com/proj...  Ready
m \ SharePoint https://ctgovexec sharepoint. com/proj...  Ready
) SharePoi N ovexec sharepoint.com/proj...  Ready
| Use Relative Path ___Di——hﬁl]ﬁﬁ&i:_:.‘
s e . q'. My Computer From Disk
P

- W
[] Show Paths
k| Login Logout Cancel
Open... Save Save As|

- = ==

5. Next browse out to your project’s 100 Contract Plans folder in the synced folders on your
computer and select all plans except the standard subsets. Then click Open: After you click Open
it may take a minute for Bluebeam to load all the files into the set, please be patient.

Qrganize * New folder v @ @
=/ Pictures | MName Status Date modified Type
@ Onelrive - Connecticut Department of Transport E 01-GEMERAL. pdf (] /4/2021 10:15 AM PDF Document

B 02- R B0l ndf ra¥ L0001 10 And POF Document
@ OneDrive - State of Connecticut B 05 [ )

DF Document

B 06 DF Document

OB B*] Selectall of the discipline  [orom
0044-0156 - 140_Proje ministration

J Bel subsets except the standard  orecument

v 0059-0164 - Contract Documents DF Document
T, S— subsets. S

110_Contract _Documents E 005 DF Document
125_Completed_Submittals B oo DF Document
130_Final _Engineering_Reports B CTl DF Document
160_Project Photos B CT_CON_FDP_0059-0164 03 - HI (] f2021 3:02 PM PDF Decument

E JayTestPass.pdf /2021 6:19 PM PDF Document

Environmental
0079-0240 - Internal Documents
0109-0173 - Design
0120-0090 - Docurments

File name: |"CT_CON_FDP_ODS‘}-01 64_03 - HIGHWAYS.pdf" "01-GENERAL pdf" "02- Revisions_RO1.pdf" "

6. Next Click on Relative Paths and then click options:

PDE.Eiles.(* pdf) v

(Com D oo
e —
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Set : New Set.bex [= @][=]

File Name

01-01-General_CT_FPL_0040-0136 pdf
01-02-A2-Revisions_CT_ADFP_D040-0136 pdf
01-02-Revisions_A3_CT_ADP_0040-0136 pdf
01-02-Revisions_CT_FPL_0040-0136 pdf
01-03-Highway_A3_CT_ADP_0040-0136 pdf
01-03-Highway_CT_FPL_0040-0136 pdf
01-04-Structure_AZ CT_ADP_0040-0136 pdf
01-04-Structure_CT_FPL_0040-0136 pdf
01-05-Landscaping_CT_FPL_0040-0136 pdf -
1| 1 |

I
i _— Options...
( i lUse Relative Paths ) -

[7] Show Paths

[ COpen... H Save ][Sa\re As ]

| »

m

7. Next on the sorting tab, make sure all the options shown below are set:

Set Options
| Sorting | Categories | Tags |
Shiow: 'File Mame and Page Label v]
Sort By: | Page Label Only -

[7] Sort Tagged Sheets By Shest Number

Sort Order: [Nphanumeric Ascending 'l

[7] Stack Multi-Page Documents

Revision Fitter: ’H"Iﬁldcard "l
Stack Revisions By: | Page Label
[2qidoard Syrtac: 72 D] The Wildcard
Previous Revisions: [Cross Out '] Syntax must be ?#
Cumert Revisions: lHighIight "l
7] Copy markups to newly added revisions
Unflatten Markups before Copy
Flatten Marups after Copy ] - Uncheck all of
[] Stamp previous revisions ‘Superseded’ these th ings

8. Then on the Categories Tab make sure the categories are turned off:
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Set Options
Sortirlg,| Categories [Nags
‘ Categories: | Off = )-
Categorize By: Sheet Number
Category Fitter
rY
[E] Civil C
Landscape
@ Structural S
Architectural Demalition AD
Architectural A
Interiors |
Plumbing P
Mechanical M
Fire: Protection FP
Electrical E
Telecom T

9. Then on the Tags Tab make sure nothing is checked and then click OK:
Set Options

Sarting | Categorig Tags "
o S

Add Tags to sheets within a Set. Tags can be applied manually
or by a user-defined region, which finds text on the sheets via AutoMark.

-

Tag Mame Type
Sheet Name Teod
Sheet Number Tent
Revision Mumber Mumber

FXEE]

o Taq: Revision Mumber per Sheet Mumber
o Tag: Discipling per Sheet Number (A1A Standards)
o Tag: Sheet Type per Sheet Number (AlA Standards)

OO0

10. Next click Save, this may take a while depending on how big the project is, please be
patient. When the box pops up choose My computer and click OK:
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Save To x
Type Location Status 6
SharePoint https://ctgovexec sharepoint.com/proj...  Ready
SharePoint https://ctgovexec sharepoint.com/proj...  Ready
SharePoint https://ctgovexec-my sharepoint.com/p... Ready
SharePoint https://ctgovexec sharepoint.com/proj...  Ready
SharePoint https://ctgovexec sharepoint.com/proj...  Ready
SharePoint https://ctgovexec sharepoint.com/proj...  Ready

sitpe./ctoovexec sharepoint.com/proj...  Ready
Computer From Disk
— p— W
} Cancel

11. Save the file in the 100 contract plans folder of the project and name the file “Set File”.

— e e s e e

@ OneDrive - State of Connecticut

~ [ State of Connecticut
0017-0187 - Design
0044-0156 - 140_Project_Administration

58-0164 - Contract Documents
> 100_Contract_Plans (PDF)

110_Contract _Documents

r 125_Completed_Submittal

130_Final _Engineering_Reports
160_Project Photos

Envirenmental

v o€ >

AR ARAR s P i
EEle nome | SetFile > -
Save as type: | Bluebeam Set Files (*.bex) w

A Hide Folders ‘. Cancel

12. When the Tags box pops up just click OK:

== [E=3 Bl =
Edit tag values here... X
File Name Pagelabel  SheetMame  Sheet Number Em;‘:ﬁ

-

3 01-01-General... | 01.01.01
01-01-General... |01.01.02
01-01-General... |01.01.03
01-02-A2-Revi... | 01.02.01.A2
01-02-Revisio... |01.02.01.A3
01-02-Revisio... |01.02.01
01-03-Highwa... | 01.03.04.A3
01-03-Highwa... | 01.03.01
01-03-Highwa... |01.03.02
01-03-Highwa... |01.03.03
01-03-Highwa... |01.03.04
01-03-Highwa... |01.03.05
01-03-Highwa... |01.03.06 2

) e |
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13. Now the set file has been created. As you see below all the sheets from the files are listed and
crossed out accordingly. For use of the Set File see Appendix C:

]

00_Set File_0063-0703.bex

01.03-Highway_A03_0063-0703.pdf

01.03-Highway_CT_FPL_0063

6.15.3 Updating a Set File

Note: Steps 1-5 of Appendix A must be followed to create and use the Set File feature in
Bluebeam.

Also, the PDF checker must be run on the subsets, and they must receive a PASS status for the Set
File to sort the subsets correctly. See section 6.3 information on the PDF checker.

The following will show how to update a set file. When an Addendum or Change Order is required for the
project, the set file shall be updated by the project manager.

6.15.4 Adding a File to the Set File

1. Double click on the set file from the sync folders on your computer. This may take a while
depending on how big the project is, please be patient.
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2. Next click on the Set icon and click Add as shown below:

File Name Category
01-GENERAL pdf

02- Revisions_R01.pdf

05 - llumination.pdf

06 - FRONTIER {FIO) SUBSET paf 0
pen From X
07-CT WATER COMPANY (FIO) SUBSET pdf
08 - REGIONAL WATER AUTHORITY (FIO) ...
09 - SOUTHERN CT GAS (FIO) SUBSET pof Type Location Status "
CT_CON_0059-0164_03_Highways_RO1.pdf SharsPaint hitps//ctgovexec sharepoint com/proj.. Ready
CT_CON_FDP_0059-0164_03 - HIGHWAYS. SharePaint https://ctgovexec sharepoint com/proj...  Ready
SharePoint https://ctgovexec-my sharepoint.com/p... Ready
SharePoint https://ctgovexec sharepoint com/proj...  Ready
Add SharePoint https://ctgovexec sharepoint com/proj...  Ready
. SharePoint https://ctgovexec sharepoint com/proj...  Ready
LelReEmalean |_|_Shar=Poirt ~Ffips //clgovexec sharepoint Com/proy..— FEaty .|
O show pats T |
Open Save Save As ( oK p Cancel

3. Next browse out to your project and select the files to add to the set and click Open. This may
take a minute to add the additional file to the set so please be patient. After it finishes click OK.

4. Now the file will be added to the set, scroll down and you will see it.

PT mockuj

01.0

01.03-Highway_A02_(

Latest version
added

01.03.03.11.A3

Deleting a File from the Set
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Note: Steps 1-5 of Appendix A must be followed to create and use the Set File feature in
Bluebeam.

1. Double click on the set file from the synced folders on your computer.

2. Next click on the Set Icon. Then select the file to remove from the set and click delete:

Set : New Set.bex o =]

File Name =

01-01-General_CT_FPL_0040-0136 pdf
1-02-A2-Revisions_CT_ADP_0040-0136 pdf

m

01-05-Landscaping LT_FPL_0040-0136 pdf b
4 T 3
)
Use Relative Paths
[ Show Paths

[ Open... ][ Save ][Saveﬁs... '
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7. Digital Signatures for Contract and Other Engineering Documents

The following contract documents must be digitally signed when submitted to the Department in accordance
with the following section:

e Contract Plans — FDP, Addendum, Change Orders

e Engineering Reports

o Hydraulic Report
Scour Report
Floodway Report
Final Drainage Reports
Bridge Inspection Reports
Bridge Load Ratings
Task 110
Task 220
o Underground Storage Tank System Closure Reports

e Working Drawings for Permanent and Temporary Structures — Plans and Calculations

O O O 0O O O O

This manual refers to digital signatures in two ways: certifying signatures and signing signatures. The Engineer
of Record or document signer will always digitally sign using a visible certifying signature. If multiple signatures
are required per document, the second signer or sub-engineers shall always digitally sign using a visible signing
signature after the primary signer or engineer has applied his certifying signature. Certifying signatures allow
controlled changes, to the now certified document. These controlled changes include allowing PDF digital
comments, and the application of additional signatures. Signing signatures should always be accompanied by
a note listing the sheets the signer is responsible for within a subset.

To digitally secure a PDF document, the signer(s) applies a digital signature(s) to only the first sheet of the
document, regardless of the number of pages the document contains. This digital signature secures the entire
document.

A graphic image of the signer’s signature must be created, and shall be used for the following purposes:
e It shall be attached to the digital signature and displayed when the digital signature is applied.
e It shall be placed as a watermark on all contract plan sheets a particular engineer of record is
responsible for (digitally signing for).
e It shall be placed on the first sheet by the preparer and checker of an engineering report.
e The watermark shall be placed on all contract plan sheets and all plan sheets contained in a working
drawing submittal.

A digital ID must be purchased to apply a digital signature. Digital ID’s must meet the special provisions of
Adobe’s Certified Document Services (CDS) or Adobe Approved Trusted List (AATL). The necessary hardware
and software needed to apply the required digital signatures may be purchased from the vendor list provided
at the following website: http://www.adobe.com/security/partners cds.html, additional information on
Adobe’s CDS is also available at this website.

Before digitally signing any document, Bluebeam must be set up as detailed in Appendix A.
7.1. Graphic Image of Signature

7.1.1 Contract Plans
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The following figures display an example of both a state designer and a consultant designer’s digital signatures,
and their accompanying graphic image(s) of their signature(s). See Section 5.2. for instructions on how to
create a graphic image.

The consultant engineer’s graphic image must contain his companies name and address, his signature, his
Professional Engineers stamp, or his Professional Architecture Stamp. The state employee’s graphic image
must contain only his signature. See Below.

TRAFFIC - LEGENDS &
LIST OF DRAWINGS

=-| 1" page of Subset

- State Design
Digital Signature

MADA NN

. Consultant
vmes | Digital Signature

31‘ u:Hs

uslts-mnn‘

Scanned Signature "Graphic Appearance”

In addition to a digital signature being placed on the first sheet of any contract plan, working drawing plans,
and working drawing calculations, CTDOT also requires that all subsequent pages be watermarked with a copy
of the engineer of records graphic signature before they are digitally signed. Watermarks containing these
signatures are applied using Bluebeam and are always placed in the border of contract plans and working
drawings for permanent structures. This is to prove validation of a digital document if printed.

Watermark of State Design Graphic
Signature

SCA

W PROJECT T
T @ OFFICE OF ENGINEERI
hTI » N APPROVED BY: ‘J.QTF N

Watermark of Consultant Designers
Graphic Signature

7.1.2 Engineering Reports

Hydraulic, Scour, Floodway, and Final Drainage Reports

The following shows the watermarks that need to be placed on the first sheet of a Hydraulic, Scour, Floodway,
or Final Drainage Report by the Preparer and the Checker and the digital signature of the Approved Hydraulic
Engineer. The digital signature must include the graphic image of the signer’s PE stamp and signature as
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shown below, Section 5.2. for instructions on how to create a graphic image. These reports shall be digitally
signed in accordance with Section 5.6.7

Dlgital sig“ature ["!,‘;;.‘k:rtr“.‘m of Transportation

¢

Prepared for:

State of Connecticut

FINAL HYDRAULIC ANALYSIS REPORT

pproved By:

¥ 2014.11.03 F.A.P. No. 0951(351)

Bridge No. 00145

Project No. 170-2811 (P.E.)
David M. Cicia State Project No. 83-261

09:33:39-05'00'

Jg River
Milford, CT

Checked By:

Bridge Inspection Reports

Prepared By@nm‘: 11/4/2014
Cameron Hendry P re pa re r a n d

David Cicia

Watermarks of

Date: 11/412014 ChQCker

The following shows how Bridge Inspection reports are to be digitally signed in the bottom right-hand corner
of the report. The digital signature must include the graphic image of the signer’s PE stamp and signature as

shown below, Section 5.2. for instructions on how to create a graphic image. These reports shall be digitally
signed in accordance with Section 5.6.7
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Inspection Type: Routine and Fracture Critical

BRIDGE NO.08069R

08070 - BRIDGEPORT
MAINLINE
over
KOSSUTH STREET

Routine and Fracture Critical Inspection
512712015
Inspected by:  TranSystems

Digital
Slgnature\A p. Mathew J.
Calkins, P.E.
F 2015.08.20

10:37:09-04'00'

Bridge Load Ratings
The following shows how Bridge Load Ratings are to be digitally signed. The digital signature must include the

graphic image of the signer’s PE stamp and signature as shown below, Section 5.2. for instructions on how to
create a graphic image. The load ratings shall be digitally signed in accordance with Section 5.6.1
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STATE OF CONNECTICUT
DEPARTMENT OF TRANSPORTATION

LOAD RATING

Bridge No. 00634

Silver Street

over

Route 9

Middletown

Andrew Lessard
+] ,2018.01.02
” 16:23:28-05'00"

BY PLACEMENT OF THE PROFESSIONAL ENGINEERING STAMP AND SIGNATURE | HEREBY
STATE THAT | HAVE PERFORMED AN INDEPENDENT CHECK OF THE METHODS, ASSUMPTIONS,
LOAD DISTRIBUTION, COMPUTER INPUT FILE(S) AND ALL CALCULATIONS FOR THIS LOAD
RATING REPORT FOR THE BRIDGE NUMBER STATED ABOVE. BY STAMPING AND SIGNING
ABOVE, | CONFIRM THAT | AGREE WITH ALL METHODS, ASSUMPTIONS, LOAD DISTRIBUTIONS,
AND CALCULATIONS CONTAINED IN THIS RATING REPORT.

Q Stantec

Stantec Consulting Services Inc. James Fuller
55 Church Street Suite 601, New Haven, CT 06510 12/22/2017 (203) 495-1645

Environmental Compliance Reports

The digital signature for the Task 110, Task 220, and Underground Storage Tank System Closure Reports must
include a graphic image of the Professional engineer’s signature or a graphic image of the signer’s signature
where applicable, see Section 5.2. for instructions on how to create a graphic image. These reports shall be
digitally signed in accordance with Section 5.6.7

7.1.3 Working Drawings

Working Drawings for Permanent and Temporary Structures

The following shows the digital signature and Professional Engineering watermark requirements for the
engineer who prepares the working drawing submittal. These types of submittals shall be digitally signed.
Note: Working Drawing for Temporary Structures only require that the first sheet in the submittal be digitally
signed, watermarks are not necessary. See Creating Graphic Image of Signature for instructions on how to
create a graphic image.

Working Drawing Plans
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The first plan sheet in the submittal shall have a digital signature and a watermark placed on it as shown
below. All other sheets will only have the watermark. A place in the border of the plan sheets shall have a spot
for this watermark.

BEAM END PAINTING AND BEARING REPLACEMENT IN DISTRICT 2.

CONNECTICUT DEPARTMENT OF TRANSPORTATION
STATE PROJECT NO. 172-405

BRIDGE #3415 & #3416 - WORK PLAN

DRAWING INDEX
|oRawinG Ne. [oRAwNG TITLE
13002-01-01 | COVER SHEET
|13002.01-02_|GeNERAL NOTES
13002:01-03 | JACKING PROCEDURE

130020110 _[PLATFORM PLAM
130020111 | PLATFORM PLAM

~| Digital Signature vaovzor 2 [moana A

130020113 _| JACKING PLAN

130020120 _|PLATFORM SECTION
130020121 _|PLATFORM SECTION
130020122 | FLATFORM SECTION
130020123 | PLATFORM WALKWAY
130020122 |sTAmEAsE
130020130 | JackiNG DETAL
13002-0131 | JACKING DETAIL

A g William Pratt
S7E) e 20140342
ATEE 13:49:10-0400

13002-01-40 | cONTAINMENT SECTION
13002-0141 | CONTAINMENT SECTION
13002-01-56 | CONTAINMENT DETAIL
13002-01-60 | CONTAINMENT NOTES
13002-01-61 | CONTAINMENT NOTES

fr——
Watermark SEAM END PAINTING AND UEARING REPLACEMENT

IN BISTRICT 2, CONNECT

o T
BRIDGE #3415 & #3416
“COVER SHEET

e FROEET ¥, =
6 | 13002 172-405

TN BT RIL | owe [owe sees ¢
U241 13002-01-01

| cupoamn @ _es

Working Drawing Calculations
The first sheet of the calculations shall have a digital signature as shown below:

ABHE
SvosopA
INC.

7

BRIDGE BEAM END AND BEARING REPAIR
IN DISTRICT 2
CONNECTICUT DEPARTMENT OF
TRANSPORTATION

PROJECT NO.172-405, ASI JOB NO.13002
(BRIDGE #3415 & #3416)
Calculations

Digital ’ Ve - William Pratt
ViR y 14.03.1
Signature SR o ow0

Abhe & Svoboda, Inc,

17066 Revere Way, Prior Lake, MN 5537

June 24, 2013

Abihe: & Sucboda, Inc. i an Equal Opparunity Employer J

7.1.4 Other Documents

68



Connecticut Department of Transportation — Digital Project Development Manual

Documents that do not require to be signed by a Professional Engineer shall have a graphic image of the
signer’s signature attached to their digital signature. See Creating Graphic Image of Signature for instructions
on how to create a graphic image.

7.2. Creating Graphic Image of Signature

7.2.1 In House CTDOT or Non-Professional Engineering Signature:

The graphic signature will be used by CTDOT employees and signers that are not signing as a Professional
Engineer.

CTDOT graphic signatures shall be created as follows:

Signer must sign a blank piece of paper.

Scan this signature.

Crop the image so that the image is approximately 300 pixels wide by 100 pixels high.
Save the images, in PDF to an area on your PC.

T S

7.2.2 For Consultant Staff PE Stamp:

Consultant Engineers shall create two different graphic signature images: one that shall accompany their
digital signatures and a different one that shall be placed as a watermark on all the plan sheets the engineer is
signing for.

PwnNPE

This section shows an example of a Professional Engineer preparing their graphic image of their signature;
Architect’s shall follow this section when they are preparing their digital signature.

Graphic Appearance Attached to Digital Signature

The graphic signature that accompanies the digital signature only needs to include the designer’s signature and
P.E. Stamp., and shall be created as follows:

Stamp and sign a blank piece of paper.

Scan this signature.

Crop the image to approximately 250 pixels wide by 250 pixels high.

Save the image, in PDF to an area on your PC or server, where you can easily access it for later use in
the signature set-up procedure.

PWNPE

\111/]
S comdly,

QOO PR So

SE P o2
SErS 2\9=
L A ~ 1) ﬁ-
=ﬁ N - B
= o~

=3, Nojeses ¢ (US
”/‘\6 +{/cens ‘;F} N
lliiloNA\}\ ‘\\ )

\

Graphic Appearance used as a Watermark
In addition to the designer’s signature and P.E. Stamp, the graphic signature that is placed as a watermark shall
also include the designer’s company name and address, and shall be created as follows:

1. On blank paper — Print company name and address.
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Place P.E. stamp next to company name and address.

Sign P.E. Stamp.

Scan the image created in steps 1 thru 3 above.

Crop the image to approximately 500 pixels wide by 250 pixels high.

Save the image, in PDF to an area on your PC or server, where you can easily access it for later use in
the watermarking procedure.

ounkwnN

Wiy,
\‘3?2‘?'.‘?5"// Consultant Co. A

0%
5\&37“& P""‘ 0” Address
Sos 3=
=3 ,' EE
’/2 "Csns? o) s
// IONALEAN
g e

Once the graphic images have been properly created and saved, the digital signature appearance preferences
must be set as follows:

7.3. Setting Digital Signature Appearance Preferences

Once the graphic signatures are created the digital signature appearance settings must be defined as follows:

Bluebeam Digital Appearance
1. Make sure your CDS USB token is inserted into the computer then in Bluebeam go to the Document

tab and select Signatures>Digital ID’s:
[
Document  Batch Tools Window Help

% [fi‘f] @ O Markup

Stamp

Measure
Pages:31 [ Sketch to Scale
Form

nockup CTDOT_Highway
Signature

Hyperlink - ShifttH [ Certify Document...

File Attachmelt

Toolbars 5 Digital IDs...

R Trusted ldentities...
leuse

2. Next click on your ID and click Manage Appearances:
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Narne

l: Mathew Calking ’

|
B<iE|a

A
“BRATIS (1) select ID

Location

d:\Documents and Settingshealkinsmbpp
‘Windows Certificate Store

|dentity

ame:
OrganizationagUnit:

Organization Myme:

Mathew Calkins

lzsued By:
Starts:

Expires:

(3) Double Click

E-mail Addrdgs:

b [Expnlt ([ Manage Appearances. '

E—

(2) Click Manage
Appearance

3. Next follow the figure below:

Signature Appearance @

== -) <4— Type in Name

Graphic

:m Browse to graphic
™ je— grap
appearance

@ File D:\Users'calkinsmj\Desktop'mjc pe jpg
Poson: @ Left © Right

(©) Background

Text

af |¥ Name
[ Distinguished Name
¥ [C] Location

Alignment:

[¥| Reason @ D E]

] Cortact Irfo

] Date x

N—
[ Labels
Fort Size: |3 Auto \ [7] Logo

Preview

7 Make sure these
settings are set

as shown

<Name>
<Reason>
<Date>

_~ Click OK

4. Now the digital appearance will be saved and can be used to digitally sign.

7.4. Watermarking Plans with Graphic Image of Signature

The Engineer of Record (Principal Engineers for State Design), for each discipline, shall place a copy of their
graphic signature as a watermark on each sheet of each discipline subset, or working drawing submittal (Plans
and Calculations) that they are responsible for. For Engineering Reports the preparer and checker of the
report shall place a copy of their graphic signature as a watermark only on the cover of the report.

Bluebeam - Watermarking Plans with Graphic Image of Signature (CTDOT and Consultant Designed)

There are two ways to apply watermarks using Bluebeam, see below for options 1 and 2. The following shows
an example of a CTDOT signature, but the procedure is the same for a consultant when they are placing their
PE stamp in the border or on the first sheet of an engineering report.

Watermarking Workflow:
Option 1
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1. The watermark in Bluebeam is placed using the stamp function. First go to the Markup tab and select
Stamp and then choose your stamp. If your Principal’s or PE stamp is not in the list follow Appendix A.
If your stamp is in the list go to step 2.

2. Next place the stamp in the border on the first sheet.

Place stamp in this
area in the border ——

SIGHATURE] FADIECT TITLE:
BLOCK

F CONNECTICUT OFFICE OF CNGINEERING -

)JF TRANSPORTATION === o

L L

it

3. Next, right click on the stamp and select “Apply to all pages”. If you are watermarking an engineering
report, you do not need to apply to all pages.

I STA. 2 ut Cirl+X
[ LENGTH Cir+C
Ctri+V

Painter Ctrl+Shift+C

Delete Del
Open Pop-Up Note

Change Colors

Layer

Order

Alignment

Edit Action... Ctr+Shift+E

T 04.01.401 (1
Flatten

Lock Ctrl+Shift+L

Legend

tus
Check
Add to Tool Chest

Set as Default

Apply to All Pages

Properties

If more than one group must watermark this subset, browse to the pages the other group is responsible for
and delete the watermark. Then they can come in a place their watermark on these sheets.
Flatten Markups
4. After the watermarks have been placed, the watermarks must be “flattened” to the PDF document.
Go to Document>Flatten Markups. Use the default settings and click OK.
1. After the watermarks have been placed on the subset, the watermarks must be “flattened” to the PDF
document. Go to Document>Flatten Markups. Use the default settings and click OK.

7.5. Digital Signature Fields
Contract Plans
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Digital signature fields are form fields created using Bluebeam and are used to house the digital signatures.
Digital Signature form fields shall be placed within the form field place holders. The form field place holders
are cells that are placed in the Bentley Software file on the title sheet and the subset cover sheets and, on any
Addendum, or Change Order Subset. The figure below shows a CTDOT designed project with the form field
place holders (circled) on the title sheet and the discipline subset cover sheet.

%S_,'z‘i CONNECTICUT DEPARTMENT OF TRANSPORTATION o

EDIT FOR
PROJECT
TITLE

DIT FOR ## - SUBSET NAME
EDIT FOR

TOWNS_AND/OR INDEX OF DRAWINGS
CITIES —

_booo-oo00 [

The figure below shows a consultant designed project’s title sheet and discipline subset cover sheet with their
form field place holders.

’ﬁ' CONNECTICUT DEPARTMENT OF TRANSPORTATION @

REPLACEMENT OF ## - SUBSET NAME
BRIDGE NO. 02301, ROUTE 43 INDEX OF DRAWINGS
OVER HOLLENBECK RIVER

CORNWALL

T~ 0031-0128 [ = .

Place holders determine the location and size of the digital signature form field.

Form field place holding cell library: CT Digital Sigs.zip

The digital signature place holder and form fields shall be created on the first page of each discipline subset for
each required digital signature.

Note: All signature form fields need to be created for both certifying and signing signatures before any
digital signatures is applied to the document.

Contractor Submittals
Contractor submittals will not be required to have a digital signature place holder.

Engineering Reports
Engineering reports will not be required to have a digital signature place holder.

7.5.1 Bluebeam - Creating Digital Signature Form Fields

The following example shows how to place the (3) digital signature form fields on the 01-General title sheet of
a CTDOT designed project. For a discipline subset or a consultant designed 01-General title sheet, only one
digital signature form field needs to be placed.
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1. To place signature fields, click X.

2. Next place three signature fields in the appropriate location and hit save as shown below:

THE DESIGN APPEARS TO CONFORM TO APPLICABLE CRITERIA, APPROVAL IS
MNOT TO BE CONSTRUED TO MEAN THAT ALL ASPECTS OF THE DESIGN HAVE
BEEN PERSOMALLY CHECKED BY THE UNDERSIGNED.

=

SUBMITTED BY TRANSPORTATION PRINCIPAL EMCIMEER F.E.
[

APPROVAL RECOMMENDED BY MANAGER OF STATE DESIGN - SCOTT @, HILL PE.
[

[4PPROVED TRANSPORTATION ENGINEERING ADMINISTRATOR - JAMES H. NORMAN P.E.

7.6. Applying Digital Signatures

This section describes how to apply digital signatures for contract plans, engineering reports, working drawing
plans, and working drawing calculations.

Contract Plans
Contract plan discipline subsets 01-General and 02-Revisions and the Highway and Traffic Standard drawing
subsets have unique requirements as described in the following sections.

CTDOT projects shall have their discipline subsets digitally signed after they have been uploaded into
COMPASS because the Principal Engineer will be looking in COMPASS to digitally sign documents.

Discipline subsets designed by a single engineer shall be digitally signed, by the engineer of record, using a
single visible certifying signature, applied to the signature form field located on the first page of each subset.

Discipline subsets designed by multiple engineers shall first be digitally signed by the Engineer of Record who is
responsible for the most sheets in the subsets. This engineer will apply a visible certifying signature in the
topmost form field. The next Engineer of Record shall apply their signing signatures in the subsequent form
fields. This Engineer shall also include a reason, when applying their digital signatures, listing the pages they
are responsible for.

Digital signatures must be applied to digital signature form fields, previously.

Engineering Reports
Engineering Reports shall be digitally signed, by the Engineer of Record using a certifying.

7.6.1 Applying Digital Signatures to 01_General Subset (FDP and Addendum
Subsets)

CTDOT DESIGNED PROJECTS:
The following procedure applies to both the 01_General subset at FDP and any 01_General_A# subset.

The project title sheet of the 01_General subset shall first be digitally signed by the lead discipline’s Principal

Engineer, using a certifying signature. The Principal Engineer should make sure that all three digital signature
form fields (blue boxes in the signature block) are placed before signing, as these forms cannot be added after
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the document is digitally certified. After processing has approved the 01_general subset for Advertising, the
Manager, and the Transportation Engineering Administrator shall digitally sign the same sheet directly below

the principal’s signature, using a signing signature while the plans are in the Manager and Engineer Admin.
Sign state.

Processing shall notify the lead designer when the 01-General subset is placed in the Manager and Engineer
Admin. Sign state. The lead designer shall then coordinate the digital signing by the Manager and Engineering
Administrator of the 01_General subset. When both signatures are applied to the plans, the lead designer
shall then notify processing that the 01-General subset has been signed.

See Section 5.7 Applying Digital Signature Workflows
Note: When digitally signing the 01_General subset all signers shall leave the reason code blank.
The following image shows a typical project title sheet from the 01_General subset that is digitally signed:

-

AT T

g!!li CONNECTICUT DEPARTMENT OF TRANSPORTATION @
-

UPGRADE

QOF
SIDEWALK RAMPS

NEW HAVEN

THE DESIGN APPEARS TO CONFORM TO APPLICABLE CRITERIA. APPROVAL IS
NOT TO BE CONSTRUED TO MEAN THAT ALL ASPECTS OF THE DESIGN HAVE
BEEN PERSOMALLY CHECKED BY THE UNDERSIGNED.
t Leo L. Fontaine Visible Certifying Signature
2012.04,03 11:59:18-04'00'
SUBMITTED BY: TRANSPORTATION PRINCIPAL ENGINEER - LEO L. FOUNTAINE P.E
\ A —1) James A. Fallon i F— :
\ Py
<D s (A NeMol 2012.04.04 08:54:35-0400° Visible Signing Signature
APPROVAL RECONMENDED BY: MANAGER OF  JAUES A FALLON PE
)# James H. Norman .
: Visible Signing Signature
2012.04.04 09:58:05-04'00' gning 1g
APPROVED BY: TRANSPORTATION ENGINEERING ADMINISTRATOR - JAMES H. NORMAN P.E.

CONSULTANT DESIGNED PROJECTS:

The project title sheet of the 01_General subset shall be digitally signed by the lead consultant, using a
certifying signature.

See Section 5.7 Applying Digital Signature Workflows
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CONNECTICUT DEPARTMENT OF TRANSPORTATION
REPLACEMENT OF BRIDGE No. 02973

us.1
OVER PATTAGANSETT RIVE
Town(s)/City of

EAST LYME

MAINTENANCE
nnnnnnnnnnnnn

LOCATION

OF PROJECT
nnnnnnnnnnn

044-0148 [

When more than one consultant works on a CTDOT digital project the project manager (prime consultant) shall
apply a visible certifying signature to the first page of the 01_General subset. By applying this signature, the
prime consultant is accepting responsibility for the entire set of digital contract plans. However, the individual
subsets shall be signed by the corresponding firms.

Note: When applying certifying or signing signatures leave the reason code blank.

7.6.2 Applying a Digital Signatures to 02_Revisions Subset

This section applies to both CTDOT designed projects and Consultant designed projects. The figures
contained in this section show a CTDOT signature, but the workflows are the same.

This subset does not need to be signed at FDP. This subset must be signed when the sheet is filled out for
an Addendum or design-initiated change order, whichever comes first.

The first index of revision sheet(s) located in the 02_Revisions subset shall be digitally signed by the lead
designer, using a certifying signature.

1. The lead designer shall apply a certifying signature as described in Section 5.7 Applying Digital
Signature Workflows with the following EXCEPTION: the option “No Changes Allowed” must be
selected to eliminate unauthorized changes after certifying the document. See the figure below:
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Dvigital 10
|MattEalkins VH Wiem... ][ Mew. .. ]

Pazzward:

Signature Type
() Digital Signature

(*) Document Certification

ermitted changes after certitying:
| Mo changes allowed w

Optionz
Reaszon: | v|
Location: | |
Contact Info: | |
| Appearance
! |StandardTe:-:t VH Edit... H Mew... ]
~ <Name>
patar p w8 <| ocation>
<Date>
[ K ][ Cancel ]

7.6.3 All Other Discipline Subsets - Single Signature

This section applies to both CTDOT designed projects and Consultant designed projects. The figures contained
in this section show a consultant signature, but the workflow is the same.

Each discipline subset shall be digitally signed with a visible certifying signature, by ONLY the responsible
design engineer. As shown below.

: W7
O SNSULTANT COMPANY NAME \\og,...\’ ,”/ William Pratt
DKW PR BT,
S5 %3 22 2009.01.27
3. 5% F 104619
/ CEM
7 /’f/,;}row\u \;:\ -05'00'

7.6.4 Standard Drawing Subsets — Single Signature

This section applies to both CTDOT designed projects and Consultant designed projects. The figures contained
in this section show a consultant signature, but the workflow is the same.

Only the standard drawing subset index sheets, Highways and Traffic Standard Drawings, need to be digitally

signed with a visible certifying signature, by the responsible design engineer that submits the subset to
COMPASS. For example, in the case where the Traffic unit is submitting a Highway standards subset, the
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Traffic Principal Engineer is responsible for digitally signing the index sheets, not the Highway Principal
Engineer.

7.6.5 All Other Discipline Subsets — Multi-Signatures

This section applies to both CTDOT designed projects and Consultant designed projects. The figures contained
in this section show a consultant signature, but the workflow is the same for CTDOT designed projects.

Multiple signatures per a single subset are required where two or more disciplines/firms are responsible for
one subset.

The lead designer that is responsible for most of the pages within a discipline subset shall digitally sign the
subset using a certifying signature and leave the reason code blank.

Once certified by the subset lead, the remaining designers(s) shall digitally sign the same subset using a signing
signature and complete the reason code with a note stating which pages, contained in this subset, that they
are responsible for. See table 2-1 below:

Designer Certify or | Responsible Sheet Reason Code
Sign Numbers
Lead Designer Certify
Sub-Designer 1 Sign 03.78 Thru 03.88 | am Signing for Sheet Nos. 03.78 thru 03.88
Sub-Designer 2 — etc. Sign 03.88 Thru 03.98 | am Signing for Sheet Nos. 03.88 thru 03.98

7.6.6 Working Drawings

Working drawing submittals shall be digitally certified in accordance with Single Signatures Visible Digital
Signature using a Certifying signature, of this manual.

7.6.7 Engineering Reports

Engineering Reports shall be digitally signed, by the applicable person using a certifying. See Single Signatures
for instructions on how to apply a certifying signature to an engineering report. If a report needs to be digitally
signed by more than one person, the first person must apply a certifying signature as shown in Single
Signatures and any subsequent signature will be a signing signature as shown in Single Signatures.

7.6.8 Bridge Load Ratings

Load Ratings shall be digitally signed, by the applicable person using a certifying signature with the No Changes
Allowed option selected as shown below:
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Diigital 10:
|MattEaIkins VH iew. .. H MNew... ]

Password:

Signature Type
() Digital Signature
(%) Document Certification

‘ermitted changes after certibing:
| Mo changes allowed -

b

Options
Reason: | v|
Location: | |
Contact Info: | |
Appearance
|StandardTth v” Edit... H Mew... ]
<Name>
patar 9 <| ocation>
<Date>

7.7. Applying Digital Signature Workflows

This section applies to both CTDOT designed projects and Consultant designed projects. See also Signing and
Editing PDFs in Office 365 for instructions and related troubleshooting tips. If a signature is required by the
Chief Engineer, Assistant Chief Engineer, Engineering Administrator or Construction Administrator on project
documents, please see Management Signatures in COMPASS for guidance on how to assign the review in
COMPASS.

Certifying Signature:
1. Leftclick on the signature field and then update the settings as shown below. Examples below are for
a CTDOT designed project’s title sheet and the first sheet of an Engineering Report:

Discipline Subsets
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Click on the signature
to certify

Select your ID and
select as shown
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/

Sgnature Type

THE OLSIGN APPCARS TO gsyn TO APPUICADLE CRITERIA. APPROVAL IS

) Digit: . : 3
() Document CersScation

Mato.0s. 4 in forme. and S0t sipnatires v

DEEH PERSONALLY CHECKED OY T UNDERSIGNED. ]

Optons
Resscn

:

Locanon
Cortact Iefo

(pPina MECMOCED BT mawalEl O STATE (ESHN - SCOTT A WLl PE.

EE—) ==

Mathew Calkin

S TP AT DDA AN T — IS N 7

Engineering Reports or Docum

S
Méﬁzon.w.m 10:

38:10-04'00

ents that Require (1) Digital Signature

FINAL HYDRAULIC REPORT
FOR SOUTH MAPLE STREET BRIDGE
OVER SCANTIC RIVER

Enfield, Connecticut

PREPARED BY: Tectonic Engineering & Surveying Consultants PC
March 8, 2010

Prepared By: Hliker f; el Date: 1/21/14
Mathew Calkins click on the
Checked By: 228 Date: 1,.*21/% . .
il signature field

and

to certify

2. Next, for documents located in COMPASS or SharePoint, save to the appropriate SharePoint Library as

shown below:
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Save File to SharePoint Library X
{77 siteaddress: |htips:icigovexec.sharepoint.com/Projecls/0092-0686/ - | Load Site
7§ Librayfoider: | ~|
Name Date Modified Type File Size  Version
Contract Documents
Design
Internal Documents
ProjectEmails
Shared Documents
SiteAssets
File name: | | |PDF Files (“pdf)  ~
Save to Disk OK Cancel

3. Then select yes to create a new version of the file in COMPASS or SharePoint.

Digital Signing Signature:
Once the prime engineer applies his certifying signature the additional signing signatures can be applied by the
sub-consultants as follows:

1. Leftclick on the signature field and then update the settings as shown below:

ﬁwm Select your ID, a reason
— P—— .
Clak s thia bt 3 ;fsn::‘::;snary and select
/ signature
Soratue Type
© Diptal Signature

THE DCSIGN APPTARS TO COMIORN TO APPLICABCEJORITERIA. APPROVAL 15
NOT TO 08 COMSTRUED 1O MLAN THAT ALL ASPECHS OF ThE OESIGN MAVE

Prrmmed changes aher cendying
BEEN PERSONALLY OWESKED BY THE UNGERSIONE Lo v Ry

Calkins
10.18 10:40:43-04'00

ST IED 81 TRACTONIA KN MIOCPR. DENL|

Mathew Calkin

3
S T T ST AT Mé{zonAOJMO:

40:46-04'00"

2. Next, for documents located in COMPASS or SharePoint, save to the appropriate SharePoint Library as
shown below:
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Save File to SharePoint Library X

@ Site address: ‘https:ffctgovexec.sharepOint.comfPrOjectstOQZ—OﬁSﬁf V‘

7 Library folder: | ]

Name Date Modified Type File Size  Version
Contract Documents
Design
Internal Documents
ProjectEmails
Shared Documents
SiteAssets

File name: | | PDF Files (“pdf)  ~

Save to Disk Cancel

3. Then select yes to create a new version of the file in COMPASS SharePoint.
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8. Submitting Documents to CTDOT

The S&T application can be used for Ball in Court (BIC) tracking of any document workflow in COMPASS.
Examples of typical workflows are provided in this section.

8.1. Correspondence and Memoranda in COMPASS

Please see Correspondence and Memoranda in COMPASS for a sample workflow for generating, reviewing and
distributing project memoranda using the COMPASS Submittals/Transmittals (S&T) application.

8.2. Correspondence to Contractor

Please see Correspondence to Contractor in COMPASS for a sample workflow for sending correspondence to
Construction Contractors using the COMPASS Submittals/Transmittals (S&T) application.

8.3. Request for Work

Please see Request for Work for a sample workflow for sending and responding to a Request for Work using
the COMPASS Submittals/Transmittals (S&T) application.

8.4. PS&E Milestone Reviews in COMPASS

Please see PS&E Milestone Reviews in COMPASS for a sample workflow for conducting a PS&E Milestone
Review using the COMPASS Submittals/Transmittals (S&T) application.

8.5. FDP Workflow in COMPASS

The below sections delineate how to complete an FDP workflow in COMPASS.

8.5.1 Design Review Phase
1. Lead Designer creates a new submittal envelope in COMPASS by pressing the New Submittal button.

2. Lead Designer manually keys in Submittal Name and selects Submittal Type, then presses the blue
Submit button to create the submittal envelope.
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- Close | Submittal
Details
Submittal Name: @ Project No.
FDP Demo 0055-0130
Submittal Type: @ Date Submitted:
Internal Memorandum v | NA

3. The submittal populates in the S&T table, listing the Submittal Creator (Lead Designer) as the Ball in
Court. Lead Designer opens the submittal envelope by clicking on the submittal name or review

status.
SUBMITTAL SUB TYPE ITEM ... REVIEW STA... BALL IN COU...
FDP Demo Internal Memorandum Process Assignm¢  Lofberg, Lynne

4. Lead Designer uploads FDP documents to envelope by selecting the appropriate destination folder
from the drop-down, then selecting the file(s).
a. Attach the necessary documents to the envelope by following the guidance provided in Attach
Files to a COMPASS S&T Envelope.
b. Ensure file names 1) do not include any restricted characters and 2) accurately and
intuitively describe the document.

FDP Document File Type Destination Folder

Contract Plans PDF Contract Documents > 100_Contract_Plans
(PDF)

Final Engineering Reports PDF Contract Documents >
130_Final_Engineering_Reports

FDP Design Review Request Memo PDF Internal Documents > 142_Project
Administration Correspondence

Contract specifications and NTCs Word Internal Documents > 240 _Contract
Development > FDP Specs

CSl specifications Word Internal Documents > 240 Contractor

Development > CSI Specs
**Folder created by designer, as needed.

Estimator Proposal Estimate Digital Estimator Internal Documents > 240 _Contract
Format Development

Calendar Day Estimate Internal Documents > 240 _Contract
Development

Permit Applications and Approvals PDF Internal Documents > 240 _Contract

Development
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Electronic Engineering Data Files Internal Documents > 240_Contract
uploaded by the Designer Development

Details

100_Contract_Plans (PDF)
110_Contract _Documents
130_Final _Engineering_Reports
160_Project Photos
No Re

125_Completed_Submittals
120_Contractor_Submittals (PDF)
140_Project_Administration
142_Project Administration Correspondence
150_Quantity Calculations
151_Final Design Calculations
170_ROW Flles
210_Construction >

Attach File(s): 220 FHWA

Click on the Icon to choose destination folder = ) . .
230_Contract_Administration
240 _Contract_Development
310_Milestone_Submissions >
320_Permit_Development
330_Design_Data >
500_Survey >

600 Project Initiation Documents

Attach File(s):
load New 5 Contract_Pl PDF -
Uple New File(s) 00_Contrac ans ( ) E) v

Select to attach a file from a local
drive or server

File from Site Library or OneDrive

Select to attach a file from the
COMPASS project site or
OneDrive (CTDOT personnel only)

Select to attach a file from
another SharePoint or
COMPASS site

5. The PDF checker will automatically run on any documents uploaded to the 100_Contract_Plans (PDF)
folder. If the document passes the PDF checker, it will upload to the folder. If the document fails the
PDF checker, detailed failure reasons will display in the submittal Comments/Log. See PDF Checker in
COMPASS (sharepoint.com) for more details.
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PDF Checker

PDF Checker processing 1file(s)

a. If the document passes the PDF checker, close out of the informational window.

PDF Checker

File Name Passed / Failed
03 - Highway_CT_FPL_0018-0134.pdf Passed

For detailed failure reasons please check the Submittal Comments.

b. If the document fails the PDF checker, it will still upload to the 100_Contract_Plans (PDF)
folder. Review the Submittal Comments/Log for details for the failure. Depending on business
requirements, either modify the PDF document to correct for the failure or leave as-is.

ctgovdot.sharepoint.com says

TR_MSH_TCS_117_211_XXXpending.pdf did not pass PDF Checker and

was blocked from being uploaded.

PDF Checker

File Name Passed / Failed
TR_MSH_TCS_TN7_2TN_XXXpending.pdf Failed

For detailed failure reasons please check the Submittal Comments.

Close
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= Close | Submittal Process Assighment

Document Details Comments/Log

£ Search

Write a new comment...

A

+ Post Use Shift + Enter to create a line break

CTDOT Admin: PDF Checker results for TR_MSH_TCS_117_211_XXXpending.pdf: Is PDF Flattened?: Passed, Is PDF the Correct Height and Width?: Passed, Does the PDF have a

Digital Signature?: Fail, Does the PDF have Levels Layers?: Fail, Does the PDF have Page Labels?: Fail, Does the PDF have Searchable Text?: Fail, Does the PDF have Sheet Numbers?: Fail,
Does the PDF have a Watermark?: Passed

6. All NTCs and specifications are to be uploaded as individual Word documents in the folder FDP specs.
No other documents should be uploaded to this folder.

7. If a project contains CSl specs, the Lead Designer is to create a sub-folder to the Internal Documents >
240_Contract_Development folder named “CSI Specs.” All CSI specifications are to be uploaded to this
location (if relevant). To create this folder:

a. Navigate to the Internal Documents > 240_Contract Development folder for the project.

Internal Documents > 240_Contract_Development

M Created Modified Name

September 9 September 9 FDP Specs

b. Select New > Folder
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D Search 1 Upload

Folder

Internal Documents > 240_C @3 word document

Excel workbook
D Created T

B: PowerPoint presentation
September 9 |

B} OneNote notebook

@/ Visio drawing

@ Link

¢ Edit New menu

-+ Add template

c. Name the folder CSI Specs and press Create.

Create a folder X

Csl Specs|

d. The CSI Specs folder will now be available in the Document Destination drop-down in the
submittal envelope.

8. Once all documents are added, press Save to attach all documents to the submittal envelope.

Save Revise and Resubmit m

9. Lead Designer requests sub-designers submit their FDP documents by adding sub-designers as
Submittal Reviewers. Set the appropriate due date, order of review, and task for each sub-designer.
Typically, the Lead Designer will assign all staff who need to upload FDP documents as parallel
reviewers with the Task “Contribute.” Users may save frequently used reviewer lists to be applied in
the future. Once all staff is added according to business needs, press the Start button to initiate the
automated Ball-In-Court workflow.

a. Name: Select the appropriate DOT or consultant staff. Users must have permissions to the
project site to be assigned as a reviewer.
Due Date: Set the due date for each person.
Order of Review: Set the order of review in series, parallel, or any combination thereof, in
accordance with the business need. Multiple review steps can be set for the same due date, if
needed.
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d. Task: Select the appropriate comment from the drop-down menu. This comment will display
in the S&T envelope and populate in the recipient’s email notification.
i. Review: Default comment. Assignee is expected to add comments or review stamps
to documents.
ii. Contribute: Assignee is expected to upload one or more files to the submittal
envelope.
iii. Sign: Assignee is expected to apply a digital signature.
iv. Concur: Assignee is expected to verify viewing the submittal documents but may not
need to take any action on the documents directly.
v. Distribute: Assignee is expected to distribute links to the envelope.
vi. Custom: Option to provide customized task guidance.

Enter the name of a project resource in the field below.

NAME DUE DATE ORDER OF REVIEW TASK
= UserC.Compass Thu Feb 01 2024 F 1 Review
= Dudzinski, John / Transportation Engineer 3 Thu Feb 01 2024 2 Contribute
= | Anning, Julie M / Transportation Engineer 3 Fri Feb 02 2024 & 3 Sign
= Bourgoin, Bruce R / Transportation Supervising Engineer Fri Feb 02 2024 (& 3 Concur
= Pratt, William S / Transportation Principal Engineer Thu Feb 29 2024( 4 Distribute
User.C.Compass / No Title From AD Fri Mar 15 2024 (= Review

10. An email will send to all Submittal Reviewers in Order of Review 1, and the BIC in the S&T table will
automatically update.

11. Sub-designers upload their FDP documents to the appropriate folders in the same manner as the Lead
Designer. To transfer or add a member of the project team to one’s review step, follow Reassign or
Add to a Review. The PDF checker will automatically run on any documents uploaded to the
100_Contract_Plans (PDF) folder.

a. Once all documents are selected, the sub-designer presses the Save button to upload the
documents.

Save

b. After uploading all FDP plans and completing ones BIC tasks, the sub-designer presses the gray
complete button. The sub-designer’s name will drop from the BIC and automatically progress
to the next assigned BIC.
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WORKFLOW

NAME DUE DATE STATUS CDﬁ.TEF'LETE ORDER  TASK

«» User.C.Compass / No Title From AD 03-20-2024 Not Complete NA 1 Review & Complete Reassign Add Reviewer

12. Lead Designer reviews the sub-designers plans, specs and estimates for content and completeness and
checks they have passed the format compliance. If the documents are accepted, the Lead Designer
selects Approve Upload from the Actions drop-down menu. If the plans are not accepted, the Lead
Designer selects Reject Upload from the Actions drop-down menu. For more information, see S&T
Document Grid Management.

Filter By ~ | Actions

Start Bluebeam Session

(J name REVIEW ..

(] 03 - Highway_CT_FPL_0018-0134.pdf @ Accepted
(] 04 - Sails.pd @ Accepted
:] 10_WATERMAIN_A1 2.pdf © Rejected

13. If the sub-designer / contributor’s document(s) are rejected, an email notification will be sent. The
user can then replace the original document with a corrected one.

14. Once all documents are accepted by the submittal owner / Lead Designer, the Lead Designer may
begin a Bluebeam Studio Session, if needed, for a collaborative review. Note: Users require a
Bluebeam Prime account to start and finalize Bluebeam Studio Sessions in COMPASS. If a user does not
have a Prime account, please request one by putting in a ticket with the COMPASS Support Desk.

DOCUMENT(S)

Filter By v | Actions

Start Bluebeam Session

(] namE REVIE...
[] specs.docx @ Acceptec
(] 10_WATERMAIN_A1.pdf ©@ Acceptec

Note: If a PDF document is a PDF/A, or has other restricted security settings restricting editing, it will
not be included in the Bluebeam Studio Session. In the Bluebeam status column of the document grid,
it will display as “Not Eligible (Locked).” If the Start Bluebeam Session button is pressed, a message
will display noting the security restriction.
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ctgovexec.sharepoint.com says
Document not eligible for Bluebeam Studio Session due to security
settings or other restrictions.
Item Number:- not required “ Submitted By: o
Gelect — Wanda Vision I
+ Add ltem Number Mark if this is Urgent
UJ Urgent
Submittal Type:
Select
JOCUMENT(S)
Filter By -
Start Bluebeam Session
: NAME FOLDER BLUEEEAM
h : 264113-003-00 LP Certification-solo.pdf 120_Contractor_Submittals (PDF) Not Eligible(Locked) ":D
15. After starting the Bluebeam Studio Session, the submittal owner assigns reviewers with the

16.

17.

18.

appropriate due date, order of review and task for each to meet the business need. Multiple review
steps can be set for the same due date, if needed. Users may save frequently used reviewer lists to be
applied in the future.

Lesson Learned: Lead Designers may find it useful to assign all staff who need to perform the initial
review in parallel as order of review 1, then those who will need to review/respond to comments as
order of review 2. The same staff member can be assigned more than once, if needed, in a review
workflow.

Each assigned reviewer performs the review per the business need and presses Complete when done
to advance the Ball in Court. To transfer or add a member of the project team to one’s review step,
follow Reassign or Add to a Review.

If documents need to be replaced, the submittal owner can press the Revise and Resubmit button to
enable contributors to replace their files.

Send Back to Owner Revise and Resubmit

Once the FDP documents are complete, the submittal owner transfers ownership to contract
processing by pressing Transfer Owner and inputting the email address of the processing staff assigned
to the project.
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Save Send Back to Owner Revise and Resubmit

Transfer Submittal

Please enter the email of the Submittal member
to transfer ownership to.

robert.foley@ct.g ov{

19. Once the Transfer Owner process is complete, no changes should be made to the FDP submission
unless requested by the contract processing unit.
a. If plans need to be revised or replaced, do so using the replace file function in the submittal
envelope (instructions above).
b. If NTCs, specs, or CSl specs need to be added or revised, upload the documents directly in the
appropriate folder.
i. Navigate to Internal Documents = 240_Contract Development - FDP Specs (or CSI
Specs, if relevant). The folder should be empty.

Internal Documents > 240_Contract_Development > FDP Specs

i Created Modified Name

ii. To upload the new or replacement specs as requested by contract processing:
1. If the document is not stored in the COMPASS project site, then either drag
and drop the files or select Upload = Files:
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O Search 1 ‘Upload [ Edit in grid view

Files
Internal Documents > 240 Contract _Devel folder

Template
D Created v Modified Narie -

2. Ifthe document is stored in a different working folder in the COMPASS project
site and needs to be moved, navigate to the document, and select the Move to

option:

© [0 Created v Modified | Name Download

N Delete
(] @ A few seconds ago A few seconds ago "move FDP spec demo.docx =
Automate >
Rename
Pin to top

Move to

Copy to

3. Navigate to the Project Number = Internal Documents =2
240_Contract_Development = FDP Specs and press Move here.

« Current Library 240_Contract_Development

Choose a destination

CSlI Specs

FDP Specs

F7 New folder

Move here

4. Notify contract processing that the requested FDP Spec update is complete by
sharing the folder back to the requesting staff. Include a message in the pop-
up window indicating that the requested changes are complete.
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Internal Documents > 240_Contract_Development
i Created Modified | Name
45 minutes ago 45 minutes ago _\ICS| Specs
° September 9 September 9 FDP Specs = (P_;
Send link i

@ People you specify can edit >

|To: Name, group or email V%

Message...

© o

Copy link QOutlook

8.5.2 Processing Phase
After receiving the submittal from the lead designer, the contract processing unit proceeds as follows.

1. The lead (submittal owner) from the contract processing unit may now facilitate a review of the
contract documents.

2. To review plans in the 100 folder:
a. If needed, start a Bluebeam Studio Session to perform a collaborative review. Note: Users
require a Bluebeam Prime account to start and finalize Bluebeam Studio Sessions in COMPASS.
If a user does not have a Prime account, please request one by putting in a ticket with the

COMPASS Support Desk.
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b. Assign reviewers, due dates, order of review and tasks as needed. Users may save frequently
used reviewer lists to be applied in the future. Once all staff is added according to business
needs, press the Start button to initiate the automated Ball-In-Court workflow.

Name: Select the appropriate DOT or consultant staff. Users must have permissions
to the project site to be assigned as a reviewer.
Due Date: Set the due date for each person.
Order of Review: Set the order of review in series, parallel, or any combination
thereof, in accordance with the business need. Multiple review steps can be set for
the same due date, if needed.
Task: Select the appropriate task from the drop-down menu. This task will display in
the S&T envelope and populate in the recipient’s email notification.
1. Review: Default comment. Assignee is expected to add comments or review
stamps to documents.
2. Contribute: Assignee is expected to upload one or more files to the submittal
envelope.
3. Sign: Assignee is expected to apply a digital signature.
4. Concur: Assignee is expected to verify viewing the submittal but may not
need to take any action on the document itself.
5. Distribute: Assignee is expected to distribute links to the envelope.
6. Custom: Option to provide customized task guidance.
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SUBMITTAL REVIEWER(S)
Enter the name of a project resource in the field below.

NAME DUE DATE ‘ORDER OF REVIEW

Dudzinski, John / Transportation Engineer 3 X Wed Nov 22 2023(F 1 ~

Annino, Julie M / Transportation Engineer 3 X Thu Nov 23 2023 2 ~

Paprota, Justin 5. / Transportation Engineer 3 X Fri Nov 24 2023 3 ~

Bourgoin, Bruce R / Transportation Supervising Engineer X Sat Nov 25 2023 4 A4

Pratt, William S / Transportation Principal Engineer X Sun Nov 26 2023 5 v

Calkins, Mathew J / Transportation Supervising Engineer X Mon Nev 27 2023F 6 v

Review

Contribute

Sign

Concur

Distribute

Custom

TASK

i

Custorn
task
information

&

G

G

Eb

0

o

c. Tosave areviewer group to apply in the future, press the “Create Reviewer Group” button.

When prompted, key in the group name and press Submit to save the list.

Create Reviewer Group Choose A Saved Reviewer Group

Save Reviewer Group
Current Reviewers will be saved to a

personalized group for quick adding on future
submittals.

Group Name

FDP Reviewer Group‘

d. If revisions to the documents are required, in the submittal envelope press Revise and

Resubmit. This will return the submittal to the original submittal owner / lead designer.
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Comments

T a et

L8l

it
i
]
T
I

Dlegze correct as noted in
the documents|

e. The lead designer will receive an automatic email notification and can view the comments.
The Lead Designer can replace any files uploaded by oneself. If any sub-designers need to
replace documents, the Lead Designer needs to inform those team members.

f. Toreplace documents, select the red “Replace File” icon next to the appropriate document,
then upload the replacement file and press Submit.

OCUMENT(S)

Filter By “
(] nNamEe

[:J PSE deme 1.doc -5

D P5SE demo 2.docx -5
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Replace Document

)
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=
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o
C
=
o
o
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o
o
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!
1
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1
a1}
=
=1
(=

g. Once all the rejected documents are replaced, the lead designer presses Submit to return the
submittal to the point of contact in processing.

3. To process NTCs and specs in the 240_Contract_Development folder:
a. Contact processing navigates directly to the 240_Contract_Development = FDP Specs folder.

b. Select individual documents to download, or click the top toggle (highlighted in yellow below)
to select all files:

ments > 240_Contract_Development > FDP Specs

Toggle selection for all items

O

O 0 0 0 0 0 0 0 o
&)

Created

A few seconds ago

A few seconds ago

A few seconds ago

A few seconds ago

A few seconds ago

A few seconds ago

A few seconds ago

A few seconds ago

A few seconds ago

Modified

A few seconds ago

A few seconds ago

A few seconds ago

A few seconds ago

A few seconds ago

A few seconds ago

A few seconds ago

A few seconds ago

A few seconds ago

Name
'\I{.'r.t}m Liquidated Damages.doc
“0.002 LD 1hr Supp.doc
"\I{}.003 Combined Proj.doc
_\IO‘004 Combined and Supp.doc

~0.005 LD Planting.doc

_\IO‘OOB NTC- Potential Modified ...
~0.009 Pre-Bid Site Visit-Metro ...
'\IO‘DOQa GUIDANCE Milestone ...

“0.009b Milestone Liquidated D...

RS

>

RS

>

RS

D

R

D

[oN

Select Download from the menu. The documents will download and be available for
processing per existing business processes.
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% Edit in grid view | Download @ Delete 53 Move to Hj Copy to

|Contract_Development > FDP Specs

d. After downloading all documents, delete the Word documents from the folder. Toggle to
select all documents, then press Delete.

\_L Download @ Delete 5J Move to Hﬁ Copy to

bment > FDP Specs

e. Optional: To receive notifications if a new document is added to this folder, follow instructions
on how to Create an alert to get notified when a file or folder changes in SharePoint
(microsoft.com). If setting up alerts, it is recommended to set the Send Alerts for These
Changes option to “Someone else changes a document.” If the “Anything changes” alert is
selected, alerts will be sent for all actions taken on the folder / document, including by oneself.

Send Alerts for These Changes
Send me an alert when:
Specify whether to filter alerts based on specific

criteria. You may also restrict your alerts to only O Anything changes
include items that show in a particular view. @ Someone else changes a document

(O Someone else changes a document created by me

(O Someone else changes a document last modified by me

f. If any revised or additional FDP specs are required from the designer, contact via email. The
designer will upload any new or replacement documents directly in the FDP Specs or CSI Specs
folder. When the designer has completed the revision to the FDP Specs and/or CSI Specs
folder, a share link will be sent by the designer to the appropriate staff in contract processing,
linking to the correct folder where new requested documents are uploaded.

4. To process CSl Specs in the 240 folder, follow the same process as for FDP Specs. The CSI Spec folder
will be created on an as-needed basis by the lead designer. If the folder does not exist in the

240_Contract_Development folder, then there are no CSI Specs associated with the FDP submission.

5. To process estimates uploaded to the 240 folder, click the file and proceed according to existing
business processes.

6. Once the FDP submission is finalized, press the blue Complete button in the submittal envelope:

Send Back to Owner Revise and Resubmit

8.6. Stakeholder Submittals in COMPASS
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1. Sign into the COMPASS project site Submittals/Transmittals page.

(# New Submittal
3. Complete the submittal form:

a. Submittal Name: Input a submittal name that accurately describes the document(s) being
submitted. Follow any naming conventions provided by CTDOT.

b. Submittal Type: Select Engineering Correspondence or Construction Correspondence. This
selection determines to whom the submittal is routed so it is important to choose accurately.

c. Attach File(s): Attach one or more files to the submittal.

2. Click New Submittal button.

- Close ‘ Submittal

Details

Submittal Name: @

Stakeholder submittal demo

Submittal Type: @

Engineering Correspondence ~
DOCUMENT(S)
Filter By v | Actions

© Stakeholder submittal demo document ot

Attach File(s):

4. When ready, press the blue Submit button.

5. The submittal will automatically route to the DOT staff who is designated for the selected Submittal
Type. This name will be reflected in the Ball in Court column of the S&T table.

6. The DOT will press Complete to confirm receipt of the submittal document(s).

8.7. Document Distribution in COMPASS
Please see Document Distribution in COMPASS.
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8.8. PDF Checker
Please see PDF Checker in COMPASS.

8.9. S&T File and Document Grid Management

Please see S&T File Management - Rename and Move Files and S&T Document Grid Management for details.

8.10. Reopen Complete Submittal / Transmittal Envelope

Internal CTDOT staff in the COMPASS Owners or xxxx-xxxx Owners permissions group have the ability to
reopen any completed project Submittal / Transmittal envelope. This feature is not available to external users,
even if they are invited to the xxxx-xxxx Owners permissions group.

1. If an S&T has a review status of Complete but needs to be reopened to meet a business need,
authorized users may press the Reopen button at the bottom of the envelope.

Reopen

2. A mandatory pop-up window appears, requiring the user to enter a justification for reopening. This
justification will be recorded in the Comments/Log and included in an automated email notification.
After adding the justification, press Reopen.

Reopen Submittal

Cancel

3. After confirming the Reopen:

e An email notification will send to the original submittal creator, the final submittal owner, and all
reviewers from the workflow, notifying them of the change.

e The action will record in the Comments/Log, including the date, time, user who re-opened, and the
justification reason.

e For documents that originated in the 120_Contractor_Submittals (PDF) folder and were
automatically relocated to the 125_Completed_Submittals folder when Complete, those
documented will automatically return to the 120_Contractor_Submittals (PDF) folder.

e The review status of the reopened submittal will initially display as Send Back.

e The final reviewer list with the completed BIC workflow information displays with the same read-
only data.
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e The user who performed the reopen action becomes the new envelope owner, the Ball In Court,
and can start a new workflow or make any other changes, as needed.
e The workflow can proceed as it would if the S&T envelope had never been completed.
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9. Contract Plan and Special Provision Revisions (Addenda and Design
Initiated Change Order)

9.1. Addenda

Contract plans that are revised or added due to addenda shall be submitted in digitally signed PDF discipline
subsets containing only the changed sheets. The sheets being revised or deleted shall not be included in the
Addenda submittal. The first sheet of each addendum subsets shall be digitally signed in a digital signature
place holder, that is placed in Bentley Software. Addendum subsets DO NOT need an index of drawings sheet.
Once digitally signed, the addendum subsets shall be submitted to CTDOT using COMPASS, as described in
Addendum Plans in COMPASS.

Addenda sheets from different subsets cannot be combined and submitted as one subset, they must be
submitted per their respected subsets.

The addenda subset shall have the same COMPASS label as the original final plan subset with the addition of
(_A##) added to the end, where the ## equals the addenda number. See example below:

COMPASS FILE NAMES

Original Discipline Subset: 04-Traffic

Addenda Discipline Subset: 04-Traffic_A01
2nd Addenda 04-Traffic_A02
6th Addenda 04-Traffic_A06

The contract sheets (previously submitted final plans or earlier addenda plans), being revised by addenda shall
NOT be modified except; the Engineer of Record shall place addenda stamp on the affected sheets. This
addenda stamp crosses out the entire sheet with a red X and adds the following note: "THIS SHEET REPLACED
BY ADDENDUM NO."Y"; where "Y" equals the addendum number. This stamp is placed over digital signatures;
therefore, removal of the signatures is not required prior to placing the addenda stamp.

WARNING — When placing the stamps, removing the digital signature is not allowed.

The Index of Revisions Sheet(s) located in the 02-Revisions subset(s) shall be managed by the project manager
for all addenda. A new subset must be updated for each addendum.

A watermark of the signer’s signature; signature only for (CTDOT), or PE Stamp for (Consultants) shall be
placed on all added or revised sheets.

9.1.1 Revised Plans - Addenda

Bentley Software Processes
For revised sheets the drawing numbers shall not be modified.

The areas on the sheet that are being revised shall be clouded and a numbered triangle shall be placed
somewhere on the line of the cloud. A like numbered triangle shall be placed in the revision block of the
changed sheet, accompanied by a description of the revision itself. The revision number is specific to a
particular sheet and increases in consecutive order per revision and per addenda. If a sheet is changed for the
first time under Addendum #2 then the sheets revision number is 1 since this is the first change. If the next
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time it is changed again is under Addendum #5 the revision number becomes 2 since this is the second change
to the sheet.

Note: If there are a lot of changes to a sheet and it is not possible to cloud all the changes in a clear manner,
do not void out the existing sheet and create a new sheet. In these instances, the designer shall place a
cloud just inside the border of the revised addendum sheet.

Note: When preparing an Addendum that will change quantities on a project that includes a "Detailed
Estimate Sheet", never revise the "Detailed Estimate Sheet." A "Detailed Estimate Sheet" is never included in
an addendum. Also, the "Quantities" box shown on the General Plan sheet for any structure is never to be
revised.

Bluebeam Processes

A note shall be placed, in the bottom left-hand side of the border, on the replacement sheets stating,
“ADDENDUM NO. “Y”, where “Y” equals the addenda number. This note is a stamp in the CTDOT
Miscellaneous tools in the Bluebeam tool chest that needs to be added and edited. If you do not have these
tools in the tool chest you can find them in Appendix A of this manual.

Sheet numbers for revised plans shall be as follows:
Original Final Plan Sheet.

Original: 02.25
Addenda 1: 02.25.A1
Previous Addenda Sheet.

Original: 02.25.A2
Addenda 4: 02.25.A4

If a sheet requires further revisions by a subsequent addendum, the addendum shall be prepared, as detailed
above. The previously revised sheet shall now be stamped using Bluebeam after addendum approval, see
Section 7.4.

9.1.2 New Sheets - Addenda

Bentley Software Processes
Changes that require a new sheet(s) to be added to a discipline subset shall be formatted in one of two ways,
as follows:

1. If the new sheet does not have to be placed in a specific location within the discipline subset, the new
sheet shall be placed last, and numbered sequentially from the last sheet of the discipline subset. The
total number of sheets noted on the project plans and discipline subsets stays the same. The revision
block on the added sheet, shall not be filled out.

2. If the designer determines that the new sheet must go in a specific location within the discipline
subset, the new sheet number shall be the number of the previous sheet followed by (-1. A#), where #
is the Addendum Number. For example, if the new sheet must be placed in a discipline subset right
after sheet 02.57, the new sheet shall be numbered 02.57-1. A1, if an additional sheet needs to be
added, in this case it would be 02.57-2.A1. The total number of sheets noted on the project plans
stays the same.
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When adding a new sheet, a new drawing number is also required. As with the sheet number the
drawing number of the new sheet shall be the drawing number of the previous sheet plus a dash and
the sheet count. For example, if the new drawing must be placed in the project plans right after
drawing number S-5, the drawing number shall be S-5-1.

Bluebeam Processes

A note shall be placed on the new sheet stating, "NEW SHEET ADDED BY ADDENDUM NO."Y", where "Y" equals
the addendum number. This note shall be placed in the bottom left-hand side of the border. This note is a
stamp in the CTDOT Miscellaneous tools in the Bluebeam tool chest that needs to be added and edited. If you
do not have these tools in the tool chest you can find them in Appendix A_of this manual.

Added sheet numbers, inserted NOT added to the end of Subset, shall be as follows:
Original Final Plan Sheet;

Original: 04.31
Addenda 3: 04.31-1.A3

Previous Addenda - Added Sheet.

Original: 03.24.A1
Addenda 4: 03.24-1.A4

Previous Addenda - Revised Sheet.

Original: 05.14-1.A1
Addenda 2: 05.14-1.A2

Previous Addenda - Added Sheet.

Original: 05.14-1.A1
Addenda 2: 05.14-2.A2

If adding sheets to the end of a subset, the new sheet number shall be a continuation of the previous sheet
number plus .A#, where # equals the addenda number.

Original Final Plan Sheet:

Original Last Sheet: 04.31
Addenda 3: 04.32.A3

9.1.3 Adding New Subset — Addenda

The new subset shall be submitted by an Addendum and be prepared the same way as an FDP discipline
subset, with the addition of an A# in the sheet numbers and a note shall be placed, in the bottom left-hand
side of the border, on the sheets stating, “NEW SHEET ADDED BY ADDENDUM NO. “Y”, where “Y” equals the
addenda number. This note is a stamp in the CTDOT Miscellaneous tools in the Bluebeam tool chest that
needs to be added and edited. If you do not have these tools in the tool chest you can find them in Appendix A
of this manual. The label attribute on the new subset shall contain a “_A##”. The first sheet of a new subset
to the contract will be a subset cover sheet and contain an index of drawings. Also, the DO NOT update the
project title sheet in the General subset to show the addition of new subsets to the project.
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9.14 Voiding Sheets

Sheets submitted within final design plan subsets and addenda subsets shall NOT be deleted; but shall voided
by the engineer of record with an addenda stamp, using Bluebeam. This addenda stamp crosses out the entire
sheet with a red X and adds the following note: "VOIDED BY ADDENDUM NO.”Y"; where "Y" equals the
addendum number.

9.1.5 Addenda Special Provisions

Contract Special provisions that are revised or added due to addenda shall be submitted digitally.

9.1.6 Addendum CTDOT Standard Drawing Subsets

The designer shall prepare an addendum to a CTDOT Standard Drawing subset in accordance with the
following.

The Addendum for a standard subset shall only include the added sheets, do not include all the standards for
the project.

When uploading to COMPASS, add an “A##” to the end of the label attribute.

Update the 02-Revision subset to record this change.

9.2. Design Initiated Change Order (DICO)

Design Initiated Change Orders (DICO) are change order requests in which the designer alters the original contract
by:

e Arevision to an existing plan sheet(s) or specification(s)

e The addition of a new plan sheet(s) or specification(s)

e The deletion of an existing plan sheet(s) or specification(s)

The creation and management of DICO’s shall be as specified in this section.

Contract plans changed or added due to DICO’s shall be submitted in a digitally signed PDF discipline subset(s)
containing only the added or changed sheets. The sheets being revised or deleted shall not be included in the
Change Order submittal. The first sheet of each DICO subset shall be digitally signed in a digital signature place
holder, that is placed in Bentley Software as described in Section 5 of this manual, DO NOT ADD a cover sheet.
Once digitally signed the DICO subset(s) shall be submitted to the CTDOT using COMPASS.

The contract sheets (previously submitted final plans, addenda plans, or DICO plans), being revised by DICO
shall NOT be modified except when the Engineer of record places a DICO stamp on the revised sheets. This
digital DICO stamp crosses out the entire sheet with a red X and adds the following note: “THIS SHEET
REPLACED BY DESIGN INITIATED CHANGE ORDER NO. “Y” where “Y” equals the Design Initiated Change Order
number. This stamp is placed over digital signatures.

Warning: When placing the stamps, removing the digital signature is not allowed.

The Index of Revision Sheet(s) located in the 02-Revisions subset shall be updated by the project manager for
all DICOs. A new 02-Revisions subset shall be submitted for each DICO.

A watermark of the signer’s signature; signature only for CTDOT-designed plans; or PE Stamp for Consultant-
designed plans shall be placed on all DICO sheets.
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9.2.1 Revised Sheets — DICO

9.2.1.1 Bentley Software Processes

The areas on the sheet that are being revised shall encircled by a cloud and a numbered triangle shall be
placed somewhere on the line of the cloud. A like-numbered triangle shall be placed in the revision block of
the changed sheet, accompanied by a description of the revision itself. The revision number is specific to a
particular sheet and is specific to the number of times a sheet is changed, including addenda changes. It starts
with one and increases by one for each revision or change to the sheet. If a sheet is changed for the first time
under DICO #5 then the sheets revision number is 1 since this is the first change. If the next time it is changed
again is under DICO #7 the revision number becomes 2 since this is the second change to the sheet.

Details shown on the original sheet, but are no longer required, shall not be deleted but shall only be crossed
out with an “X” on the revised sheet. Engineering judgment must be used to produce clear and concise
information for the contractor.

If the number of changes to the sheet cannot be clouded in a clear and concise manner, the existing sheet
should be voided.

9.2.1.2 Bluebeam Processes

A note shall be placed in the bottom left-hand side of the border of the replacement sheets stating, “DESIGN
INITIATED CHANGE ORDER NO. “Y” where “Y” equals the Design Initiated Change Order number. This note is a
stamp in the CTDOT Miscellaneous tools in the Bluebeam tool chest that needs to be added and edited. If you
do not have these tools in the tool chest you can find them in Appendix A_of this manual.

Sheet numbers for revised plans shall be as follows:

Description Sheet No.
Original Final Plan Sheet 02.25
DICO 1 02.25.Cc1

Previous Addenda Sheet 02.25.A2

DICO 4 02.25.C4
Previous DICO 2 Sheet 02.25.C2
DICO 4 02.25.c4

Drawing numbers shall not be modified on revised sheets.

Approval blocks on all new sheets shall be watermarked with a signature (CTDOT) or PE Stamp (Consultant)
and the first sheet of the subset shall be digitally signed.

9.2.2 New Sheets — DICO

9.2.2.1 Bentley Software Processes

Changes that require new sheet(s) to be added to a discipline subset shall be formatted in one of two ways, as
follows:
1. If the new sheet does not have to be placed in a specific location within a discipline subset, the new

sheet shall just be added to the end and numbered sequentially from the previous last sheet of the
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discipline subset. The total number of sheets noted on the project plans and discipline subsets stays
the same.

2. If the designer determines that the new sheet belongs in a specific location within a discipline subset,
the new sheet number shall be the number of the sheet it most closely relates to followed by (-1.C#).
For example, if the new drawing should reside in the 03-Highway discipline subset right after sheet
03.57 but before sheet 03.58, the new sheet shall be numbered 03.57-1.C#.

When adding a new sheet, a new drawing number is also required. The drawing number of the new
sheet shall be the drawing number of the sheet it most closely relates to followed by (-#). For
example, if the new drawing must be placed in the project plans right after drawing number HWY-10,
the drawing number shall be HWY-10-1.

9.2.2.2 Bluebeam Processes

A note shall be placed on the new sheet stating, “NEW SHEET ADDED BY DESIGN INITIATED CHANGE ORDER
NO. “Y”. This note shall be placed in the bottom left-hand side of the border. This note is a stamp in the
CTDOT Miscellaneous tools in the Bluebeam tool chest that needs to be added and edited. If you do not have
these tools in the tool chest you can find them in Appendix A _of this manual.

Added sheet numbers shall be as follows:

Description Sheet No.
Original Final Plan Sheet 04.31
DICO 3 04.31-1.C3

Previous Addenda Sheet — Added Sheet 03.24.A1

DICO 4 03.24-1.c4
Previous DICO — Revised Sheet 02.45.C1

DICO 2 02.45.C2

Previous Addenda — Added Sheet 05.14-1A1
DICO 2 05.14-2.C2
Previous DICO — Added Sheet 02.45-1.C1
DICO 2 02.45-2.C2

If adding sheets to the end of a subset, the new sheet number shall be a continuation of the previous sheet
number plus C#, where # equals the Design Initiated Change Order Request number.

Description Sheet No.
Original Final Plan Sheet 04.5
DICO 1 04.6.C4

9.2.3 New Subset Required — DICO

New subsets shall be submitted by DICO and prepared the same way as an FDP discipline subset except with
the addition of a C# in the sheet numbers and a note placed, in the bottom left-hand side of the border, on the
replacement sheets stating “NEW SHEET ADDED BY DESIGN INITATED CHANGE ORDER NO. “Y”. This note is a
stamp in the CTDOT Miscellaneous tools in the Bluebeam tool chest that needs to be added and edited. If you
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do not have these tools in the tool chest you can find them in Appendix A_of this manual. first sheet of a new
subset will be a subset cover sheet containing an index of drawings contained in that specific subset.

9.24 Voiding Sheets

Contract sheets are never deleted. Sheets submitted within final design plan subsets, addenda subsets, or
design-initiated change order subsets that are no longer needed shall NOT be deleted, but shall be voided by
the engineer of record, with a DICO stamp. The voided stamp crosses out the entire sheet with a red X and
adds the following note: “VOIDED BY DESIGN INITATED CHANGE ORDER NO. “Y” where “Y” equals the Design
Initiated Change Order number.

9.25 DICO Special Provisions

Special provisions shall be created in accordance with the Contract Special Provisions.

9.2.6 DICO Memorandum from Design to Construction

A DICO Memorandum from the Designer to Construction shall be prepared for all change orders. This
memorandum shall not include any digitally signed DICO plans and / or DICO specifications. The memorandum
shall include the following:

e A detailed description and justifications of the changes requested.

e Identify the funding source, if known.

e Alisting of each new, revised, replaced and / or voided plan sheet(s).

e Alisting of each new, revised replaced and / or voided special provision(s).

e Alist of the changes in the estimated quantities for the project (increase, decrease). The list should
also include any item that is new to the project or any item that is deleted because of the revised
work. Item numbers of items already in the project should be provided. Iltem numbers for items that
are not currently in the contract should be provided if known.

e The estimated increase in cost or credit associated with the change order request.

9.2.7 DICO CTDOT Standard Sheet Subsets
The designer shall prepare a DICO to a CTDOT Standard Drawing subset in accordance with the following.

The DICO for a standard subset shall only include the added sheets, do not include all the standards for the
project. Only include the added sheets and check off only those sheets on the index sheets.

When uploading to COMPASS add a “C##” to the end of the label attribute.

Update the 02-Revision Subset to record this change.

9.2.8 Design Initiated Change Order - Workflow in COMPASS

Please see Design Initiated Change Orders in COMPASS for a sample workflow for sending Design Initiated
Change Orders using the COMPASS Submittals/Transmittals (S&T) application.

9.3. 02-Revisions Subset

The project manager is responsible for managing this subset.

Each project has a 02-Revisions subset, and this subset only contains the “Index of Revisions Sheet(s)”. These
revision sheets are used for tracking all sheet changes due to addenda (ADP) and Design Initiated Change
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Order (DICO) with respect to the entire project. The 02-Revisions subset starts out as an un-signed blank place
holder in the project. This file can be found here and doesn’t need to be edited until an Addendum or Change
Order occurs. 02-Revisions When an addendum or DICO is required an 02-Revisions file shall be created in
CAD following this process: The figure below is an example of a blank 02-Revisions subset:

[FEV.
Na.

DATE |2 132 IREV] DATE |2 |32 TREV DATE =124 N
o | 5| 5| B DESCRIPTION A N I it 1 1 DESCRIPTION BY SHEET No Al DESCRIPTION wr

SHEET Me. &|5 =} Na.| SHEET Ne. | sormm: 2|5

REHABILITATION OF - TOLLAND “142-148

E&sn\rz oF cunnscr:cur OFFICE OF ENGINEERING T e
DEPARTMENT OF TATION ROUTE 74 OVER 1-84 " "REVISIONS SHEET .

o201

ADDENDA:

When the project requires an Addendum, the Project Manager must record these changes on a NEW 02-
Revisions_A## subset, where A## equals the Addendum ##. New 02-Revisions subsets shall contain all
previous Addendum information. For example, Addendum 4 shall include all changes made from Addendums
1, 2,3 and 4.

Note: A New 02-Revisions subset is required for each addendum because there are times when multiple
addendums are being submitted to contract processing for the same project. An example of this is if
Addendum 1 and Addendum 2 are submitted to processing at the same time, two addendum revision sheets
must be submitted.

9.3.1 Design Initiated Change Order
When a project requires a Design Initiated Change Order (DICO), the following process shall be followed:

For each DICO, the Project Manager shall create a new 02-Revisions subset. The 02-Revision subset shall
always contain all previous Addendum information and the new DICO information. For example, when DICO
#1 is prepared, the 02-Revisions subset shall include all Addendum information as well as the changes made
for DICO #1.

The following figures are an example of the “Index of Revisions Sheet(s)” completed up to Addendum #3:
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Detail A from figure 1 shows the information typed in for a change to the contract plans. The project designer
inputs the Addendum or DICO number, the sheet number, the date, a description of the change, the person
who made the change, and checks the appropriate box for: new sheet added, revised sheet or deleted sheet.
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ADDENDUM NO. 3
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9.3.2 02_Revisions Subset Workflow - Addenda
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Each time an addendum is issued, the “Index of Revisions sheet” must be updated by the Project Manager as
follows:

1. The user will checkout the 02-Revisions subset from COMPASS.

2. With your digital signature USB key inserted within the USB, right click on the Signature Box, and select
Clear Signature as shown below, this is the first Addendum this step can be skipped since the subset
will not have a signature on it:

s
PROJECT 1

/
/ LY VT 7 P .,

Clear Signature [%
yalidate Signature
Yiew Signed Wersion

Compare Signed Yersion to Current Yersion

RTATION

Show Signature Properties. .
Legal Notice. ..
RB-01.dgn ambh o S0

tn & —_—

3. Enter the information into form fields as described.

4. Add note “ADDENDUM NO. Y” in the bottom right-hand corner of the sheet above the title block,
where Y = the Addendum number.

5. Add new revision sheet each time previous sheet becomes full. Add note “NEW SHEET ADDED BY
ADDENDUM NO. “Y”, where “Y” equals the addenda number.

6. When finished sign using a certifying signature.

7. Check the document into COMPASS to save the changes.

9.33 02_Revisions Subset Workflow - DICO

The following workflow shall be used by the Project Manager for recording DICOs to the 02-Revisions subset.
In this workflow the user edits the subset in COMPASS, they do not have to export the document out and
submit a new subset:

1. Check out the 02-Revisions subset from COMPASS. See Checking Out Documents to Bluebeam for
instructions.

2. With your digital signature USB key inserted within the USB, right click on the Signature Box, and select
Clear Signature as shown below, this is the first Addendum this step can be skipped since the subset
will not have a signature on it:
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s
PROJECT 1

TaaeC
4
W

RTATION

RB-01.dgn

RTTIITTN
Clear Signature

s

yalidate Signature
Yiw Signed Yersion
Compare Signed Ysrsion to Current Yarsion

Show Signature Properties. .

Legal Notice. ..

tin &

Edit the note above the title block with “DESIGN INITIATED CHANGE ORDER NO.Y”

If a new revisions sheet is added, add the note above the title block with “NEW SHEET ADDED BY

Adding a New Revisions Sheet to the 02_Revisions Subset

Insert the new sheet into the existing 02-Revisions subset pdf. Update the title block information and

3. Enter the information into form fields.
4,
5.
DESIGN INITIATED CHANGE ORDER NO. Y”
6. Resign the 02-Revision subset.
9.34
1. Download a new “Index of Revisions sheet.”
2.
update the sheet accordingly.
9.35 Filling Out Revision Index Sheet

To fill out a form field simply click on the box and begin typing. The first column is the Addendum or Design
Initiated Change Order. The second column is the revised or new sheet number. The third column is the date,
followed by a brief description that is like the description on the actual sheet being revised. Finally click in the
appropriate check box per row to describe the action taken, new sheet, revised sheet, or sheet deleted. Note:
The Engineer is not required to input changes numerically by Sheet No. If another changed sheet is added to
an Addendum in the eleventh hour, it can be placed at the bottom of the list on the “Index of Revisions

Subset”.
REV. DATE |2 |> | R
No.| SHEET No. | gy D |G| 3 DESCRIPTION BY |,
Addenda a1\ 02.06.00341 01/01/11 v REMOVED DETAIL MIC
\A Al 03.05.001A1 01/01/11 ¢ | DELETED Sheet MIC
a2 JJos.05.0032 oy20/11 | | v | AlBEARING DETAILS MIC
AZS(02.06.003-1A2 01/20/11 (f) — ABUTMENT DETAILS MIC
/TN 04.01.026C1 02/15/11 | & (/) WINGWALL DETAILS MIC
h c2 y 03.04.055-1C2 03/02/11 'ALL 101 DETAILS MIC
Design Initiated \ Deleted Sheet
Change Order Revised Sheet
New sheet
9.4. Placing Stamps on Affected Sheets — Revised, or Deleted Sheets
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A digital stamp that crosses out the entire sheet shall be placed on digital contract sheets that are affected by
Addenda or Design Initiated Change Order. The stamp shall be placed using Bluebeam’s Stamp tools and can
be found in the tool chest under the miscellaneous stamps or in Markup>Stamps as shown below:

Help

MJC_Watermark pdf

01-Addendum_and_Change_Orderpdf 2

CcTDOT. Tool Chest

Sequ
2016 CONNECTICUT DEPARTM E Q

TRANSPORTATION SPECIFICA"
INCLUDING SUPPLEMENTAL S

£ Ca (o (o d (0 &0 @ Q@ Q@

SURVEY INFORMATION DERIV.

VERTICAL DATUM - NGVD29
HORIZONTAL DATUM - NADS&3

Subject Comment Label
£ o GALBRAITH DESIGNED BY: Digital Signature Place Holder
AR olae SIGNE : == st
R [YOR FUSS & O'NEILL, INC. - G
146 HARTFORD RD == Superseded
GARY SCHNEIDER TIMOTHY P. UMRYSZ MANCHESTER, €T 06040
DIRECTOR OF PUBLIC WORKS DIFECTOR OF PUBLIC WORKS Spec. Stamp

Plan Stamp

CTDOT Shop/

The addendum and change ;

worriuseRan. st order stamp can be found in ["*®

Comment

=71 Designer's Working Drawing Review

PROJECT LENG both places [ action stamp.
0 ; I & Highlight
WM‘*‘”V f’ 4 Hionignt
SEMI-FINAL DESIGN (60%) T Calout
APRIL 2017 Text Box
Q Cloud Use to Cloud Corrections:
{ Line Use ta Cross Out

If you do not have the stamp in the tool chest you need to download the CTDOT Bluebeam User Profile as

shown in Appendix A. If you do not have the stamp in the Markups>Stamp area, see Appendix A — Bluebeam
Stamps.

WARNING — When placing the stamps, removing the digital signature is not allowed. The table below lists the
notes that shall be used for addenda, construction order requests, and as built notes. These notes should be
used in conjunction with the cross-out stamp.

The following shows how to apply the stamp to the sheet that needs to be crossed out for an Addendum or
Change Order.

1. Select the stamp from the Tool chest or Markup>Stamps and place it:

2016 CONNECTICUT DEPARTM
TRANSPORTATION SPECIFICA”
INCLUDING SUPFLEMENTAL §

SURVEY INFORMATION DERTV

VERTICAL DATUM - NGVD29
HORIZONTAL DATUM - NADR3

Comment

Caz ke DESIGNED BY: = stamp Digial Signature Place Hosder
_— - FUSS & ONEILL, INC f
B 146 HARTFORD RD = supersecea
GARY SCHNEIDER TIMOTHY P, UMRYSZ MANCHESTER, CT 06040 e

DIRECTOR OF PUBLIC WORKS DIFECTOR OF PUBLIC WORKS

o
The addendum and change
wuinuseeai. st order stamp can be found in | T®

=) Designers Working Drawing Review
PROJECT LENG both places = actionstamn
== Supsrsaces
0 7ot 4. Highiight
‘]"»&3’%'/'; (ot —_— o FUSS &0 - H‘:m-:m
SEMI-FINAL DESIGN (60%) Sl
APRIL 2017 Text Box
Q oo —
| £ une Use to Cross Out
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2. After the stamp is placed a box will pop up. Enter the applicable note from the table below in all

caps as shown below:

ﬁ o
-
g B s

Add. or CO Mote

Erter Mote:

1. SAWEY BY DISTRICT
3 A0 FOOT GAID ARSE

L SUAVETD.
T

Th WAL RLG0NT

Addendum Notes

Description of Use

THIS SHEET REPLACED BY ADDENDUM
NO. Y

The revised sheet is considered to replace,
in total, the original sheet.

VOIDED BY ADDENDUM NO. Y

Sheet is voided by Addendum.

Design Initiated Change Order Notes

Description of Use

THIS SHEET REPLACED BY DESIGN
INITIATED CHANGE ORDER NO. Y -
mm/dd/yy

Used for revisions to existing sheets.
Changes must be noted only on the revised
sheet.

VOIDED BY DESIGN INITIATED CHANGE
ORDER NO. Y - mm/dd/yy

Use this for voiding of existing sheets.

3. The following shows a completed stamp.
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10. As-Built Comments - Final Plans

As stated in the CTDOT’s Construction Manual chapter 1-314 “As-Built Drawings and Final Revisions of Plans
(As-Builts)”, it is the responsibility of either the Contracting Engineers (Consultant Inspectors) or State Forces
(Office of Construction) to perform final as-built revisions of Contract Plans. As-Built revisions shall be
recorded in accordance with Chapter 1-314 of the Construction Manual, amended as follows:

Final as-built revisions will be applied to the digitally signed PDF plans as a digital comment, using
Adobe or Bluebeam’s commenting tools. Digital comments are placed over the top of the digital
signature and its security; therefore, the original content of the PDF plans can never be altered.
Because as-built comments are digital and placed over the top of the plans they are easily
recognizable, searchable, and may be turned off if necessary.

As-built comments shall be applied to the latest sheet, whether it’s the original, addenda, or
construction order plans, located in COMPASS within the project’s 100_Contract Plans folder.

If additional As-Built information has been created, (information that cannot be placed on the digitally
signed contract plans), these sheets shall be combined by subset number and uploaded into the
100_Contract Plans folder in COMPASS.

CAD drawings may be updated, at the discretion of each design office, to reflect any addenda, change
orders, and as-built revisions for use in the future; however, the original digitally signed as-built PDF
plans shall not be replaced and shall be the PDF set for permanent records.

10.1. As-Built Revisions (Digital Comments) Workflow

Two methods for applying as-built revisions to the digital PDF plans are provided in the following sections.

The first method, Post Construction, district staff shall record as-built revisions on their record set (paper
copies) during construction. Once construction is completed these revisions shall then be applied as comments
to the digital PDF.

The second method, Active As-Built, district staff shall record as-built revisions on their record set (paper
copies) and shall apply them as comment to the final set of digital PDF plans on an intermittent bases, during
construction. By using this method as-built information becomes available to all parties that have access to
COMPASS during the construction process, improving communication and transparency.

10.1.1 Post Construction As-Built

As-Built Workflow

Step Personnel Task
1 Chief Inspector Notify the Contracting Engineer or Designated District Staff that As-Builts
can be applied to the Contract Plans.
2 Contracting Engineer or | Apply As-Built revisions to the Contract Plans in accordance with Section
District Staff 8.3
3 Contracting Engineer or | Notify all applicable personnel list in the Section 8.4.2 that the As-Builts
District Staff have been completed for this project.

10.2. As-Built Markup of Contract Plans
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All as-built information will be placed using a few basic Bluebeam commenting tools. These tools include text
tools, line and arrow tools, and stamp tools (all other tools will still be available under the main toolbar).
These tools will be in the right-hand panel under “CTDOT As Built Tools” toolbox when the CTDOT As-Builts
Profile is selected (see CTDOT Bluebeam Profile):

OO K O K &=

Tool Chest -

[

» CTDOT Review Tools

DERIV » CTDOT As Built Tools
Comment
/D29
JADE3 . Construction Started and End Construction Started and End
Dates Dates

-~ This Sheet Corrected

m

- This sheet Not Corrected
Typical Section Corrected
These Quantities Not Corrected
As-Builts Completed By As-Builts Completed By

As-builts Checked By As-Builts Checked By

Line Use to Cross Out
PolyLine

Callout

Text Box

Arc

Arrow

Ellipse

Group Cross Out

0 X 00N N (N

10.3. Applying As-Built Comments to Contract Plans

10.3.1 Before Using Bluebeam for As-Builts

All CTDOT users are required to complete the steps in Appendix A prior to applying as-built revisions. By
completing these steps as-built revisions will be standardized across all CTDOT users. These steps only
need to be completed the first-time using Bluebeam or when the user logs into a new computer.

. Perform the initial login steps for Bluebeam. Initial Log In to Bluebeam
. Download the CTDOT Bluebeam profile. Download CTDOT Bluebeam Profile
. The user must have access to the COMPASS project. All DOT users automatically have access.

Consultants must be invited per project. See COMPASS Project Site Permissions.

10.3.2 Opening the Contract Plans from COMPASS
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The contract plans are in the Contract Documents = 100_Contract_Plans (PDF) folder of the COMPASS project
site.

Contract Documents

O Name
J 100_Contract_Flans (PDF)
110_Contract _Documents
125_Completed_Submittals
130_Final _Engineering_Reports

160_Project Photos

1. Log-in to the appropriate COMPASS project site using Microsoft Edge.
Browse to Contract Documents = 100_Contract_Plans (PDF).
Click on the document to open. See Checking Out Documents to Bluebeam for instructions on how to
check-out and check-in the document.

10.3.3 Applying Digital As-Built Stamps

10.3.3.1 Construction Started & Completed Dates

The construction started and complete date stamps must be applied to the PDF title sheet, located in the
01_General subset, as stated below:

1. Select the ”"Construction Started and End Dates”: stamp from the “CTDOT As Built Tools” toolbox and
place it at a conspicuous location on the title sheet:

2016 CONNECTICUT DEPARTM] G @ & Q Q Q g @ é}l (a Q G -

TRANSPORTATION SPECIFICA” ) ) ~ &
INCLUDING SUPPLEMENTAL S [N ols @)

SURVEY INFORMATION DERIV

VERTICAL DATUM - NGVD29
HORIZONTAL DATUM - NAD&3

Construction Started and End Construction Started and End

RIAN K. GALBRAITH pates Dates

DESIGNED BY: TS STieel CUITected
MAYOR FUSS & O'NEILL. INC.
146 HARTFORD RD
MANCHESTER, CT,

This sheet Not Corrected
MOTHY P. UMRYSZ

TOR OF PUBLIC WORKS Typical Section Corrected

These Quantities Not Corrected

CT. LI As-Builts Completed By As-Builts Completed By
CONSTRUCTION STARTED DATE
CONSTRUCTION END DATE As-builts Checked By As-Builts Checked By
INSPECTOR MONTH YEAR
i+59.35 / Line Use to Cross Out
3 MILES) A~ PolyLine
7 Callout
Text Box
0 FUSS&O? | /~ 4
Py st -
I (60 /E)) ¥ e / Arrow
" -
O  Elipse
o

2. Enter Start and end and click OK as shown below:
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Construction Started and End Dates @
JavaScript Window
Type Construction Started and End Dates

Inspector: calkinsmj|
onstruction Started Date mm./ddAyyyy: 12/12/2014
Construction End Date mm./ddAyyyy: 12/13/2015

_ Lok D
Enter Start and End Date
and then click OK

Below is an example of the placed stamp:

F TRANSPORTATION _,;;_;._
TION ~—

CONSTRUCTION STARTED DATE 12/12/2015
& 430 CONSTRUCTION END DATE 12/12/2015
INSPECTOR calkinsmj

D A

10.3.3.2 This Sheet Not Corrected Stamp

This stamp must be placed on all PDF sheets that do not contain as-built revisions. Detail Estimate Sheets must
never be revised; therefore, they always receive this stamp.

1. To place the “THIS SHEET NOT CORRECTED” stamp on an individual PDF sheet, select that stamp from
the CTDOT As Built Tools toolbox and place it in the lower right-hand corner of the sheet, by clicking
once.

If most of the sheets do not contain as-built revisions it is easier to apply this note to every sheet included in
plan set, including the as-built revised sheets, and then go back and remove it from the sheets that were
corrected.

1. To place the “THIS SHEET NOT CORRECTED” stamp on the entire plan set, select that stamp from the
CTDOT As Built Tools toolbox and place it in the lower right-hand corner of the first sheet in the plan
set:
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TRANSPORTATION SPECIFICA”

INCLUDING SUPPLEMENTAL 5 [REERSECIDUILS
SURVEY INFORMATION DERIV ~  CTDOT As Built Tools
Comment
VERTICAL DATUM - NGVD29
HORIZONTAL DATUM - NAD&3 _ Construction Started and End Construction Started and End
) Dates Dates
DESIGNED BY: <= This Sheet Corrected
FUSS & O'NEILL, INC.
146 HARTFORD RD -~~~ This sheet Not Corrected
MANCHESTER, CT 06040
s Typical Section Corrected
These Quantities Not Corrected
CT. LIC. NO. 20891 AsEBuilts Completed By AsEBuilts Completed By
Ag-builts Checked By Ag-Builts Checked By
MONTH YEAR
/ Ling Use to Cross Out
!‘r‘l Polyline
THIS SHEET NOT CORRECTED -
7 Callout
Text Box
FUSS&OM | / ..
146 HARTFORD ROAD o
LA R, CONNECTD
/ Arrow
-
—~

Format Painter  Ctrl+Shifi+C

Delete
Open Pop-Up Note
Change Colors

Layer
Order

Alignment

Cirl+Shift+L

Apply to All Pages

This will place the “THIS SHEET NOT CORRECTED” stamp on every plan sheet within the pdf set.

NOTE: You must go back and replace this note on the sheets that contain as-built revisions with the
appropriate stamp.

10.3.3.3 This Sheet Corrected

This stamp must be applied to all PDF sheets that contain as-built revisions.
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1. To place the “THIS SHEET CORRECTED” stamp on an individual PDF sheet, select that stamp from the
CTDOT As-Built Tools toolbox and place it in the lower right-hand corner of the sheet, by clicking once.

If most of the sheets contain as-built revisions it is easier to apply this note to every sheet included in plan
set, including sheets that do not contain as-built revisions, and then go back and replace it, with the
appropriate stamp, on the sheets that were not corrected.

1. To place the “THIS SHEET CORRECTED” stamp on the entire plan set, select that stamp from the CTDOT
As Built Tools toolbox and place it in the lower right-hand corner of the first sheet in the plan set:

2. NOTE: You must go back and replace this note on the sheets that do not contain as-built revisions
with the “THIS SHEET NOT CORRECTED” stamp.

10.3.4 Applying Digital As-Built Notes

To place an as-built revision, simply select any of the provided tools located within the as-built toolbox shown
below and apply it to the document that is being as-built.

X
058

Tool Chest -

~  Seguences & Actions

L

(d %0 G Ca G [d (a4 Go o G ow

> CTDOT Review Tools

~ CTDOT As Built Tools

Subject

Construction Started and End
Dates

- This Sheet Corrected

N N

CORACRY

This sheet Not Corrected
Typical Section Corrected
These Quantities Not Corrected
As-Builts Completed By
As-builts Checked By
Line

PolyLine

Callout

Text Box

Arc

Arrow

Ellipse

Group

Cloud

Comment Label

Construction Started and End
Dates

As-Builts Completed By
As-Builts Checked By

Use to Cross Out

Cross Out

In the following example, the Line tool was used to cross out the existing text and the Text Box tool was used

to add text:

122



Connecticut Department of Transportation — Digital Project Development Manual

BITUMINBU _/
CONCP\ETE“QED
- PARK-LCURBIN

\ Line Tool
h \LI P\ Text Tool

~

Do not add a note to a comment by double clicking on the comment. For example, if a line was placed the
user could double click on the line and add notes to it:

N
- g Line X
e Fonald Tellier Supe... 1011/2012 1258 ..

- . A

If notes are added this way they do not print.

10.3.4.1 Digital As-Built Stamps and Notes Using ADOBE

The following stamp files need to be downloaded to the user’s computer and placed in this folder:
C:\Documents and Settings\User\Application Data\Adobe\Acrobat\8.0\Stamps\. This could be either C:\ or
D:\ Drive depending on your computer. With the “User” folder being the current user’s login Username. If
Acrobat version 9 is being used, replace 8.0 with 9.0 in the previous sentence if version 10 is used replace with
10.

Stamp Files
As-Built stamps.pdf

As-Built notes shall be placed on the plans using the Adobe commenting tools in the following format:
1. Text Font shall be Cambria 16, and the color Red.

2. All line work shall be line width 2 and the color Red.

10.3.5 Additional As-Built Information

Additional As-Built Information that cannot be applied to the contract plans can be uploaded to COMPASS for
future use. This information shall be uploaded to COMPASS in accordance with the following:

1. Combine the additional As-Built information into (1) PDF for each discipline subset. For example, if
the 03-Highway and the 04-Structures set had additional As-Built information, 2 separate PDFs
would need to be uploaded to COMPASS.

2. After the additional As-Built information is combined into their respective files they will need to be
uploaded to the Contract Documents = 100_Contract_Plans (PDF) folder in COMPASS.

10.3.6 Construction Completion Project Polygon

If the project limits were changed in construction, the project polygon KML file shall be updated. The following
shows how to do this.
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1. Browse to the Internal Documents = 170_Row Files folder in COMPASS and double click on the
FDP Boundary.

Internal Documents

[ Created - Modified ~ MName

January 29, 2020 January 29, 2020 170_ROW Flles

2. Open the file with Google Earth. It may say KML like below.

3. After the polygon opens, right click on Style 1, and select properties. This will allow you to edit the
polygon.

= Google Earth Pro
File Edit View Tools Add Help
¥ Search
Search
x: 15213
Get Directions History
¥ Places

@ My Places
Vs Temporary Places
4 Q polygon
4 VIS Levels
4 Y| &3 T00| Prelim_Proj_Polygon
o

Copy
Delete

Rename
Save to My Places

Save Place As...
Post to Google Earth Community Forum

Email...
Snapshot View
Show Elevation Profile

Properties

@ A | |+ ¥ |[&

v Layers

@ = primary Database

i [V @ TIhenew Google Earth

> M1¥ Borders and Labels
Places

> [ = photos
V== Roads

v Ol 30 Buildings
=)

4. Then adjust the polygon as necessary by dragging the red points.
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6. Then right click on Style 1 and select Save Place As

125



Connecticut Department of Transportation — Digital Project Development Manual

ile Edit View Tools Add Help

r Search

Search
x: 37 25' 19.1°N, 122 05' 06"W
Get Directions History

r Places

% My Places

Vs Temporary Places

4 Q polygon

4 VIS Levels
PR N e o 3
e E-TOOt-Prefip_Proj_Polygon
v
Wi stylet Add
Cut
Copy
Delete
Rename
Save to My Places
L Save Place As... [ !

'ost to Google Ea mmunity Forum
Email...
Snapshot View
Show Elevation Profile
Properties

Q@]

7. Name the file construction polygon and save it as a KML file:

s Save file..,
m-|- Desktop » - | 3 | | Search Desktop pel |
Organize = Mew folder E 4 @
¢ Favorites = Name Size Ttem type Date modified Il
\. Creative Cloh{ﬁci =| project polygon.kml S5KB KML 10/25/2017 2:27 PM
Bl Desktop =] 17 kml 623,233 KB KML 10/20/2017 815 AM =
& Downloads =] SV_C5.172 444 001_SHP.kml 3KB KML /2017 11:30 AM
=l Recent Places L =] SEDIT#Label_SEDIT#Discipline$__0016-0098.km| 6,565 KB KML 017 8:45 AM
J" Music 1 =] polygon.kml TKB KML 2017 919 AM
@ Documents - All Documents 1KE Internet Shortcut
. Libraries [#] Mew Projectwise User 1KB Internet Shortcut /
@ Documents . ROW Submissions File folder 10/26/2017 7
J’ Music = . 0137-0158 File folder 10/4/2017 9:57 AM
[E5] Pictures .. DPD Revision History File folder 9/25/2017 7:53 AM
E Videos ./ Signals File folder 9/19/2017 3:00 PM
.. BExport02.2 - Asset - Signal Intersections File folder 9/14/2017 8:28 AM
1% Computer L MIC File folder
ﬂ_"-' 05Disk (C:) | Attributes File folder !
=a Data (Dv) ~. Training Videos File folder 8/28/2017 1:34 PM
&% DVD RW Drive (E: .. Railroad crossings File folder 6/20/2017 8:38 AM
8 (IS Nata 1 e Atira Ratentinm Gohadular Eile fnldar SAK/IN1T 010 ARA S
File name: Construction Polygon.kml -
Save as type: [Km\ (*kml) V]
“ Hide Folders E Save ] [ Cancel |

8. Then upload this file into the Internal Documents = 170_ROW Files folder in COMPASS and name
the file Construction.
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10.4. Notifications

10.4.1 Notifying Department Personnel

When the As-Built information is completed and ready for permanent storage, create a ticket in the COMPASS
Support Desk providing the following information:

e Project Number

o Note that As-Built information is complete and ready for permanent storage.

After the ticket to the COMPASS Support Desk is verified complete, the person responsible for the as-built
revisions shall notify the appropriate Department personnel via a memorandum. Prepare a memo and route it
via the S&T application, assigning all necessary parties as reviewers. Reviewers shall click complete in the
submittal reviewers section to confirm receipt.

e Lead Designer

e Chief Inspector

e Central Surveys

e ROW

e Central Construction

e Bridge Maintenance (if a structure is on the project)
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11. Contractor Submittals

11.1. COMPASS Submittal/Transmittal Application

This section establishes the requirements for the submittal and processing of Contractor Submissions using
COMPASS’s Submittal/Transmittal Application (S&T). The business processes for Shop Drawings, Working
Drawings, and Product Data (Catalog Cuts) are defined within this manual. For all other submittal types, please
follow relevant manuals. Itis the responsibility of the Engineering Project Manager to ensure that a Contractor
Submittal List is populated by all support units (see also ECD-2020-1 Contractor Submittals.pdf). This list is to
be stored in the 110_Contract_Documents folder in COMPASS to ensure access for all members of the project
team, including the Contractor. The list shall include the expected contractor submittals, such as but not
limited to Shop Drawings, Working Drawings and Product Data. This list will eliminate confusion and improve
contractor submittal turnaround times. This list will be maintained and amended as needed by the
construction team throughout the duration of construction.

The S&T Application is a custom-built application that enables Contractors to digitally deliver documents to the
Department for processing.

High level S&T Application Functionality:

e Provides free, cloud-based access for the Contractor

e (Cloud-based storage and access for the Department

e Automatically delivers submittal documents to the appropriate CTDOT staff
e Ball-In-Court (BIC) submittal review tracking and notification controls

e Automatic document version control for modified or replaced documents

e Automatic document storage in correct folders

e Integrated with Bluebeam

The S&T Application automatically tracks what processing phase the contactor submittal is in and who is
currently responsible for reviewing the submittal. Staff are tracked using a BIC workflow. The processing phase
is tracked using the Submittal Review Status. These tracking functions will be described in detail below.

Once documents are delivered to the Department, the S&T Application allows Department Staff to establish
custom BIC review processes that include one or more reviewers. Reviews that require multiple staff may be
conducted in series or in parallel. Notifications and reminders are automatically sent to the appropriate staff
using email. Notifications include both instructions and links to the submittal documents.

The S&T also automatically creates versions of replaced or modified documents, providing a high level of
quality control and making finding the latest document easy.

The following fundamental set up is required for each project prior to using the S&T Application:

Action Responsibility
1. Set-up project site, including item number list Automated / AEC Applications
2. Complete the Approval Matrix Engineering and Construction PMs
3. Set-up COMPASS Project Site Permissions Engineering and Construction PMs

11.1.1 Basic Navigation of the S&T Application

From the Project Landing page, navigate to the Submittals/Transmittals page.
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Project Mo. 0055-0130 Temp ID. PPOOO-0000

|~ Project Dashboard [y Copy Project Url
£ Submittals/Transmittals

All project submittals display in the S&T table. The table can be sorted and filtered as needed.

e Search by key words from submittal name.
e Filter by Submittal Type, Status, Ball in Court, or Due Date.
e Sort columns in ascending or descending order.

FILTER SUBMITTALS BY

</O Search Submittals ) Sub Type v Status v Ball In Court Due Date v

Reset Filters

SUBMITTAL Vv SUBTYPE v ITEMNO. ¥ REVIEW STATUS v BALLINCOURT v SUBMITTAL DATE ¥ FINAL DUEDATE Vv

11.1.2 Review Status

The review statuses identify where a given submittal is in the workflow for Contractor submittals. Review
statuses display the workflow status within the S&T application; this is distinct from the Department’s

disposition.

Review Status Contractor Submittals

Process Assignment Submittal received by DOT; submittal owner needs to establish review workflow
In Review DOT reviewing submittal; Contractor cannot view submittal documents

Revise and Resubmit Contractor to amend documents

Send Back Assigned reviewer requesting a change from the submittal owner

Draft Saved work; person who created draft needs to act

Complete Submittal fully processed
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Submittals / Transmittals Approval Matrix

FILTER SUBMITTALS BY

L Search Submittals Sub Type v o Ball In Court v Due Date v Phase Yr All Submittals

Reset Filters Export to Excel

SUBMITTAL SUB TYPE TEM NO. @ BALL IN COURT SUBMITTAL D.. FINAL DUE DATE PHASE

X 0101126 Disposal of Hazardous Wast ~ Correspandence 0101126 Comprere 11-15-2019 Construction

£ 817 Section 110 03 BMP Appendix 8 Correspendence Complete s 08-26-2019 Construction

X 0602000 BR 00480 N Abut WW Ftg R Shop Drawing - Bridge 0602000 Complete 08-20-2019 Construction

* RFI 0037 Access Rd Around Capped L RFI Complete s 04-24-2019 Construction

0601201 06947 P1 Col Max Delta 201 Correspondence 0601201 Complete S 01-06-2020 Construction

0602931A Struct Steel Br 06000A Spa  Shop Drawing - Bridge 0603931 Process Assignment s Andrews, Meredith L 01-06-2020 Construction

1201801 Fnd Des and Comps 015N 0 Working Drawing 1201801 InReview W= Daniel Hoffman 01-06-2020 01-25-2020 Construction
Tofé

1201801 Fnd Des and Comps 015N 0 Working Drawing 1201801 In Review Daniel Hoffman 01-06-2020 01-25-2020 Construction
lofé

1201801 End Des and Comps 0155 0 Working Drawing 1201801 In Review Daniel Hoffman 01-06:2020 01252020 Construction

11.1.3 Approval Matrix

The Engineering Project Manager and Construction Project Manager are jointly responsible populating
Approval Matrix.

The To column identifies the submittal owner for a given submittal type. This individual is responsible for
review and tracking of all contractor submittals of the given submittal type.

The CC column is optional. Staff added to the CC list have no required action and are not given any special
privileges or access rights. Individuals in the CC list receive an email notification each time the following
actions occur for the given submittal type:

e New submittal created (Process Assignment)

e Submittal marked as Revise and Resubmit

e File(s) replaced in response to a Revise and Resubmit (Process Assignment)
e Submittal marked Complete
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= Close | Approval Matrix

Submittal cancel | [
OWNER CC List
Assigned by PM Defined
by PM

Submittal
Type

UNIT cc

11.1.4 Submittal Owner

The submittal owner is the CTDOT/Consultant employee responsible for assigning any reviewers (optional),
initiating a Bluebeam Studio Session (optional), setting due dates in conformance with any contractual
obligations, and responding to the Contractor with the Department’s disposition.

Submittal owners are assigned to a specific submittal type in the Approval Matrix.

Because submittal owners are responsible for establishing the BIC custom review workflow, they must possess
a strong understanding of the business processes associated with their submittal type. They must thoroughly
understand who performs each step and how much time shall be allotted. They must actively check on
progress and ensure the submittal review is completed and returned within the contractual timeframe.

11.2. Setting up the S&T Application

This section provides directions on how to provide access to project staff, how to complete the Approval
Matrix, and how to invite the Contractor.

11.2.1 Project Access — Site Permissions

All individuals who need to access a project site — including CTDOT staff, consultants, and contractors — must
first be granted project-specific access using COMPASS Project Site Permissions. The Engineering and
Construction PMs, or those they delegate, are jointly responsible for setting up the site permissions at the
beginning of a project and maintaining them throughout the duration of the project.

11.2.2 Approval Matrix

After establishing site permissions, the Engineering and Construction PMs are jointly responsible for setting up
the Approval Matrix. Always populate the Approval Matrix before inviting construction contractors to the

project site.
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Project site owners have the ability to edit the Approval Matrix. Project site members have the ability to view
the Approval Matrix as read-only.

To access the Approval Matrix:

1. Navigate to the Submittals/Transmittals page.

Dashboard Details

MS Project Schedule

CLICK TO NAVIGATE TO THE
SUBMITTALS/TRANSMITTALS PAGE

2. Open the Approval Matrix by selecting the Approval Matrix button, located next to the New Submittal
button.

Approval Matrix

3. Click in one of the field boxes for a Submittal Type.

4. Start typing the person’s name in the box under the “To” column and select the correct name when it
appears. For consultants who have a ct.gov email address, select the user’s company email address,
not their ct.gov account.

5. Repeat for other submittal types.

6. Click Save before closing the dialog box.

7. Activate/Inactivate submittal types as needed. Any submittal types inactivated will not display as
options for the Contractor.

DOT STAFF

Suggested People

Alexander, Lynne M.
Lofberg, Lynne / TransportationEngineer2

Luzusky, Lynn /IT Analyst

Warzecha, Lynn L/ TransportationEngineer2(CE)

Shop Drawing -

Highway Operations

TO SUB TYPE UNIT
Aresco, Salvatore / Transportation Supervising Engineer X Shop Drawing - Highways Highways
Hussein, Shalal / Transportation Engineer2 X Shop Drawing - Bridge Bridge
Iynr| Shop Drawing - Traffic Traffic

Highway Cperations

Shop Drawing - lllumination llumination
Lynn M.. Szkoda / Transportation Engineer 3
lynne lofberg@uconn.edu / lynnelofberg@uconnedu
Murphy, Lynn D. Shop Drawing - Facilities Facilities
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In addition to assigning the required submittal owners, PMs may also add staff to the optional CC list for each
submittal type. IMPORTANT - In order for staff to receive submittal notifications through the use of the CC list
the PM must not only add them to the Approval Matrix but must first grant them access to the project in
COMPASS via the site owners or site members permissions group, as described in COMPASS Project Site
Permissions.

To add a user to the CC list:

1. First use the same instructions listed directly above to navigate to the Approval Matrix.
2. Click on the box under the CC column and start typing a name. Select the name. Click the Save button
at the bottom or top of the dialog box.

TO SUB TYPE UNIT (==

Aresco, Salvatore / Transportation Supervising Enginees Shop Drawing - Highways Highways Hudg

11.2.3 Invite the Contractor to COMPASS

The CTDOT Construction Project Manager (Project Engineer or Chief Inspector) is responsible for inviting the
Contractor to the project. Contractors need to be sent a separate invitation for each project. Ensure that the
Approval Matrix is populated before inviting the Contractor.

To invite a Contractor to a specific project in COMPASS, follow the steps described in Setting up Site
Permissions Groups. Invite the Contractor to the xxxx-xxxx Contractors permissions group. The Contractor
should accept the invitation following the instructions provided in Accepting an Invitation (External Users).

11.3. How to Process a Contractor Submittal

Once the Contractor delivers a submittal, the submittal owner is responsible for establishing and starting the
Department’s BIC internal review workflow. Submittal owners establish who needs to review the Submittal,
initiate a Bluebeam Studio Session (optional), set due dates in conformance with any contractual obligations,
and respond to the Contractor with the Department’s disposition.

11.3.1 Shop & Working Drawings and Product Data Submittals

The three types of Contractor submittals identified below are covered in this manual. Although they are
covered in this manual, they are each being precisely defined in your project Contract specifications. The
following ‘shorthand’ descriptions are provided for instructional purposes but are not the controlling
definitions.

Shop Drawings supplement the information in the contract documents (e.g., plans and specifications) and
include details, diagrams, etc.
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Working Drawings portray the design of an engineered feature required by the Contract that was not designed
by the Department’s Designer. Working Drawings and supporting information are prepared and stamped by a
Professional Engineer serving as the Contractor’s designer.

Product Data (Catalog Cut) is product information developed and made available by manufacturers, such as
product specifications, diagrams, installation instructions, etc.

IMPORTANT - Although, contractors submit other types of submittals to the Department for review, only the
workflows for the three submittal types are covered by this manual. Please see other office manuals and
directives as necessary.

11.3.2 Summary of Processes and Roles

This section summarizes key points related to processing Shop & Working Drawings and Product Data
Contractor submissions, with a focus on Department responsibilities and coordination.

This summary is an overview of the Contractor submittal and internal review processes and is intended to be
an instructional overview. It is important to understand that the contract documents (i.e., including special
provisions), not this summary, control the actual requirements between the Contractor and the Department,
and should be referenced for all project decisions.

Timely, coordinated, and effective communication is essential to the successful and equitable completion of
the Contract. Generally, the Department is required to respond to a contractor submittal within 30 calendar
days of its receipt, with 20 additional days allowed to process any necessary resubmissions. Special provisions
may alter this typical timeline.

Shop Drawings/Product Data along with supporting information shall be submitted by the Contractor to the
Department and shall be processed by the Department’s submittal owner using COMPASS.

Once received it is the owner’s responsibility to ensure that the shop drawing is reviewed, that appropriate
comments have been made and the Department’s disposition is clearly defined by stamping each shop
drawing sheet and, at a minimum, the cover sheet of any multi-page support documents with the appropriate
Department (digital) Action stamp.

Working Drawings along with any supporting information, transmittal, calculations, and certificates of
insurance, shall be submitted by the Contractor to the Department and shall be processed by the
Department’s submittal owner using COMPASS.

Once received, it is the Construction District’s responsibility to ensure that the working drawing is reviewed,
that appropriate comments have been made and the Department’s disposition is clearly defined by stamping
each working drawing sheet and, at a minimum, the cover sheet of any multi-page support documents with
the appropriate Departments’ (digital) Action stamp.

It the discretion of the District to decide if they need assistance from the Office of Engineering during the
review process. Typically, the District will ask the Design Engineer(s) to perform a review on Working Drawing
submissions involving structures and complex engineering. All requests for additional reviews shall be
completed in COMPASS. See the Construction Manual for guidance for additional reviewers.

When requested by the Construction District, the Department’s Designer(s) from the appropriate discipline(s)
(e.g., Bridge, Highway Design, and Traffic Engineering) shall review the Working Drawing documents, and
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stamp (with a Review stamp) each Working Drawing sheet and, at a minimum, the cover sheet of any multi-
page supporting documents.

Each time a reviewer applies a “Reviewed with Comments” stamp they must also provide a comment note that
clearly describes the reviewer’s recommended disposition, i.e., exceptions as noted, revise and resubmit, or
reject.

The Construction District should evaluate the Designer’s comments and recommendations and meet with the
Designer and/or Contractor to resolve any conflicts.

After considering the Department’s Designer’s review comments and other pertinent information, the
Construction District will make appropriate adjustments to the comments and clearly define the Department’s
disposition by stamping each Working Drawing sheet and the cover of associated support documents with the
appropriate action stamp.

All communications between the Contractor and Construction District and between the Construction District
and Department Designer shall take place in COMPASS.

The submittal type the Contractor selects determines which submittal Owner will receive the submittal and
what internal business process review will be implemented. Some submittals will be processed by
Construction, some by Engineering, and some by both. COMPASS’s flexibility allows submittal Owners to
establish a variety of review workflows. Review workflows for all submittal types must adhere to all standard
business processes as defined in the Contract, issued as directives, and defined in office manuals.

IMPORTANT - For employees to participate in a review they must first be given access to the project in
accordance with section COMPASS Project Site Permissions.

11.3.3 Landscape Submittals

Overview

To improve the accuracy and turnaround time of landscape related Contractor submittals, Landscape
Submittal Templates, and the COMPASS submittal type ‘Landscape Submittals’ have been created. Fillable
Landscape Submittal Template forms can be found in the Appendix of the COMPASS Contractor's User Manual.

Note: Only items listed under ‘Landscape Items’ on the Contracts Detailed Estimate Sheet shall utilize the
Landscape Submittal Templates and be submitted as a ‘Landscape Submittals’ submittal type.

The following Landscape Submittal Templates are available for Contractor use:
1. Plant Material Submittal Template

2. Request for Substitution of Plant Material Submittal Template
3. Supplemental Landscape Item Submittal Template
4. Landscape Seeding Submittal Template

All Landscape Submittals shall be uploaded to COMPASS using the submittal type ‘Landscape Submittals’
except for any requests for change (request for substitution of plant material) which shall be uploaded as an
RFC submittal type.
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Submittal Type: @

Landscape Submittals

Filling Out the Landscape Submittal Templates

All Landscape Submittals

Each Landscape Submittal will begin with general information about the project and the contractor(s) and
should be filled out as shown in the example below:

1. Plant Material Submittal Template

All plant material items may be included in a single submittal for the project, or in a single submittal for each
planting season. Information in the Plant Material Submittal template includes the Plant Material Source of
Supply, as well as all other materials required by the pay item as specified by the contract specifications.

If the Contractor is unable to source any of the plant items, an RFC Plant Material Submittal Template shall be
submitted and approved prior to this submittal.

The Plant Material Submittal Template includes the following sections:

A.

mmo 0w

Plant Material Cover Sheet
Plant Material Source of Supply
Planting Soil

Fertilizer

Mulch

Tree Stakes

A. Cover Sheet

The cover sheet contains general information about the project and Contractor(s), and an affidavit
which should be completed by the Contractor. The rest of the form will be used by the department to
track the status of the multi-page submittal.

B. Plant Material Source of Supply
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The Contractor shall complete one sheet for each plant material supplier being used, and on each

sheet shall specify:

e Supplier information: name, address, a contact representative for the supplier and their phone
number

e Attached copies of the suppliers Certificate of Inspection issued by federal or state authorities
which attest to the plant materials freedom from diseases and insect infestations.

e |tem number, item description, and item quantity of the items being sourced from that supplier.

Planting Soil

Provide the manufacturer, supplier, and quantity of, and attach a certified test report for both
compost and peat moss which is to be used for the creation of the planting soil being provided for the
installation of plant material within the submittal.

Fertilizer

Provide the grade of fertilizer to be used, and provide the Guaranteed Analysis of the product, or
attach a copy of the product label clearly showing such information. Also provide the fertilizer
manufacturer, supplier, and the quantity to be used in association with the plant material within the
submittal packet.

Mulch

Provide the mulch product type and name, particle size and color, as well as the manufacturer,
supplier, and quantity to be used in association with the plant material within the submittal template.

Tree Stakes

Provide a written description of the materials to be used for tree staking and the intended installation
method. A copy of the manufacturer’s installation instructions may supplement a written description
of the installation method. The products manufacturer, supplier, and number of trees to be staked
shall also be provided. Trees under 2” caliper require a minimum of two stakes each, and trees larger
than 2” in caliper require a minimum of three stakes each, unless otherwise specified in the contract.

Plant Material Request for Substitution Submittal Template

Use this template for any plant materials in which the plant species in the contract is unable to be sourced or
the contractor is requesting a substitution for any other reason. One submittal template must be filled out
each item being requested for substitution.

All Plant Material Request for Substitution Submittals shall be uploaded to COMPASS under the submittal type

“RFC”.

The information provided on each Plant Material Request for Substitution Submittal Template shall include:

Original Contract item information: Provide the item number, description, plant size, and quantity of
the original contract item that is being requested for substitution.

Reason for the request for substitution: If the item was found to be unavailable in the region, check
the corresponding box. If requesting the substitution for any other reason, check the second box and
provide an explanation for the request.

Attempted sources: Identify A minimum of 3 sources/vendors which were unable to supply the original
contract item.

Proposed Substitution: Identify any proposed plant species for the substitution (optional)

Identify any changes in cost for the substituted item.
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3. Supplemental Landscape Item Submittal Template

Provide the general information about the project and contractor(s) and complete the affidavit attesting to the
items’ conformance to the contract specifications. Also provide the item number and name, and the quantity if
applicable. Provide any other information required by the specification in the space provided or attach
additional sheets.

4. Landscape Seeding Submittal Template

Provide the general information about the project and contractor(s) and complete the affidavit attesting to the
items’ conformance to the contract specifications. Provide the item number, name, and the quantity of the
seed mixture to be used. Also provide an attachment from the supplier stating the seed mixture components
and their purity rate by percent of mass, germination rate, and origin of each species in the mix. Also provide
any other information required by the specification as attachments.

11.3.4 Facilities Submittals
1. For Section 1.20 Facilities projects, please see Appendix F for the Submittal Transmittal Form. The
Contractor shall attach the Submittal Transmittal Form to the beginning of each PDF submittal. The
form will be used for the Contractor to digitally certify that “Having reviewed this submittal, | certify
that it is complete, accurate, coordinated in all aspects of the item being submitted and conforms to
the requirements of the Contract in all respects, including all Federal requirements such as the ‘Buy
America Act (BAA)’' and the ‘Build America, Buy America (BABA) Act,” except as otherwise noted.”

2. The Contractor shall follow recommended Naming Conventions and the following additional
recommendations for Section 1.20 Facilities Submittals:

a. File Name:

Project Number [####-##i#H#] Submittal Number [###] Facilities Submittal Type (one
only) [##] [Description]

Example:
0034-0350 001 SD Concrete Pads

i. Project Number: 8-digit project number.
ii. Submittal Number: chronological submittal number created by the Contractor
starting at 001.
iii. Section 1.20 Facilities Submittal Types:
1. Shop Drawing - Facilities (SD)
Product Data Sheet — Facilities (PD)
Product Sample (PS)
Coordination Drawing (CD)
Working Drawing (WD)
Facilities Submittal - DO NOT USE
Quality Assurance Submittals (QA)
Operation and Maintenance Manuals (OM)

ONOU R WN
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9. Spare Parts Transmittal (SP)
10. Warranties (WA)
iv. Description: Brief description of submittal content.

b. Submittal Name:
Same as File Name except remove Project Number.
Example:
001 SD Concrete Pads

3. Subsequent Resubmittals:
a. File Name remains the same.
b. Submittal Name shall remain the same and shall include revision number (e.g., R1,
R2, etc.) to name the resubmittal chronologically, after the Submittal Number.

Example:

001R1 SD Concrete Pads

11.3.5 Process Assignment

When the Contractor creates a new submittal in COMPASS, the initial review status is Process Assignment.

In this phase the submittal owner first reviews the submittal for completeness. If complete, submittal owners
establish the BIC review workflow by adding the correct staff; setting due dates; setting the review order; and,
launching a Bluebeam Studio Session, if needed. Once the submittal owner presses the Start button the
review status changes from Process Assignment to In Review.

Submittals may be reviewed by a single reviewer (the Submittal owner only) or by multiple staff, including the
submittal owner. Either option always requires the owner to be the last reviewer. Being the last reviewer
allows the owner to complete the workflow.

During Process Assignment, Contractors can view the documents via the S&T envelope and the
120_Contractor_Submittals (PDF) folder. To ensure confidentiality, ensure the review status is In Review
before applying any comments to the Contractor submittal documents.

11.3.6 Is the Submittal Complete? — Initial Assessment

The submittal owner will perform an initial cursory assessment of the submittal before beginning the review
cycle. The initial assessment shall validate if the correct documents are attached, the documents are
complete, are signed, are in the correct file format, etc.

11.3.7 Complete Submittals

If the submittal owner deems the assessment satisfactory, the submittal owner will establish the review
process to be used for the specific submittal documents from the following list provided below. If the
assessment is deemed unsatisfactory, see Incomplete Submittals.

11.3.8 Single Reviewer
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1. Submittal owner opens the submittal by clicking the submittal name or review status in the S&T table.
2. Start a Bluebeam Studio Session, if needed.
3. Enter the appropriate due date by clicking on the calendar.

4. Press the Start button at the bottom of the Submittal Process Assignment window.

SUBMITTAL REVIEWER(S)
Enter the name of a project resource in the field below.

NAME DUE DATE ORDER OF REVIEW COMMENT

Hassey, Lynne / Transportation Engineer 3 Wed Jun 28 2023 1 For your review

Choose A Saved Reviewer Group ™

Bypass Approval & Complete Delete Submittal Save Revise and Resubmit m

5. Once the Start button is clicked, the submittal owner will receive an email notification and the
submittal review status will advance to “In Review” in the S&T table.

11.3.9 Single Reviewer — Expedited Approval
An expedited approval option is available to an individual reviewer if the following conditions are met:
e No other reviewers are needed.
o No Bluebeam Studio Session or document mark-ups are needed.
e The submittal can be accepted and completed as-is with no need for a Revise and Resubmit process.

If such conditions are met, from the Submittal Process Assignment page, the submittal owner may push the
Bypass Approval & Complete button.

SELECT FOR EXPEDITED
APPROVAL PROCESS

7))

Bypass Approval & Complete

ave Revise and Resubmit

When the Bypass Approval & Complete button is selected, the Review Status automatically updates to
Complete, and the appropriate notification is sent to the Contractor.
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11.3.10 Multiple Reviewers

For workflows involving multiple reviewers, it is recommended that a Bluebeam Studio Session be used to
facilitate a collaborative review. See Starting a Bluebeam Studio Session for details.

To establish a review workflow which includes multiple reviewers, the submittal owner opens the submittal
and sets the appropriate due date, order of review, and task for each assignee. Users may save frequently
used reviewer lists to be applied in the future. Once all staff is added according to business needs, press the
Start button to initiate the automated Ball-In-Court workflow.
1. Name: Select the appropriate DOT or consultant staff. Users must have permissions to the project
site to be assigned as a reviewer.
2. Due Date: Set the due date for each person.
3. Order of Review: Set the order of review in series, parallel, or any combination thereof, in accordance
with the business need. Multiple review steps can be set for the same due date, if needed.
4. Task: Select the appropriate comment from the drop-down menu. This comment will display in the
S&T envelope and populate in the recipient’s email notification.
a. Review: Default comment. Assignee is expected to add comments or review stamps to
documents.
Contribute: Assignee is expected to upload one or more files to the submittal envelope.
Sign: Assignee is expected to apply a digital signature.
d. Concur: Assignee is expected to verify viewing the submittal but may not need to take any
action on the document itself.
Distribute: Assignee is expected to distribute links to the envelope.
f. Custom: Option to provide customized task guidance.

o T

SUBMITTAL REVIEWER(S
Enter the name of a project resource in the field below.
NAME DUE DATE ORDER OF REVIEW TASK
Dudzinski, John / Transportation Engineer 3 Wed Nov 22 20235 1 Review [0
Anning, Julie M / Transportation Engineer 3 Thu Nov 23 2023 (& 2 Contribute t
Paprota, Justin 5. / Transportation Engineer 3 > Fri Nov 24 2023 & 3 Sign [0}
Bourgoin, Bruce R ¢ Transportation Supervising Engineer Sat Nov 25 2023 & 4 Concur t
Pratt, William S / Transportation Principal Engineer X Sun Nov 26 2023 & 5 Distribute [0}
= Custom Custom —
Calkins, Mathew J / Transportation Supervising Engineer Man Nov 27 2023 (=] [ task ]
information

During In Review, Contractors are restricted from viewing or modifying the submittal documents.

11.3.10.1 Saved Reviewer Groups

Any submittal owner can create saved reviewer groups to apply to future workflows. These reviewer groups
are saved per user account and can be applied across projects by the individual submittal owner.
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1. After establishing a review order, press the Create Reviewer Group button to save the review
workflow.

‘ Create Reviewer Group Choose A Saved Reviewer Group

2. Name the reviewer group and press Submit.

Save Reviewer Group
Current Reviewers will be saved to a

personalized group for quick adding on future
submittals.

Group Name

Working Drawing Review Workflow ‘

3. The saved Reviewer Group will be available to apply to any future review workflows.

11.3.11 Incomplete Submittals

If the submittal owner deems a submittal incomplete or unacceptable because not all the required documents
were attached, documents are incomplete, or are in the incorrect format the owner should return the
submittal to the Contractor as Revise and Resubmit.

Reasons for returning an incomplete submittal before beginning a review session may include, but are not
limited to:
e Required digital signatures / contractual obligations are missing.

e Document Submittal form incorrectly filled out (e.g., incorrect Submittal Type or Item Number is
selected)

e Document Submittal Type incorrectly selected, causing the submittal to route to the incorrect
approving party. Note: An individual who incorrectly receives a submittal should respond to the
Submitter / Contractor promptly with instructions to select the correct Submittal Type when

resubmitting.

TO SEND BACK AN INCOMPLETE v
SUBMITTAL, DO NOT PRESS START.
PRESS REVISE AND RESUBMIT.
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It is the submittal owner’s responsibility to explicitly define to the Contractor why the submittal was deemed
incomplete. The Revise and Resubmit button displays the comment box below.

Resubmit Comments
PROVIDE COMMENTS TO SUBMITTER
Pleaze enter any comments you have / CONTRACTOR IN THE RESUBMIT
/ COMMENTS POP-UP WINDOW.
Comments

<ﬁs submittal is incomplgl\>

P ime the el be

Below is a sample email notification back to the Submitter / Contractor. Comments typed in the Resubmit
Comments window will populate in the email notification.

The submittal titled Test for incomplete needs to be revised and resubmitted for the following reasons:

his'  submuttal 1s incomplete.

COMMENTS TYPED IN POP-UP WINDOW
ARE SENT TO SUBMITTER / CONTRACTOR
VIA EMAIL.

Please take corrective action identified in the Comments and resubmit.
Click the link below to view the submittal:

https://ctgovdot.sharepoint.com/sites/dev/Projects/0171-0417/Pages/Submittals. aspx?routeid=304

Submittal details

Submittal Name: Test for incomplete
Project: '0171-0417'

Purpose: Revise and Resubmit

Content: 0 Shop Drawing - Bridge

When Submitted: 1/24/2019 12:00:00 AM

11.3.12 In Review

Each reviewer is responsible for applying the appropriate stamps and comments in accordance with
Department Directives and manuals. It is the submittal owner’s responsibility to resolve all internal
comments/disputes and prepare the final documents for the Contractor with the appropriate mark-ups and
stamps. Any documents added directly into the Bluebeam Studio Session will not save back to COMPASS.
Pages can be inserted into existing documents, if needed.

Contractors are blocked from accessing submittal documents while they are In Review.

1. Navigate to the submittal through the COMPASS S&T table.

ITEM NO. REVIEW STATUS

SUBMITTAL

SUB TYPE
VIEW THE SUBMITTAL BY CLICKING THE

SUBMITTAL OR REVIEW STATUS LINK
Shop Drawing - Highways
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2. The Submittal Status Review window will open. The current reviewer’s name will be highlighted in
blue in the Submittal Reviewer(s) table. The eye icon identifies ball-in court.

m

m

>
ALR

NAME DUE DATE STATUS COMPLETE DAT|

ortation Engineer 2 03-17-2019 Not Complete NA

3. Each assigned reviewer performs the review per the business need and presses Complete when done
to advance the Ball in Court. To transfer or add a member of the project team to one’s review step,
follow Reassign or Add to a Review.

11.4. Bluebeam

11.4.1 Checking Out Documents to Bluebeam

All COMPASS S&T envelopes include a Bluebeam Revu plug-in option for PDF files. Users can press this button
to trigger a Bluebeam / SharePoint integration. The user must have Bluebeam Revu on one’s device to use this
feature. The feature is available on any supported browser (e.g., Edge, Chrome, etc.) This integration can be
used in COMPASS for a single reviewer who prefers not to start a new Bluebeam Studio Session, or for whom a
Bluebeam Studio Session will not meet the business need.

e The submittal owner is the sole reviewer and prefers not to start a Bluebeam Studio Session.

e The submittal owner needs to scrub / modify review comments applied during a Bluebeam Studio
Session.
e Adigital signature is required (not feasible in Bluebeam Studio Sessions per Bluebeam).

The checking out process should not be attempted while a Bluebeam Studio Session is open.

To initiate the Bluebeam / SharePoint integration from a COMPASS S&T envelope:
1. Press the Bluebeam Revu icon associated with the PDF document to check out.

P UMENT
Filter By
] DOCUMENT NAME FOLDER BLUEBEAM
[ ) Shop Drawing.pdf § 20_Contractor_Submittals (PDF) Not In-Session I=1
\ Click to view in Click to view and /
default PDF app edit in Bluebeam

2. Press Open if a SharePoint / Bluebeam request window appears.
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This site is trying to open Revu.
https://ctgovexecsharepoint.com wants to open this application.

l:l Always allow ctgovexec.sharepoint.com to open links of this type in the associated app

3. Once the file is open in Revu, click the lock symbol to checkout and edit the document.

0 ICON-100__ X
[® Check Out

Version History

Properties

For more details on the Bluebeam / SharePoint integration, and instructions on how to use the integration
outside of COMPASS S&T envelopes, please see Signing and Editing PDFs in Office 365 (sharepoint.com).

After checking a document back into COMPASS, previous versions of the document are automatically
preserved by COMPASS’s Version History feature.

Once the review is complete, the submittal owner needs to take final action to communicate with the
Contractor. If no further is action required by the Contractor, the submittal owner should press Complete in
COMPASS to end the submittal workflow and a notification email will be sent automatically. If further action is
required, the submittal Owner should press Revise and Resubmit.

11.4.2 Start Bluebeam Studio Session

Bluebeam Studio Sessions allow multiple individuals to participate in a collaborative review of submittal
documents.

To start or finalize a Bluebeam Studio Session in COMPASS, a Bluebeam Prime license is required. A Bluebeam
Prime license is not required to participate in the review; only to start or finalize the Bluebeam Studio Session.
To acquire an account for new DOT staff or consultant staff, create a ticket with the COMPASS Support Desk.

It is the submittal owner’s responsibility to start and finalize the Bluebeam Studio Session and establish the
review.

When the Start Bluebeam Session button is clicked, all PDF documents in the submittal envelope will

automatically be put into a single Bluebeam Studio Session. There is no need to check boxes to choose
individual documents. The document links will convert to route directly to the Bluebeam Studio Session.
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Note: If a PDF document is a PDF/A, or has other restricted security settings restricting editing, it will not be
included in the Bluebeam Studio Session. In the Bluebeam status column of the document grid, it will display
as “Not Eligible (Locked).” If the Start Bluebeam Session button is pressed, a message will display noting the
security restriction.

ctgovexec.sharepoint.com says
Document not eligible for Bluebeam Studio Session due to security
settings or other restrictions.
Item Number:- not required “ Submitted By D
e S Wanda Vision I
T Add ltem Number Loisfiirs U
D Urgent
Submittal Type:
Calar
D20CUMENT(S
Filter By
Start Bluebeam Session
(J name FOLDER BLUEBEAM
h : 264113-003-00 LP Certification-solo.pdf 120_Contractor_Submittals (PDF) Not Eligible(Locked) "_1)

For information only: When a Bluebeam Studio Session is started in COMPASS, the PDF documents are
automatically checked out of the document library in the name of the user who started the Bluebeam Studio
Session. These checkouts are automatically discarded when the Bluebeam Studio Session is finalized. Users
should not take any action on this automated check-in/check-out process.

11.4.3 Finalize Bluebeam Studio Session

The submittal owner is responsible for finalizing the Bluebeam Studio Session at the appropriate time in the
review workflow. When a Bluebeam Studio Session is finalized, the new document version is automatically
saved in COMPASS, with the author displaying as app@sharepoint. Previous versions are preserved through
the COMPASS Version History feature.

If extra documents are added directly to the Bluebeam Studio Session, but were not in the original submittal
envelope, those documents will not save back to COMPASS.

When the submittal owner determines that a Bluebeam Studio Session is complete, the owner should push the

Finalize Bluebeam Session button in COMPASS. IMPORTANT: Users should not finalize the Bluebeam Studio
Session directly within Bluebeam.

11.4.4 Reconcile Bluebeam Studio Session Comments

146



Connecticut Department of Transportation — Digital Project Development Manual

During a Bluebeam Studio Session, comments may be added to the submittal documents that are confidential
to CTDOT personnel or consultants and not appropriate to send to the Contractor. There are two means by
which the submittal owner can reconcile Bluebeam Studio Session comments.

e Option A: Use the Checking Out Documents to Bluebeam technique to reconcile comments and scrub
the document as needed before it is returned to the Contractor.

e Option B: Modify other users’ comments within the Bluebeam Studio Session, using Bluebeam’s
guidance: How to deny a Session participant and reassign markup ownership.

For Option B, if the email address of the attendee(s) whose comments that need to be modified is not showing
on the Attendees tab (see Bluebeam instructions, step 1), press the green plus sign to add those email
address(es) to the list (example below), then proceed with the instructions provided in the above link from
Bluebeam.

General Attendees Permissions

Attendee Access

|Access Email
Allow  peterparkeraec@outlook com

>

Add Email Address X

Please enter invitee's email address:

[ |
Cancel

Once all the review for a submittal is complete, the submittal owner needs to take final action to communicate
with the Contractor. If no further action is required by the Contractor, the submittal owner should press
Complete in COMPASS to end the submittal workflow; a notification email will be sent to the Contractor
automatically.

If further action is required on the submittal documents, the submittal owner should press Revise and
Resubmit and provide comments to the Contractor.

These two processes cannot proceed if any Bluebeam Studio Sessions are still open. In such a case, COMPASS
will block the process and provide a notification message: “There are x documents in a Bluebeam Studio
Session still open. Please finalize and close the open Bluebeam Studio Session before proceeding with this
action.”

11.4.4.1 Commenting

IMPORTANT - All comments and stamps must be digital and must be applied directly onto the submittal
documents. Prior to commenting you must import the CTDOT Bluebeam Profile, see Appendix A. Once
completed you are ready to comment. The user shall also ensure that standard Department settings are made.
Consultant stamps can be found in Appendix D.
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Reviewers may print the digital review documents to paper and mark them up, however, when done, all paper
markups must be transferred from paper to the digital documents. See Reviewing. If a unit cannot print their
own paper copies, they should contact MaryAnn Cass by emailing Jackie.Rivera@ct.gov. In the email include
the project number and attached documents that need to be printed and include the address of where they
are to be mailed.

All comments associated with a review must be applied to the digital documents, such as telephone or email
comments.

The goal is to provide clarity and to eliminate confusion. Be sure to use engineering judgment to determine
the most appropriate location for placing comments in a document.

General comments may be placed on the first sheet of the document using the note markup tool in Bluebeam.
This process is detailed in Reviewing.

If a reviewer refuses to participate in the digital review, please contact AEC Applications.

11.4.4.2 Best Practice — Applying Comments

There are two basic commenting tools in Bluebeam: Text Tools and Non-Text Tools (line, arrow, cloud,
rectangle, etc.).

Text/notes can be attached to each type. Text tools already have a note attached; all you need to do is start
typing.

Non-text tools also have a note attached to them, but you need to double click on it to launch the attached
note box. The text note box must be closed after the comment is made by clicking on the X in the top right
corner of the note. The example below shows a note being attached to the cloud tool the correct way:

1. Place Cloud 2. Left click on the 3. Double click

cloud so the on the cloud
yellow circles and type text

show /

Update Road List| E
LITY LENGTH

aNV1ISI

ROUTE 106 N/A
ROUTE 123 N/A
ROUTE 124 STATE N/A

MAINTENANCE
F.A.P. # RESPONSIBILITY PROJECT #
000R(825) STATE 173-440

11443 Review Stamps

Review stamps are used for intra-Department (including Department consultant Designers) coordination. They
are applied by the reviewer to communicate information to the submittal Owner and the Department.

An example of use is that each Department Designer(s) must apply a review stamp when requested by a
Construction District to review Working Drawings.

Review stamps have the following meanings:
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DESIGNER'S REVIEW

2
(-

This Stamp Shall Only be Applied to
Working Drawings
CONNECTICUT DEPARTMENT OF TRANSPORTATION
BUREAU OF ENGINEERING AND CONSTRUCTION
urgoinbr
Date S/18/2017

e Reviewed, No Comments means the Department’s Designer has reviewed the submittal and takes no
exception.

o Reviewed with Comments means the Department’s Designer has reviewed the submittal and has
provided comments. When used on Working Drawings the reviewer shall provide a Bluebeam note
that identifies the reviewer’s recommended disposition, i.e., Exceptions as Noted, Revise and Resubmit
or Reject.

11.4.4.4 Action Stamps

The Department uses action stamps (and if appropriate, comments) to notify the Contractor of the
Department’s disposition.

Action stamps must be placed on each sheet of all working drawing, shop drawing and Product Data
submittals. They shall also be placed on the cover of any other supporting, multi-page PDF documents such as
computations.

The precise meanings of action stamps are defined by the contact control of work specifications. The following
are paraphrased definitions:

ACTION STAMP

£ D008

CONNECTICUT DEPARTMENT OF TRANSPORTATION
BUREAU OF ENGINEERING AND CONSTRUCTION

By bourgoinbr Date

e No Exceptions Noted means the Department’s reviewer has not observed anything in the submittal
different from what is called for by the Contract requirements and the Contractor may proceed,
provided that any manufacturer’s warranty called for by the Contract can be fulfilled.

o Exceptions as Noted means the considerations or changes noted by the Department’s reviewer are
required and, after reviewing required changes, the Contractor notifies the Department’s reviewer if
the changes violate a Contract provision or lessen any warranties. The Contractor may proceed with
the work covered in in the submittal.

e Revise and Resubmit means the Department’s reviewer has identified and noted statements or
features that appear different from what the Contract requires. The Contractor is required to revise
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the submittal(s), based on the reviewer’s comments, and resubmit for another review. The
Department may take such additional time (typically 20 days) to review resubmissions.

Rejected means the Department’s reviewer has identified and noted one or more statements or
features that are different from what the Contract requires. The Contractor is required to revise the
submittal, based on the reviewer’s comments, and resubmit for another review. The Department may
take such additional time (typically 20 days) to review resubmissions.

11.4.4.5 Applying Review Stamps
Submittal Review Stamp

1.

For CTDOT employees the submittal review stamp is in the tool chest in Bluebeam and should be
placed on an open area of the drawing. For Consultants Appendix D must be followed before their
stamp is in the tool chest.

To place the stamp, left click on the stamp in the tool chest and then place it. All shop drawing sheets
must be stamped with the action stamp. Product data sheets only need to have the first sheet

stamped.
g [Coud
o [poen
Left click on
the stamp
and place.
A.CTIDN STAMP D . . w . D .
g FEVIEW
i :'.._...- M:K)ﬂ.‘ia'rp
O D17 D, 031 == [Superseded
TOWN OF NEW BRITAN, CT  STATE PROJECT NO.
e ERECTION DRAWING Highlight
??OTHA CSNIRKCTING 0, INC. 5/10/1 p
FROL 0, CAECRED B, | DRAWR m  |Hiohlight
C1372 | BH s/10/17 G
N A — 7 |callou
Text Box
T = T > T — < {g Cloud m
{ Line Use to Cross Out

3. Next select the appropriate option from the java script window and click OK.
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-

Submittal Review [me3m]
:E JavaScript Window
Action
@ Mo Exceptions MNoted
) Exceptions as MNoted
L 7) Revise and Resubmit
i _) Rejected
Date of Review
Date: 12142017

4. |If the stamp is too big and is covering part of the drawing, resize the stamp by dragging a corner as

shown below:

The stamp is now resized as shown below:

.. that fits.
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I —
A5 Eu iy -1
BEAMHG LOCATION BEARING TOTAL BEARING DIMENSHONS
MLARKE . AAUTPIER SPAN BEAM[S) TPE ﬁ L W T A
ERALD T PER T 3 B0 & B £, -] L3 T 1.Fa5 Ly
ERAQ O 4 mEs 2 a3 812 e ™ I L3 Lray w
IR0 1 =ER D ] "™ L ¥ L THE [
TESTO 1 W ACTION STAMP 3 [E) ¥ LTas M
. : B
=T 7 a
I D ot e
== S, e
| ‘ £ ALLAAIIER
e Tz - LYY
= | = I CTERiE CF SRR oY CTRe T
= 5|2 g3l u 1
; :.t: i o RN 1
- e A
= *| 3 ) b | | A = E
& | .
I ! « s, 10 resize the stamp,
L v first click on the middle
. L. of the stamp so the
o o) T o yellow circles appear,
i then click on a corner and
“ drag it to the size
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The stamp is
now resized

=

oLE

LAMNA

<
b,

I
|
I
o

|

rEI,.
|
!

11GA (11967 NOM.) INTERNAL

CT_CON_SDR_0004-0133_0153468-Bearings. pdf* D-1*
BEARING LOCATION BEARING ]
MARK Qry. L
ABUT/PIER SPAN BEAM(S) TYPE '
EBA1-D 2 PIER 2 3 B-11E & B-11W EXP
EBA2D < PIER 2 3 B-12 EXP
EBA3-D 1 PIER 2 3 812 EXp
TEST-D 1 N/A N/A NIA EXP
A2 A/2
Soie PL | SouE Pu | [ —AcTion ‘TAAL‘N
=
L/2 L2 ’ 3
LAM. PAD | LAM, PAD / 4
| BEARING //5
- S
. e o A S — — i
1 19 ,r )
al@ lo D FANNANNNY

\\\\.\\m}.

SHIM /

() REQUIRED

6. Repeat the review process for each drawing/document in the submittal.
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EBA1-D 2 FIER 2 3 \[ e rEaBgw EXP. 75 8" ER 1.735" 9" 11 304" 3.09"
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TEST-D 1 NiA NA |\ HA [ Close the file NiA NiA
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7. Close Bluebeam when complete. If the document is in a Bluebeam Studio Session, the stamps will save
automatically. If the document is being modified by using the check-out to SharePoint feature, ensure
the document is properly checked back into COMPASS.

Designer’s Review Stamp
The designer shall place a Designer’s Review stamp on the working drawing submittal. The action stamp will

be placed by District Construction.

1. To place the Reviewed stamp, left click on the stamp in the tool chest and then place it. All working
drawing plan sheets shall be stamped with the reviewed stamp. Calculations and supporting
documents only need to have the first sheet stamped with the reviewed stamp.

New Britain 88-187 - Submittal 18 Rev A - Temp Support of Utilities®

0 &
L G Arc
DESIGNER'S REVIEW Sl
>
Reviewed, No Comments (| Q -
Reviewed With Comments _
X |aom (Cross Out
L i ﬂ | & Z L[{ l This Stamp Shall Only be Applied to - Q Goud
Working Drawings 5 % b
CONNECTICUT DEPARTMENT OF TRANSPORTATION R
BUREAU OF ENGINEERING AND CONSTRUCTION 4 Highiight
NG T2 Ao/ B -
ﬁz P \‘/QIZJCE == |stamp Digtal Signature Flace Holder Stamp

o pezks~] Hauied
R4cE A 2557 Losw

O 4<L2UUT Pz THE
2EM > Deeels = LS
CF 2o0o07|ee — CoNSER

Left click on
the stamp and

2. Then select the appropriate option.

1= 1A=Ll LXK | 1
| Submittal Review [5m]
6 JavaScript Window
/ Action
---’L" @ Reviewed, No Comments - Onby For Working Drawings
a ) Reviewed with Comments - Only For Warking Drawings
Date of Review
Ll E Date: 14232018
N
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If the stamp is too big and is covering part of the drawing, resize the stamp by dragging a corner as

v A - Temp Support of Utilities™ &

[

DESIGNER'S REVIEW

Reviewed, No Comments (r3]
Reviewed With Comments (EN]
This Stamp Shall Only be Applied to o

Working Drawings

CONNECTICUT DEPARTMENT OF TRANSPDRTATION
BUREAU OF ENGINEERING AND CONSTRUCTION

e e T TER T koo

N0 R i) o= o o= & Eg = =E = B g

Zpen el eadovar 1,/

To resize the stamp, first click on
the middle of the stamp so the
yellow circles appear, then click
on a corner and drag it to the size
that fits.

shown below:

The stamp is now resized as shown below:

‘emp Support of Utilities* =
o

o

DESIGNER'S REVIEW
Reviewed, No Comments E

Reviewed With Comments O

o This Stamp Shall Only be Applied to P
Working Drawings
CONNECTICUT DEPARTMENT OF TRANSPORTATION
BUREAU OF ENGINEERING AND CONSTRUCTION

M. Calkins Bridge
By: Design Date: 1/23/2018

v Bl THE DoTENTIKL
olEe-Te =5ER ol SWELD
B] UalZd gevuovar

4. Close Bluebeam when complete. If the document is in a Bluebeam Studio Session, the stamps will save

automatically. If the document is being modified by using the check-out to SharePoint feature, ensure

the document is properly checked back into COMPASS.

District Construction Review

After the designer has reviewed the working drawing submittal, District Construction should do the following:

1.

Ea

Review the designer’'s comments and update the comments on the drawings/documents as necessary.
District has the final say on what comments the Contractor should be able to see.

Stamp each working drawing sheet with the action stamp; stamp the first page of any calculations or
supporting documents with the action stamp.

Prepare the documents to provide CTDOT’s response back to the Contractor.

Open the file from COMPASS.
To place the action stamp, left click on the stamp in the tool chest and then place it. Each plan sheet in

a working drawing submittal shall be stamped. For calculations and supporting documents in a
working drawing submittal, only the first sheet of those files needs to be stamped.
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Left click on
the stamp
and place.

~ CTDOT St orking Drawing

M Wichelman Steel Entrpris
5 XM Fare Bureim Rood
Allentosn, Pa, 18106

Tel. G10-395-3472 » Fux 6L0-391-R960

REHABILTATION OF BRIDGE
MOS. 03912 AMD 03913
TOW OF MEW BRITAM, CT STATE PROVECT MO .
L ERECTION DRAWING

ROTHA CONTRACTING CO, INC,  |5/1041
C1372 | M 851017 G
PRINT

— RECORD
e | TSSUED 10 / FOR

6. Next select the appropriate option from the java script window and click OK.

JavaScript Window
Action
@ Mo Exceptions Moted
(71 Exceptions as Moted
b (71 Revise and Resubmit
[ ) Rejected

Date of Review
Date: 12147207

7. If the stamp is too big and is covering part of the drawing, resize the stamp by dragging a corner as

shown below:
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e of the stamp so the
LA AT e yellow circles appear,
L@ | 1' I then click on a corner and
& f — L] ¥ %
AL [ drag it to the size
| . that fits.
The stamp is now resized as shown below:
CT_CON_SDR_0004-0133_0153468-Bearings pdf* D-1* >
BEARING | LOCATION BEARING l
MARK " | ABUTPIER SPAN BEAM(S) TYPE b
EBA1-D 2 ?IER’.‘ 3 B-1ME&B-1W EXP.
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A/2 A2
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PR
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(3) REQUIRED

8. Close Bluebeam when complete. If the document is in a Bluebeam Studio Session, the stamps will save
automatically. If the document is being modified by using the check-out to SharePoint feature, ensure
the document is properly checked back into COMPASS.

9. Repeat the review process for each document in the submittal.
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11.4.4.6 Completing the Review — Advancing the Submittal
Once the review is complete there are two options available to move forward.

e Further action is required by the Contractor — Revise and Resubmit

o One or more pages of the submittal documents have received a Revise and Resubmit Action
Stamp or Rejected Action Stamp.

o During this process, the submittal owner may provide supplemental comments in the
comment pop-up window, but the comprehensive comments should always be on the
submittal documents.

o Once the reviewers have all completed the review and it has been identified that further
action is required by the Contractor, the submittal owner must click the Revise and Resubmit
button. This will change the review status displayed in the S&T table from In Review to Revise
and Resubmit.

e No further action is required by the Contractor — Complete
o All Action Stamps are either No Exceptions, or Exceptions as Noted
o Once the reviewers have all completed the review and it has been identified that no further
action is required by the Contractor, the submittal owner shall click the Complete button. This
will change the review status from, In Review to Complete.

11.5. Revise and Resubmit

If a submittal enters the “Revise and Resubmit” review status, the Contractor will be notified via email and the
BIC displayed in the S&T table will update accordingly. This is the phase where the Contractor makes all the
necessary adjustments, replaces the file(s), and resubmits to the Department.

Guidance for the Contractors is available in the COMPASS-Contractors-User-Manual.pdf.

The Contractor is responsible for reviewing all comments and addressing as needed. For documents that
require changes, the Contractor shall resubmit the document(s) in COMPASS by replacing the existing
document with a new conformed document. COMPASS has automated Version History, so when the
Contractor replaces the document COMPASS automatically creates a new version.

Conformed files shall include all unchanged sheets that received No Exceptions as Noted or Exceptions as
Noted Action Stamps, and any revised sheets that need to be reviewed.

See Revising and Replacing a File for details.

11.6. Complete

A submittal enters the Complete phase when the submittal owner clicks the Complete button. The Complete
review status indicates that all documents have been processed and that no further action is necessary. A
submittal should not be completed if the Action Stamps Revise and Resubmit or Rejected are used.

The Department’s disposition shall be clearly marked by Action Stamps placed on each sheet of all working
drawing, shop drawing and product data submittals. It shall also be placed on the cover of any other

supporting multipage PDF documents, such as computations.

The Contractor is responsible for opening and reviewing the final submittal documents to determine the
Department’s disposition. The Department’s disposition is not shown as a status in the Submittal / Transmittal
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tool; it shall be communicated using action stamps in accordance with this manual and current business
processes.

Contractor submittal documents — except for Payrolls — automatically relocate from the Internal Documents
- 120_Contractor_Submittals (PDF) folder to the Contract Documents = 125_Completed Submittals folder.

COMPLETE DATE ORDER

N A
NA

PRESS COMPLETE WHEN SUBMITTAL IS
FINALIZED AND NO FURTHER ACTION IS
REQUIRED BY THE SUBMITTER / CONTRACTOR

Send Back to Owner Revise and Resubmit

‘ Complete ’
11.7. Draft

The submittal owner, reviewers and Contractor have the option to save their work as a draft without
advancing the workflow. In the Process Assignment and Document Submittal windows, if the Save button is
selected the user’s work will be saved as a draft. In the Submittals/Transmittals table, the Review Status will
show as Draft. The Ball-In-Court will remain with the user who selected save.

SAVE WORK AS A DRAFT
WITHOUT ADVANCING

THE WORKFLOW.
11.8. Send Back to Owner

An assigned reviewer may opt to press the Send Back to Owner button in the following circumstances:

e Individual believes they are incorrectly assigned to the review.
e Individual is requesting changes to the review, such as adding additional reviewers, changing due
dates, starting a Bluebeam Studio Session, etc.

Subject to business needs, in lieu of using the Send Back to Owner function, an assigned reviewer may choose
to transfer or add a member of the project team to one’s review step by following Reassign or Add to a
Review.

A comment should be included explaining the reason for sending back the submittal. Any individual who
believes a submittal to have been incorrectly assigned is responsible for sending back the document
immediately to avoid any delays to the processing period.

If an assigned reviewer presses the Send Back to Owner button, the submittal owner will become Ball in Court

and receive an email notification containing the comments. The submittal owner is responsible for revising the
review workflow, then pressing Start to resume the review process.
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Revise and Resubmit Complete

PRESS TO SEND SUBMITTAL BACK TO
OWNER WITHOUT PERFORMING A REVIEW

Send Back to Owner

11.9. Adding Attachments to a Submittal

When using COMPASS, submittal Owners and Reviewers may choose to respond to the Submitter / Contractor
with a letter or memo. Such a response can be transmitted via COMPASS using Bluebeam Revu’s Attachment

Tool.

To attach a file inside of a COMPASS document:
1. Open the submittal document from COMPASS using a Bluebeam Studio Session or by Checking Out

Documents to Bluebeam.
2. Once the document is opened in Bluebeam Revu, go to Tools = File Attachment.

An Open Dialog box appears.

x

Type | Location | Status |
ProjectWise V10 ctdot projectwizeonline.com:CTDOT Ready
SharePoint https://ctgovdot sharepoint .com/projec...  Ready

My Computer From Disk:

Llogin | Logout | oK I Cancel E

4. Browse to and select the desired file to send to the Contractor. Then click Open. Note: Attachments
are made individually, so only one file can be selected at a time. If multiple files need to be attached to
a submittal document, then a separate attachment can be created for each file.

5. Click on the submittal PDF to place the Attachment icon, a paper clip. Attachment icons can be moved
after they have been placed. Click and drag the icon to move it. The name of the attachment file is

revealed when hovered over with a mouse.

ATTACHMENT ICON

6. When finished inserting attachment(s), finalize the Bluebeam Studio Session or check-in the PDF per
the applicable instructions for Using Bluebeam to Review Submittals.

7. If no further action is required by the Contractor, press Complete. If the Contractor has further action
or correspondence, press Revise and Resubmit. The Contractor will be able to view and download the
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original submittal with the response attachment. This response attachment will also automatically
save in the Internal Documents version-controlled folder in COMPASS. Note: If using the Attachment
Tool, the submittal Owner should include a note to the Contractor in the Comments box, notifying
the recipient that an attachment containing additional information is embedded in the document.

If the review has identified a document(s) that the Contractor must revise and resubmit, the Submittal Owner
shall respond to the Contractor in COMPASS by clicking the Revise and Resubmit button located on the
Submittal status review dialog box. COMPASS will automatically notify the Contactor that reviewed documents
are ready for consumption and that some portion of the original submittal needs to be amended and replaced.

If no portion of the Submittal needs to be revised and resubmitted then the Submittal Owner may click the
Complete Button, this will automatically notify the Contractor.

11.10. Reopen Complete Submittal / Transmittal Envelope

See Reopen Complete Submittal / Transmittal Envelope.

11.11. Delete a Submittal

Members of the project site owners permission group can delete a submittal. When this function is exercised,
all elements of the submittal are deleted, including:
e Llineitem in the S&T table

e Back-up document(s) in the Internal Documents folder
e Comments and comment log

Submittals can be deleted when they are in the following workflow stages:
e  Process Assignment

e In Review
e Send Back

Submittals cannot be deleted if they are the Revise and Resubmit or Complete workflow status.
To delete a submittal:
1. Select the submittal from the S&T table.

2. If the submittal is in Process Assignment or Send Back status, select the Delete Submittal button
located in the lower left-hand corner of the page. If the submittal is In Review, select Edit to see the
Delete Submittal option.

SELECT TO DELETE A SUBMITTAL,
INCLUDING ALL ASSOCIATED
FILES AND COMMENTS

3. A Delete Submittal confirmation window will appear. Select Delete to confirm the deletion. Select
Cancel to abort the process. Once the Delete button is selected all documents and data for the
submittal will be permanently deleted. This process cannot be undone once the Delete button is

selected.
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Delete Submittal

SELECT DELETE TO CONFIRM
PERMANENT DELETION.

SELECT CANCEL
TO ABORT

11.12. Revising and Replacing a File

When a submittal is returned to the Contractor as Revise and Resubmit, the Contractor is responsible for
opening the document, reviewing all email comments and mark-ups, and responding according to COMPASS-
Contractors-User-Manual.pdf.

11.12.1 Viewing the File

To open a file, navigate to the appropriate submittal from the Submittals / Transmittals table. Select the
hyperlink in either the Submittal or Review Status column. The Review Status will be listed as Revise and
Resubmit; the Ball-In-Court will list the Contractor’s name.

REVIEW
STATUS

SUBMITTAL SUB TYPE ITEM NO

SELECT SUBMITTAL NAME OR
REVIEW STATUS (REVISE AND
RESUBMIT) TO VIEW DOCUMENT

When the hyperlink is selected, the Document Submittal window will appear. This window will appear like the
original window used to create a New Submittal. The two key differences are that the submittal document(s)
will appear and there will be a red Replace File button to the right of each document listed. To view the
submittal document(s), select the file name.
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DOCUMENT(S)
Filter By v
(O Name BLUEBEAM
[:] directions.pdf -5 Not In-Session

1to 1of 1 Page 1 of 1

11.12.2 Revising a File

Once the comments provided via email and/or in the document mark-ups are reviewed, the Contractor is
responsible for revising the submittal document(s). The Contractor should not revise any portion of any
documents that have been accepted by the Department.

11.12.3 Shop Drawings and Working Drawings

If the submittal owner returns a shop or working drawing submittal with different dispositions stamped on
each sheet, the Contractor shall revise individual sheets as needed. Consistent with current business
processes, the Contractor shall only make modifications to sheets stamped Revise and Resubmit or Rejected;
the Contractor shall not make any modifications to sheets that have been accepted by the Department. When
the replacement document is ready to submit, the Contractor shall combine the approved sheets and
replacement sheets in the appropriate order in one file.

11.12.4 Replace File

When the replacement document is prepared, the Contractor who created the initial submittal should
complete the following steps.

1. Navigate to the appropriate submittal page and click the Replace file button. This is the red button
located to the right of the file name. Note: The Contractor should not respond to a Revise and
Resubmit by attaching a new document in the Attach File(s) window:

DOCUMENT(S)
Filter By v

BLUEBEAM

[ nNamE SELECT TO REPLACE FILE
[:] drections.pdf@K Not In-Session
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Attach File(s):

fect files

Do not replace by attaching a new
file marked as Rev 1, Rev 2, etc.

A Replace Document window will appear. Select the correct document to upload, then press the
Submit button. The replacement document does not have to match the original file name; it can have
any name necessary based on the Contractor’s naming conventions (e.g., Rev. 1, etc.). The file name
in COMPASS remains the same, regardless of the name of the replacement file.

Replace Document

Replacing: directions.pdf
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Cancel

If more than one file in the submittal is to be replaced, press Replace File under each document and
repeat the process described above. Ensure that the correct replacement file is uploaded to replace
the corresponding original document in COMPASS.

Press Submit to complete the R&R process. COMPASS automatically saves the replacement file in the
original document’s Version History. The Ball in Court will return to the submittal Owner.

Comments
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The COMPASS Document Submittal / Transmittal Application contains two mechanisms for providing
comments.

11.13.1 Comments/Log

The Comments/Log is accessible to project site owners and project site members per project. The
Comments/Log is a combination of system auto-generated submittal data and user entered information.

> C :‘:e‘ Submittal Status Review
CLICK TO WRITE AND
VIEW COMMENTS

SEARCH FOR COMMENTS
USING KEY WORDS

ADD COMMENTS TO COMMUNICATE
ABOUT A SUBMITTAL WITH INTERNAL

PROJECT STAFF

~—— POST OR CANCEL (DELETE) A COMMENT

11.13.1.1 Mention A User in the Comments/Log

To mention (tag) a member of the project team in the Comments/Log, type @ and begin to key in the letters of
the user’s name. Multiple users can be mentioned in one entry. Once the message is complete, press the Post
button. The recipient(s) will receive a COMPASS-generated email notification, instructing them to view the
Comments/Log for the given submittal.

Only use this feature for users who can view the Comments/Log — project site owner and project site
members. This feature is not accessible for site contractors, site stakeholders, or users without permissions to
the project site.

(C& Search )

@Bourgeoin, Bruce R Please review this today.
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11.13.2 Comment Pop-Up Windows

Optional comment windows pop-up when the Ball-In-Court is returning to the Submitter / Contractor or when
the Send Back button is pushed. The Owner or Reviewer completing a given process can use the comment
field to communicate with the recipient. Once the comment is typed in the pop-up, press Submit to log it.
These comments will populate in the email notification sent to the recipient and be saved in the Comment Log
to maintain a record of project communication. Users can also be mentioned in the comment pop-up boxes,
which will create the same entry and email notification as described in Mention A User in the Comments/Log.

Resubmit Comments
PROVIDE COMMENTS TO SUBMITTER
Pleae enter any comments you have / CONTRACTOR IN THE RESUBMIT
/ COMMENTS POP-UP WINDOW.
Comments

< This submittal is incomplet\e.l\>

m S

11.14. Document Storage

There are four SharePoint libraries attached to each project in COMPASS: Design, Contract Documents,
Internal Documents and Confidential Documents. See Project Folder Structure and Required Documents for
Capital Projects for more details. To access a document library, navigate to the Project Dashboard, Details or
Submittals/Transmittals page of the selected project.

Project Overview

Contacts

Design

Contract Documents
Internal Documents

Confidential Documents

Project Emails

OneMote

By default, all Contractor submittals are saved to the Internal Documents library, in the folder named
120_Contractor_Submittals (PDF). Once a contractor submittal is marked complete, it automatically relocates
to the Contract Documents = 125_Completed_Submittals folder (except for Payrolls).
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Internal DocumentsS CONTRACTOR SUBMITTALS (INCLUDING ALL VERSIONS)
AUTOMATICALLY SAVED TO THIS FOLDER.
Name Modified Modified By + Add colu
B8 100_Contract_Plans (PDF) October 26, 2018 Brad Wilcox
= 110_Contract _Documents October 26, 2018 Brad Wilcox
@Contradorﬁubmmals (PDF) October 26, 2018 Brad Wilcox
@ 130_Final _Engineering_Reports October 26, 2018 Brad Wilcox

11.14.1 Document Storage Securities

See COMPASS Permissions Model (sharepoint.com) for design library and folder permissions.

Additional resources:
e Share SharePoint files or folders (microsoft.com)
e See who afile is shared with in OneDrive or SharePoint (microsoft.com)

11.14.2 Version History

COMPASS includes automated Version History. Every version of each individual document is automatically
saved in COMPASS. This includes the original document as submitted, versions saved from Bluebeam Studio
Sessions, versions saved from checking out to SharePoint and replacement files submitted in response to a
Revise and Resubmit.

Version history can be accessed in two ways.

1. Inthe submittal envelope, select the green version history icon:

:| 02-Highway.pdf n-Session '_D
:| 05-Eridge.pdf n-Session '_D'
04-lllumination.pdf In-Session L

p

2. Navigate to the appropriate folder. Before a submittal is marked complete, the documents are stored
in the Internal Documents = 120_Contractor_Submittals (PDF) folder. Once marked complete,
contractor submittals — except for Payrolls — can be found in the Contract Documents 2>
125 Completed_Submittals folder.

a. Navigate to the document.
b. Click the ellipses (three dots) to show the drop-down menu associated with the preferred
document, then click Version history.
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® ol Working drawing.pdf 3 days ago
= multi-page working drawing2.pdf Open
1. SELECT THE DROP-DOWN ERERE
MENU ASSOCIATED WITH Share
THE DOCUMENT -
Copy link
Download
Delete
Pin to top
Move to
2. SELECT VERSION HISTORY
Copy to

Rename

Alert me

¢. The document version history shows in a new window. All versions of the document are listed
with their associated version number, date, and author. Click on any version’s hyperlink to
view the version. When a file has been saved back from a finalized Bluebeam Studio Session, it
presents as Modified By app@sharepoint.com.

11.15. S&T File and Document Grid Management

Please see S&T File Management - Rename and Move Files and S&T Document Grid Management for details.
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12. Digital Review and Commenting

12.1. Introduction

A digital review is when a document is reviewed in its native digital format or as a digital copy of the original
paper document. Any required markups are placed directly on the document using a computer with software
designed for managing digital reviews. The documents can also be printed from the review session and the
paper copy marked up; however, those markups must get transferred back to the digital copy. See Submitting
Documents to CTDOT for details on how to perform a digital review in COMPASS.

Advantages of a Digital Review Compared to Conventional Paper Review

1. Higher Transparency — Increased Collaboration.
Digital markups are searchable and sortable, by comment, author, etc.
Real time collaboration review process improves turnaround time and quality of the review.
Real time feedback allows easier handling of large amounts of data.
Reduces the time required to compile and resolve comments.
Eliminates document mailing time.
Reduces document printing.
Eliminates shipping cost.
. Easily store a permanent digital record on the cloud.
10. Overall reduction in review time.

©oNDU A WN

Types of Reviews:
This manual may be used as a guide to perform a digital document review on any digital document. Below is a
list of examples of the types of documents that may be reviewed:

e Preliminary Design Plans

e Structure Type Studies

e Semi-Final Plans

e Final Plans for Review

e Special provisions

e Engineering Reports

Review Process:
To help participants of a digital review more easily track the digital review process it has been split up into six
Phases as listed below:
e Phase 1— Preparation of the Digital Documents
e Phase 2 — Set Up Digital Review
e Phase 3 — Invite Attendees to Review
e Phase 4 — Digital Review
e Phase 5 — Ending the Digital Review
e Phase 6 — Resolve Comments
Each phase and its required steps will be discussed later in detail.

Digital Comments:
In this review process, all comments must be applied to the documents in the review session.

All comments associated with a design submission should be applied to the digital documents. Telephone of

email comments must be applied to the correct digital document by the staff member who received them. Be
sure to use engineering judgment to determine the most appropriate location for the comments in the
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document. General project comments can be placed on the first sheet of the document using the note markup
tool in Bluebeam. If any outside entities (railroads or utilities) will not participate in the digital review, their
comments with your responses should be attached to the final record copy. It is not necessary to transpose
these comments individually as all comments can be attached at one time.

12.2. Prerequisites

All CTDOT digital review participants are required to complete the steps provided in Appendix A prior to
organizing or joining a review session. Completing these steps will standardize the Bluebeam format across all
CTDOT digital reviews.

12.3. Phase 1 — Digital Document Preparation

12.3.1 Organization
Below are the guidelines by which the review documents should be organized:

Preliminary Contract Document Reviews — PD, SF, FPFR, etc.

1. Plans - Must be in discipline subsets. The review Organizer is responsible for assigning each Author a
subset number.

2. Special provisions — Each discipline shall combine all their special provisions into one (1) PDF
document. Each discipline’s special provisions will remain separate throughout the review session;
they will not be combined with the other discipline’s special provisions.

3. Other Documents — Shall be individual PDF documents.

Other Reviews

1. The only requirement for the organization of other types of reviews is that the documents must be in
PDF format.

12.3.2 Preparation and Format

Authors shall prepare their digital documents in accordance with the following guidelines:
Preliminary Contract Document Reviews — PD, SF, FPFR, etc.

1. Plans:
a. Must be in PDF format.
b. Plans must be in discipline subsets.
c. Plans must be sized 34" x 22"
d. Do not need watermarks, sheet numbers or to be digitally signed.
2. Special provisions:
a. Each discipline shall combine all their special provisions for review into one (1) PDF document.
b. Sized 8.5” x11”
3. Other Documents:
a. Must be in PDF Format

Other Reviews

1. Documents:
a. Must be in PDF Format

12.4. Phase 2 — Set Up Digital Review
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Please see PS&E Milestone Reviews in COMPASS for information on how to set up a digital review in
COMPASS.

12.5. Phase 3 — Invite Attendees to Review

Please see PS&E Milestone Reviews in COMPASS for information on how to invite attendees to the digital
review in COMPASS.

12.6. Phase 4 - Digital Review

12.6.1 Review Session Layout

Below is the typical layout in the review session. On the right tab, there are the tool chest for commenting, the
attendees of the session, and the documents in the session. On the bottom, there are the list of comments.

Studio Icon
H [
N \i 7 oy
=N ek =
g [ Icon next to ”- )
= List of Attendees
] = document
b showing this file | &
MARK R € 13 Ina session GALBRAITH Documents in the
TOWN M, AYOR session
GARY SCHNEIDER TIMOTHY P. UMRYSZ TTANG 5 i v
DIRECTOR OF PUBLIC WORKS DIRECTOR OF PUBLIC WORKS
CT.LIC. NG 20891
MONTH YEAR
MULTI-USE TRAIL  STA 0+21.79 10 STA 33+50.35
CET (0,63 MILES)
-
Markup list - 0 FUSS&O'NEILL
SIGN (60%) T e
17

All comments that are made get saved instantly to the Bluebeam review session; these do not need to be
manually saved. Each user can only delete their own comments and can leave and rejoin as many times as
they want if the review session has not been closed. The review session will be closed by the Organizer in
accordance with the date on the review memo.

12.6.2 Reviewing

All CTDOT digital review participants are required to complete the steps provided in Appendix A prior to
organizing or joining a review session.

This section shows the procedures for reviewing and commenting on documents in a digital review.

In the case of preliminary contract plan reviews, the original digital documents, with comments, will become
the final record.

All comments associated with a design submission should be applied to the digital documents, including any
email or phone call comments. These types of comments must be applied, by the staff member who received
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the email or phone call, to the correct digital document, use engineering judgment to determine the most
appropriate location.

General Project wide comments can be placed on the first sheet of the document using the note markup tool
in Bluebeam as shown below: Using the note tool you can copy and paste text from any source such as an
email or a Word document. This allows larger project wide comments to be applied to the plans.

Batch Tools Window Help

Ef Q Markup

Stamp

Measure
Sketch ti
Form

Signature _—
lgnatur Highlight

Hyperlink  Shift+H Eraser Shift+E

ile Attachment
File Attachment F e L

Toolbars ; Arrow L
Reuse / Arc Shift+C
Polyline Shift+N
Dimension  Shift+L

Rectangle R MARIANK. (

Ellipse E MAY
oo Are TIMOTHY |
Cloud c DIRECTOR OF P
Cloud+ K
Image
Flag Shift+F

muLT- e N0 STA. 33+59.35

DRATEAT T ENATLIT - 1 220 TEET /0 A2 M ATT Ty

Note about Commenting in a Review Session and Supervisor Approvals

In most cases, the unit that reviews a document has an internal approval process whereby the supervisor
finalizes the comments from staff members. The workflow described in this Chapter does not specify or
dictate an approval process within each unit; rather, it outlines the review procedures once the review
comments have been compiled from each unit. Therefore, it is important that only the reviewing unit’s final
comments be added to the review session. Once the session ends, the comments made in a review session
will be considered final.

The following shows a few options for a supervisor approval procedure, but the digital review process is
flexible for any procedure a reviewing unit develops. The only restriction is the final comments must be placed
on the digital documents located in the review session before the review session ends:

1. Alower-level employee can join the session and comment on the documents in the review session.
Then the supervisor can join the session and filter out their subordinates’ comments for their review.
If there is an issue with a comment the supervisor will have to direct the lower-level employee to fix
that comment. If there are not any issues with the lower-level employee’s comments, then nothing
must be fixed. After the supervisor review, a lower-level employee will join the session and fix the
applicable comments.

2. Alower-level employee can join the review session and save a copy of the review documents to their
computer. Then they can markup the documents offline and have their supervisor approve those
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comments. After the supervisor approves the comments, those comments can then be imported into
the documents in the review session.

3. Alower-level employee can join the session and print the documents in that review session. Then they
can markup the prints and have their supervisor approve the comments. After the approval, a lower-
level employee can transfer the comments to the digital documents in the review session. In section
10.1 of this manual there is a list of advantages to this digital review process. With this option,
advantages 3 and 4 are eliminated due to the comments made offline.

Notes about Outside Entities that will not Participate in a Digital Review

If an outside entity such as a railroad or utility company will not participate in a digital review it is still
important to add their comments to the final record document in COMPASS. It is encouraged to have these
entities participate in the digital review and AEC Applications is available to provide support and technical
assistance in these efforts.

The following details how the comments from a non-participating entity and your responses to those
comments shall be attached to the final record document in COMPASS:
1. Create a PDF document that includes the non-participating outside entity’s comments and your
responses to those comments.
2. Then add the pages from that document to the end of the final record document in COMPASS.

MUST READ BEFORE PLACING COMMENTS
The following shows best practice for applying text notes in a review session.

There are two basic commenting tools in Bluebeam: Text Tools and Non-Text Tools (line, arrow, cloud,
rectangle, etc.). Each type can have a note attached to them. The text tools already have a note when you
type text, but the non-text tools can also have a note attached to them. To attach a text note to a non-text
tool, place the comment and then double click on that markup. Then you can type in your note. The text note
box must be closed after the comment is made by clicking on the X in the top right corner of the note. The
example below shows a note being attached to the cloud tool the correct way:

1.Place Cloud 2. Left click on the > Double click

cloud so the on the cloud
yellow circles and type text

show /

Update Road Lis{ E
LITY LENGTH

ROUTE 77 N/A
ROUTE 80 N/A
ROUTE 146 N/A
ROUTE 33 N/A
ROUTE 106 N/A
ROUTE 123 N/A
ROUTE 124 STATE N/A

daNV1SI

MAINTENANCE
F.A.P. # RESPONSIBILITY PROJECT #
000R(825) STATE 173-440

General Project wide comments can be placed on the first sheet of the document using the note markup tool
located in the tool chest. Text can be copied and pasted into the note tool as necessary.

1. Create a review comment report of your comments. First filter out the comments so only your
comments are displayed as shown below:
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=
Markups List Y | @ Q Ssearch
= Subject Y Measurement Y Sequence Y Author Y  |Comments

~  04.01.A01 (2) 2 Count [Am

[Customl (3) Then
calkinem) select your
name

Measurement CSV Summary

2 Count XML Summary

Stamp 1 Count PDF Summary

L. This sheet Not Corrected 1 Count

Next type in a title for the comment report that includes Project No, what review it is plus the word
“Comments”, and what document this comment report is for. See below for an example:

Project #itit#-#### Semi Final Review Comments 03-Highways

Make sure all the settings are set as shown below and click OK:
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Markup Summary

Files

Name

58-308 SFD Plans.pdf

Export as:

Export to

Template:

Style:

Thumbnail

% Padding

/| Open File After Creation

The comment report will now be created and opened in Bluebeam, leave the comment report open in

Columns Filter and Sort Output

FDF
Append and Hyperlink to Current PDF
D\Users\calkinsmj\Desktop
Owerwrite Existing File
58-308 SFD Plans.pdf Markup Summary
Create Multiple Reports Per Page Label
Append Date to Title
None

Insert page Break per

Flow
Medium
+ Include Page Content

25
o 23

Options

Save Config

Pages

All Pages (1-21)

Save.. Load...

Load Config

Cancel

Bluebeam. We will be copying this report into the comment report memo.

Next save the following review comment memo to your computer: Review Comment Memo.
Open the memo and fill in the correct information.
Then copy all the pages from the comment report as shown below:

174



https://portal.ct.gov/-/media/DOT/documents/AEC/review_comment_memo.pdf

Connecticut Department of Transportation — Digital Project Development Manual

Revu File Edit View Document Batch Tools Window Help

fleg By B Q v I O

[a] | Name: FD Plans_Summary Pages: 1

E| Thumbnails ~ = ITI ) Plans* Q ProjectWise_New_User_Form 58-308 SFD Plans_Summary X

SFD Plans.pdf Markup Summary

Copy Page to Snapshot  Ciri+Alt+C

)
ent: 2 Count

Apply Stamp...
SaswrerToey  Subject: Stamp
Measurement: 1 Count

Sequence:
) (b Author: calkinsmj
' — Label:
DESIGN | Status:

1L 2017 Date: 3/8/2019 8:36:28 AM
Page Label: 04.01.A01
Page Index: 1

Lock: Unlocked
Checkmark: Unchecked

Depth:

Ctri+Shift+R

Revu File Edit View Document  Batch Tools Window Help

B e Rv@ B Q © & 0O

D Plans_Summa Pages: 1 |:t1+

Thumbnails -~ |—| D Plans* Q Pro se_ New_User_Form 58-308 SFD Plans_Summary X

. Page Setup...

sount

wen  Subject: Stamp
Measurement: 1 Count
Sequence:
Author: calkinsmij

Insert Blank Page.
Insert Pages... g
= HE Ifllléam

8. Save the memo and process this memo as your unit requires.

12.7. Phase 5 — Ending the Digital Review
Please see PS&E Milestone Reviews in COMPASS for information on how to end the digital review in COMPASS.

12.8. Phase 6 — Resolve Comments

All comments on the review documents shall be resolved by the Document Author directly on the digital PDF
review documents using Bluebeam. The following shows the steps for resolving comments.
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1. Open your document(s) from COMPASS.
2. Next select a comment in the comment list and right click. The select Reply.

Copy "Stamp’

Layer

Lock Cirl+Shift+L

Legend

Reply

04.01.A01 (2)

M, stamp

é This she

Delete

0 Properties

L

3. Inthe box that pops up, type in a final resolution in the following format:

Note: For plan sheets, include “Change Plans” or “No Change to Plans” where necessary.
Resolution — Type in resolution...No Change to Plans

The resolutions applied to the plans shall be the final resolution decided by the Document Author’s unit. There
shall only be one resolution for each comment.

Below is an example of a resolution:

s34

e /.,’
)\\F

Type in a resolution
in the box Sk

Y Filter g (T2 I o RV 2 |§" s . Summary ~
Author

rattankd

s Resolution: Included - This ate(] e o Hallsd
mi correction will be made on ===

Hendric

Hendric
Hallsd

- ._Ea\h:.n_n = cing the Tus a rattankd
me 18

) Re: Callout on: s d by flush granite ' Hallsd

- ._ Callout s may i b 2 rattankd
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| | ¥ Fiter § mns g 3 Summary. -

Subject Author S Die Page
~ CMarie District Drainage Eng ___

- . Eliy a a strict Drainage Eng .
G Re: Bipse : othema (1) Sort by Author
- Mdﬁw @ ) : -~ A

- o .02
.02
.02
.02
~  HendricksonGWautilities (1)

+ A Text Box enc ties 104656 AM  Page 01.01

- Al dffarances in arade v l and th a2t the first 1 il 2127012 12217 M Pana 0101

4. Next attach a PDF document that includes any non-participating entities comments with your
responses to the review document. This should be done by adding that PDF document to the end of
the review document as shown below:

|
File Edit Views Document  Hatch Tools Window Help

Document Properties  Ctrl+D . @ [TB Qﬁ

Page Setup...

Rntata Panac Trl+Chift+R

Elank Page... Ciri+Shift+N

from Document...  Ciri+Shift+l £5

Cirl+Shift+Y

Delete Pages... Ctri+Shift+D

e

Crop Pages... Shift+Alt+0

Headers & Footers

FEBL i ARK R. OEFINGER MARIAN K. GALBRAI1
Compare Documents... TOWN MANAGER MAYOR

Overlay Pages...

GARY SCHNEIDER TIMOTHY P. UMRYS:
OCR... Ctrl+Shift+0 “TOR OF PUBLIC WORKS DIRECTOR OF PUBLIC Wt

5B DD LB N

Script...

Translate

Color Processing...

Reduce F ) MULTI-USE TRAIL.  STA. 0+21.79 to STA. 33+59.35

Repair PDF... PROJECT LENGTH = 3,338 FEET (0.63 MILES)

Archive as PDF/A...

Flatten... Cirl+Shift+M

Unflatten t t ?V{ ﬂm” ; Qgétm-

CENMI_EINIAT MEQIN FAN0LA

R PRy [ < oy
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5. Browse out to the PDF document you want to add and then select to insert after the last page:

Insert Pages | 3 |
Insert Files
File Path Pages

(2] | 20152-EC pof D:\Userscalkinsm...  Al(1-3 of 3)

F Y

v

Options

[ Include Bookmarks [ Use Filename as Page Label

[ Include File Attachments
[] Merge Document Properties
[T Merge Layers

Select After
and Last Page
“T and then click

Into ‘Pages from D@y

After -
() First Page OK
™) Page: (12 of 38 ;

G )e=)

When all the resolutions have been applied, make sure to save the documents and check them back
into COMPASS.

Notify the Review Organizer that you have completed your resolutions by clicking the gray complete
button next to your name in COMPASS.

Send out Completion of Review Memo to all the personnel associated with the review session
indicating that the review session is over, and all comments have been resolved on the documents in
COMPASS. Link to: Completion of Design Review Memo
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13. COMPASS Project Schedule

An Engineering working group evaluated several scheduling software options to support the mission
statement. Microsoft Project was selected because it offers the following features and advantages:

e Accommodates any number of milestones and tasks (i.e., easily scalable),

e Graphically displays series and parallel tasks,

e Provides baseline and tracking Gantt charts,

e Displays the critical path,

e Ability to link notes and documents, and

e Interfaces with Outlook, Excel, SharePoint, and other Microsoft products.

Microsoft Project shall be used to develop design phase schedules meeting the following minimum
requirements:

1. Includes all the activities identified by the Minimum Requirement Schedule Template; more
detailed templates and project-specific schedules are encouraged,
Baseline schedule,
Task Indicator columns are used to link applicable instructional and reference documents,
Explanations for changes in task durations are added as task notes,
Tracking View/Gantt chart functions are used,
Task-level progress is tracked regularly,
Files are stored in COMPASS as indicated by the Digital Project Development Manual, and

© Nk WN

obligation plan.

Microsoft Project files are maintained and current, with projected schedules in accord with the

Base templates were developed by a committee that included Engineering Management and Subject Matter

Experts (SMEs) from each engineering discipline. The Office of Engineering SMEs are as follows:
e Bridge Design — Kevin Blasi and David Gruttadauria
e Consultant Bridge Design — Derick Lessard and Marc Byrnes

Highway Design — Scott Bushee, Jordan Pike, and Vitalij Staroverov

Consultant Design State Roads — Nilesh Patel and Meredith Andrews

e Trdffic Projects Design — Barry Schilling and Michael Chachakis

e Trdffic Studies & Safety — Erika Lindeberg, Daniel Veronesi and Colin Baummer

e Facilities Design — Eric Feldblum and Jesse Benson

The SMEs are responsible for developing and maintaining division specific project templates and

corresponding task libraries in Office 365. They shall be the first point of contact regarding discipline specific

template and guidance document inquiries and maintenance.

For questions, suggestions and issues pertaining to Microsoft Project and the Scheduling Directive, please

contact Bruce Bourgoin (Bruce.Bourgoin@ct.gov ) or John Dudzinski (John.Dudzinski@ct.gov)

The table below details the minimum tasks included in the template:
Task Name
Project XXXX-XXXX

Project Initiation

e Prepare and Submit PPI

e Prepare and Approve RPM

e Secure Funding/Authorization
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Preliminary Design

e Survey

e NEPA/CEPA

e Develop PD through Design Approval
e Design Approval

Final Design

e Prepare Semi-Final Design Submission

e Prepare Final Design Submission
ROW Coordination
e Prepare and Submit Final Accepted Property Maps
e Acquire Properties
Permit Acquisition Process
e PermitA
o Prepare and Submit Permits to Regulatory Authority
o Regulatory Authority Review and Issuance of Permit
e PermitB
o Prepare and Submit Permits to Regulatory Authority
o Regulatory Authority Review and Issuance of Permit
e PermitC
o Prepare and Submit Permits to Regulatory Authority
o Regulatory Authority Review and Issuance of Permit

FDP
DCD
ADV

13.1. Getting Started

All Microsoft Project schedules are now stored in Project Online, or Project Web App (PWA), which is referred
to as COMPASS (DOT PWA).

13.1.1 Check your License and Access Permissions

COMPASS users may access the Microsoft Project Summary Report for insight into any MS Project schedule,
Gantt charts and critical path. No license is required to view this report.

Project Managers and any individuals who will be actively maintaining an MS Project schedule must have a
Microsoft Project license.

To check if you have a license, check My Account Subscriptions for Project Plan 3 for GCC.

To request a Project Plan 3 for GCC license:
Contact the CTDOT HelpDesk at DOT.Helpdesk@ct.gov.

To request access to COMPASS (DOT PWA):
Create a ticket with COMPASS Support | Microsoft Project.

13.1.2 Create a New Schedule

The following steps show how to set-up a Microsoft Project file:
1. Navigate to the Project Schedule Resources folder on the Engineering Administrator SharePoint site.
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2. Select the applicable Scheduling Documents folder. The minimum requirement schedule template is
stored in the AEC Scheduling Documents (Minimum Req) folder.

roject Schedule Resources > AEC Scheduling Documents (Minimum Req

O Name - Ui
AEC Initiation Phase Scheduling

AEC Schedule Task Library

@) Minimum Requirement Schedule v2.1.mpp I

@+ MS Project December Presentation.pptx
@] NEPA-CEPA Process v.1.0.mpp

@] Permit Acquisition Process v2.0.mpp

3. Locate the desired schedule, save the file locally and prepare MS Project schedule.

4. Next open the project file.
5. Set the project start date by selecting the File menu > select Info, then select the date as shown below:

Project] - Project Professional

C Info
{n) Home

D New
= Open Publish Project Progress
- E”]l J] g

This project has not been published to Project Web App.

Project Information -

I Start Date I 10/20/2021] =
Finish Date <] October 2021 [>
Su Mo Tu We Th Fr Sa
6 27 28 29 30 1 2
3 4 5 6 7 8 9

Publis} il the project is

Schedule from

Current Date

issi Status Date 10 11 12 13 14 15 16
Ej Permissions 17 18 19[20 21 22 23
Q Decide who can do what with your project. Project Calendar 24 25 26 27 28 29 30
Manage Priority El 2 3 4 5 6
Permissi
'ermissions Tracking Method Today

Project Custom Fields

Project Web App Accounts [ Edit Custom Field Values
Compass
Manage Connected as Smith; Christopher D.
Accounts -
ae Organize Global Template
— Move views, reports, and other elements between project files and the global

Organizer template.

13.1.3 Connect to COMPASS (DOT PWA)

To interact directly with schedules stored in COMPASS (DOT PWA) via the MS Project Professional Desktop
Application, set-up the configuration as follows:
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1. Open the Microsoft Project Professional desktop application.
2. Click the File menu at the top of the screen (open your project if you don’t see File menu).
3. Press Info > Manage Accounts > Configure Accounts

1) Click here
2) Click here
Project1 - Project Professional
Info
E roject Web App Accounts Project Information -
You're not connected to Project Web App Start Date Tz
Manage
Accounts Finish Date Today
Schedule from Start
Current Date Today
= Organize Global Template Status Date Today
J’ Move views, reparts, and other elements between project files and the global template. Project Calendar ~ Standard
Organizer Priority 500

4. Click Add.

5. Inthe Account Properties window, enter the information provided below, then click OK.
Account Name: COMPASS
Project Server URL: https://ctgovexec.sharepoint.com/sites/DOTPWA
Check the box: Set as default account.
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2) Enter this
information

Project Web App Accounts >

Available accounts:

1 Account Properties >
1 ) CIICk Mame P

Computer Account Mame:
here COMPASS

Project Server URL:

https://ctgovexec.sharepoint.com/sites/DOTPWA

Current account: Compass
To switch accounts, select Choose an account below, and then restart Project.

When starting 3) CIICk herEP

Ogse my default account
(® Choose an account

Help K Cancel

N

4) Click here

13.1.4 Save to COMPASS (DOT PWA)
When a new MS Project schedule is ready to be added to COMPASS (DOT PWA) follow the following
steps:
1. File > Save As > COMPASS. (If missing refer to Section 13.1.3: Connect to COMPASS on page 181.)

2. Save > Name the project schedule as the full 8-digit project number with hyphen exactly. The name
is how COMPASS and other systems reference the data from the schedule.
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© Save As

Project Web App

@’:j Project Web App

@ Compass

@ Recent

State of Connedticut

a OneDrive - State of Connecticut
Christopher.D.Smith@ct.gov

Sites - State of Connecticut
Christopher.D.Smith@ct.gov

Other locations
E@ This PC
—@ Add a Place

B Browse

Type: ~ | Calendar: | Standard

Department:

Custom fields:

Custom Field Name

Construction Estimate

OBL CN Page(s)

QBL PE/ROW Page(s)

Obligation Plan

Railroad Estimate

ROW Estimate

State Police Estimate

Utilities Estimate

Save as File...

Cancel

3. If applicable map the existing red custom calendars to their corresponding enterprise custom

calendars in the cloud.

Save Project to Enterprise

*

This project contains tasks with errors such as missing or invalid required code values, or invalid task calendars.

13.1.5

1. Once Saved, publish the schedule by File > Info > Publish.

Changes to the project can not be saved until all errors have been corrected.

R
00% Plan concurrence

Error | Task Name Base Calendar g
{Public Matice Period Mone
|USCG Permit Issuance Mone
| 100% and Contract Processing  Mone
o b

MNone

MNone

Final Load Rating Review for Submit|Mone

<

project.
Press Close to return to the project.

|Stewardship Checklist Mone
|Projectwise upload Mone
invalid base calendar ~ |SOFOP  |wednesday Calendar v
'Pro:esmg —
/6.0 DCD Mone
17.0 aDV Mone
18.0 BID OPEMING Mone
Toawn e
10,0 NTP Mone

Correct errors by selecting valid task calendars or valid outline code values for all tasks and click OK to save the

oK Close

Publish to COMPASS (DOT PWA)
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Projectl - Project Professional

Info

= Publish Project Progress Project Information -
:,P This project has not been published to Project Web App. Start Date Today
Publish Team members cannot see their assignments or the overall plan until the project is Finish Date Today
blished.
— Schedule from Start
Current Date Today
Permissions Status Date Today
Eag Decide wha can do what with your project. Project Calendar  Standard
Manage Friority 500
Permissions Tracking Method  Percent Complete
Project Custom Fields
prOJECt Web App Accounts 2 Edit Custom Field Values
Compass
Manage Connected as Smith; Christopher D.
Accounts ~
(50 Organize Global Template
— Move views, reports, and other elements between project files and the global
Organizer template.

Once the schedule is published with the correct name it will be automatically linked to the project’s COMPASS
pages.

13.2. How to Access
This section will describe how to open and edit your COMPASS (DOT PWA) Project Schedules.

13.2.1 Desktop Application

Schedules can be opened to view or edit via the MS Project Professional desktop application:
1. Open the Microsoft Project Professional desktop application.

2. Select the COMPASS profile; click OK.

Legin

Profile: | Compass ol
I__cuad Summary Resource Assignments

Wark Offline Cancel

3. Select Open Other Projects.
4. Under Project Web App, select COMPASS.
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Open
Project Web App

OB

= COMpass ——if—

@ Recent

5. Click Browse and select the desired project schedule from the list. (Note: If the Project schedule is not
listed, click “Show me the list of all projects.”)

Mame Cache Status Last Access Time
%Shﬂw me the list of all projects

_F'ru:uject Schedule_ HW_Working_0036-0195 32119 10:57 AM
_Prclject Schedule_HW_Working_01359-0191 31719 231 PM
_Prclject Schedule_TR_Working_0015-0363 329191202 PM
B3 Proiect Schedule TR Workina 0132-0133 4115 242 PM

6. Then click Open.
7. After the edits are completed, Save the file.
8. Then publish the MS Project file back to COMPASS by clicking on File > Info > Publish.

Info

CTDOT - TPMS

Connecticut Department of Transportation = sites

F Publish Project Progress
1) Last published: 11/9/18 9:29 AM.

Publish Publish your project to share more recent updates with your team.

SharePoint site: https://ctgovdot.sharepoint.com/sites/

13.2.2 COMPASS Project Site

Schedules can be opened via COMPASS.
1. Navigate to the project’s COMPASS site.
2. Click on the MS Project Schedule button on the landing page or on the Project details page.
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Project No. 0053-0164 Temp|D. PP059-0004

'US1/CT22 Roundabout, Guilford

Final-Design

Project No. 0059-0164 Tei

mp 1D, PPO59-0004

| Project Dashboard

Click to Open From the
Project Landing Page

f MS Project Schedule ‘

PROJECT DESCRIPTICN

<). Guilford, North Branford

Modern roundabout at the intersection of US I& CT 22 in Guilford, with approaches in North Branford.
controlled at the 3-leg intersection. Modifications also include removing a bypass spur to the west & recon]

Project Overview

Project No. 0059-0164
Temp ID. PP0OS2-0004
Schedule Phase: Final-Design

Project Overview
Contacts

Internal Documents
Documents

Project Emails

Dashboard Details Submittals/Transmittals

i MS Project Schedule

PROJECT DESCRIPTION

ownis): Guilford, North Branford

Modern roundabout at the intersection of US 1 & CT 22 in Guilford, with approaches in North Branford.

intersection. Modifications also include removing a bypass spur to the west & reconfiguring a driveway.

Report of Meetings

DETAILS

Tasks: 253 Health . Schedule Phase: Final-Design

This will bring you to the COMPASS (DOT PWA) site.

3. Navigate to the TASK tab, click the down arrow on the Edit button where you’ll have the option to edit
In Browser or In Microsoft Project

13.2.2.1 Desktop Editing

1. If you select In Microsoft Project. The schedule will then open in the Microsoft Project Professional
desktop application.
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BROWSE PROJECT PAGE TASK ‘ OPTIONS

0059-0164
Schedule

Project Details

Schedule HW Work In Microsoft

Publish _Set Manually Auto nsert
Baseline . Schedule Schedule
Editing

Delete

Add to
meiine

Check out the project in Project
Professional so that you can make
changes to it.

13.2.2.2

Browser Editing

sas Chasliad intast Modified: 4/30/2018 4:55 PM Version: Published

ct Initiation Preliminary Design

1. If you select In Browser or Edit on the Project Tab. The schedule will be checked out to you for
incorporating edits as needed.

BROWSE FROECT PAGE TASK OPTIONS

’Zh a - o Documents A\ Risks ™
o 4 G0 (S (1] tses L=>
fon Save Cote “"f“e'(! .!:’2 '_“ R Tevio Next
Lsr Dl 4
Project Navigate Page
Edit

Status: Checked-in Last Modified: 4,24

Check out the progect so that you ¢an
make changes to it. This command will
be desabled if the progect i already
checkad out to you or to someone
else. Press Enter 10 see more options.

- ==

2. Once edits are complete, click the Close button on the Project tab.

PAGE TASK OFTIONS

=] '—' Occumrents ), R my
e, I !
PO0 e i3] sues L
project  Buld Previous Next
Ste  Tewm [ Deveraties
Navigate Page

mr_]hw.l Y
Schedule
0059-01¢

Sche¢

o E
Close the project. ed-out to you since 10/3

You will have the option to check the
project in if it &5 currently checked out
10 you

3. Then click Check it in and press OK.
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| 100% | Oh | H —
6 8 " Close - 0059-0164 x
— Checkin
~ | Do you want to check your project in?
5_ ® Checkitin (O Keep it checked out
B | OK ‘ ‘ Cance |
s_
| e

4. Press Close on the Project tab.
5. Onthe Task Tab click Publish. This saves and publishes the changes.

BROWSE  PROJECT  PAGE] | TASK | OPTIONS
e, K Cut T L L L [":‘}
1 P 0« 25# S0x 7Sx MO« = | %
et E@ Copy E .Se.
st Edit 3 = = ; t Manually  Aute
Undo - €3> B®EI  paceine. Schedule Schedule
Clipboard Project Editing
Publish
Highway Design 6 :
/ > 1) )18 2:08 PM
Schedule_HW_Working_ ~=~ | Publish the project schedule to make
0059-0164 the latest updates public.

13.2.3 COMPASS (DOT PWA) Site

Users can also manage MS Project schedules directly through the Project Web App (PWA), rather than

navigating through specific project site. This can be particularly useful for users who are maintaining schedules
for multiple projects.

To open an MS Project file directly via the COMPASS (DOT PWA) site:
1. Navigate to https://ctgovexec.sharepoint.com/sites/DOTPWA.
2. Locate and select the relevant schedule by project number in the Project Name column.
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o
“‘V‘

Permissions

Navigate

Project  CheckinMy  Zoom

®}am

Zoom  Scroll to

In Out

Zoom

E‘E Outline ~ l% Wiew:
[ rollups "W Filter

[ Gantt Chart B2 Group By:| No Group

Data

Ji y 26

Summarny

Mo Filter

M
Add

August 5

Share

|| Time with Date

Show;/Hide

August 15

Change

Project Type

1) Click to sort on Project Name

S:a"t|
712

Add tasks with dates to the timeline

‘100352
100232
100186
100393
100371
100394
100255
100278
100393
100417
100199
100403
100421
100297
100409
100345
100218
100219
100291
100236
100350
100356

1An3E3

Project ID

Project Name *

0002-01.28

T o o e T T~

g

0005-0114
0007-0189
0011-0156
0011-0157
0011-0158
0014-0174
0014-0186
0015-0248
0015-0312
0015-0365
0015-0368
0015-0371
0015-0274
0015-0376
0015-0378
0017-0182
0017-0187
0018-0134
0018-0135
0013-0136
0025-0147

NNDN_NNOT

Owner

*fl Matwick: Brian J.

| Bushee; Scott

« | Schilling: Barry A
*| Reed; Bryan H

| Bushee; Scott

*| Reed; Bryan H

*| Aresco; Salvatore
| Aresco; Salvatore
*| Reed; Bryan H

*| Ffaffinger; Jeffrey
*| Conroy; Lisa N.

- | Ffaffinger; Jeffrey
| Roberts; Scott A
| Cannamela; Sebastian A
- | Ffaffinger; Jeffrey
| Cutler; David A

*| Cherpak; Michzel 5
=) Cherpak; Michzel 5
| Cardinali; aAndrew J
«| Bushee: Scott

=| Matwick; Brian J.

*| Palmer; Gregory

o) Blmdusieles Drimen |

2) Locate and select relevant
project schedule from list

Start

9/21/2017
3/2/2016
1/2/2018
10/3/2017
4/5/2017
5/4/2018
7/21/1998
1/23/2015
11/16/2012
3/3/2016
7/15/2013
9/2/2015
6/2/2014
2/17/2016
5/9/2016
5/24/2016
4/9/2014
9/29/2015
3/31/2016
11/16/2016
5/30/2017
1712017

31310908

Finish
8/21/2019
12/2/2020
8/7/2019
3/20/2022
10/11/2022
4/30/2022
10/25/2017
7/12/2020
9/9/2019
10/31/2018
10/4/2017
6/30/2021
9/23/2020
4/15/2020
127272020
1/12/2021
10/16/2019
10/31/2022
9/26/2018
5/6/2021
4/8/2019
9/11/2019

111799001

% Complete

19%
17%
53%
6%

2%

5%

70%
40%
25%
47%
92%
34%
75%
93%
55%

0%

20%
99%
62%
99%
45%

Work
oh

oh
4a8h
2,408h
oh
3,356h
oh

oh
36,240h
oh

ch

oh

oh

ch

oh
18,672h
ch
924h
3,552h
oh

oh

oh

Al

Duration

500d
1,240.05d
417d
1,164d
1,440d
1,041d
5,025.4d
1,425d
1,777d
695d
1,102d
1,520.5d
1,648d
1,086d
1,193d
1,211d
1,439.38d
1,849,53d
650d
1,165.7d
484d
703d

1 4854

3. Toview and edit the MS Project schedule, ensure that the “Schedule” tab is selected.

‘@} COMPASS

CONNECTICUT DOT

0002-0128
Schedule
Project Details

Project Site

Ensure that Schedule tab is selected
Schedule: 0002-0128

@ Status: Checked-in Last Modified: 5/5/2019 8:16 AM Version: Published

> 1B

@ D1 | Mode | Task Name

1 |+

4 Project Initiation Phase
Prepare and Submit PPI

Fini

972172017 11/}
9/21/2017_ 10/4

13.3. Basic MS Project Function

This section presents the following schedule basic terminology and functions:

e Adding Notes and Hyperlinks

e Combining Multiple Projects

13.3.1 Reassigning MS Project Schedule Ownership

To edit an MS Project Schedule baseline (0-5), the user must be assigned as the “Owner” of the schedule. AEC
assigns the correct Project Manager when a schedule is added to COMPASS. The current owner can reassign
ownership if needed. If the current schedule owner is unable to perform this task, please create a ticket with

COMPASS Support | Microsoft Project.
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To reassign ownership of an MS Project schedule in COMPASS, the current owner can:
1. Open the relevant MS Project schedule as described in Section 13.2: How to Access on page 185.

2. Enter the Edit Project Details page.

BROWSE PROJECT PAGE
@ E = Documents i), Risks D
4 ®
[
rg " [=] Issues €«
Edit Close

Project
Site Deliverables

0002-0128
Schedule

Project Details

- Basic
Project Site

Name *

roject Depart 1

Previous  Next

Page

ed-in Last Modified: 6/6/2019 8:16 AM

0002-0128

Projects Specify a name for the
terprise Project
Approvals
Tasks 100352 . .
3) Click Edit
Resources
Reports Start 426/2017
4 EDIT LINKS Finish Date 8/21/2019

Matwick; Brian J.

2) Select PROJECT tab

) Ensure Project Details

tab is selected

3. Next to the Owner field, click Browse. Select the new schedule owner, then press OK.

inish Date 82172019
pwner Natwick; Brian J
Details

roject Departments |

1) Click Browse...

Blasi; Kevin
blasik@DOT.CT.GOV
Blume: Matthew
BlumeM@DOT.CT.GOV
Bordonaro; Joseph S
BordonaroJS@DOT.CT.GOV
Bourgoin; Bruce R

Bruce Bourgoin@ct.gov
Brad Wilcox

Brad Wilcox@ctgovdot.onmicrosoft.com
Brazaitis; Peter
Peter.Brazaitis@ct.gov
Bushee; Scott
Scott.Bushee@ct.gov
Byrnes; Marc P
Marc.Byrnes@ct.gov
Calabrese; Michael N
Michael Calabrese@ct.gov
Calkins; Mathew J
CalkinsMJ@DOT.CT.GOV

Z)Sohetduifodsehaduhw/

20) Next »

3) Select OK

4. Click close and check-in the MS Project schedule.
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BROWSE PROJECT PAGE

E B L%J E; = Documents 1, Risks [z

Issues
Edit Save  Close  Project  Build Previous  Mext
Ste Team [ Deliverabies
Project Mavigate Page

Fa

0002-01238 (i) status: Checked-out to you since 7/26/2013 3:07 PM Last Modified: 6/6/2019 8:16 AM

Schedule

Project De )
Basic Info
Project Site
] ame 0002-0128
Projects
Approvals Project ID 100352
Tasks L
Resources
Reports
# EDIT LINKS
stert Date 4/26/2017 iz
Finich Date 8/21/2019

Browse.,

Close the project schedule and check-in

13.3.2 Adding Notes to a Task

As stated in the Directive: “Explanations for changes in task durations are added as task notes.” Notes are
reserved to clearly indicate when a specific Project Task duration is adjusted from the baseline. The note
should be placed in the respective task’s indicator column. The note should state:

The date of the entry,

The person writing the note,

Justification for the task duration adjustment and
Recommended: Recipient Notification.

The Recipient Notification list is left up to the Project Managers discretion. The purpose is to outline a step
where project team members who may be interested or are directly impacted by a duration change, are
notified. Once a note is drafted and the duration is adjusted, it is recommended that a notification email be
sent to the relevant recipients and that the correspondence is saved to the subject project’s 140 Project
Administration folder in COMPASS. The recipients may typically include:

AEC’s Project Management Unit —Bruce.Bourgoin@ct.gov or John.Dudzinski@ct.gov

Finance, such as the Office of Capital Planning.

Design Engineers within the Project Manager’s division.

The group involved with the duration change or the group affected by the change, if applicable. For
example, if the 6-month estimated duration for a project survey needs to be pushed back, the
respective survey supervisor who is involved with the task should be included as a recipient in the
notification email.

The purpose of the recipient list is to improve communication between units and to harvest project data.
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To add a note right click on a task and select Notes... as shown below:

o ~ Project 44.85 mon: Mon 8/3/15 Wed 1/9/19

i = Project Initiation 6 mons Mon 8/3/15  Fri 1/15/16

2 Ee PRI 2 mons Mon 8/3/15 Fri 9/25/15

3 & b BT 4 mons Mon 5/28/15  Fri1/15/16 2

: - A-escs = 12mons  Wed 6/15/16 Tue5/16/17

5 Bz L= D e T ey, NEPA, Design Data) 6 mons Wed 6/15/16 Tue 11/29/16 3F5+5.3¢
& 3; ot Col = "ough Design Approval 6 mons Wed 11/30/16 Tue 5/16/17 5

7 2 Eopy can 0 mons Tue 6/13/17 Tue&/13/17 6FSHwW
8 a ;aste 19 mons Wed 5/17/17 Tue 10/30/18

9 - an Process 18 mons Wed 6/14/17 Tue 10/30/18 7

10 & Paste Jpedial... submit maps to ROW & mons Wed 6/14/17 Tue 11/28/17

11 @ | T ScrolltoTask serties 12 mons Wed 11/29/17 Tue 10/30/18 10

12 Insert Task tion Process 12 mons Wed 5/17/17 Tue 4/17/18

13 Delete Task ubmit Permits to Regulatory Agencie 4 mons Wed 5/17/17 Tue9/5/17 6

14 |E& # Manually Schedule mits 8 mons Wed 9/6/17 Tued4/17/18 13

15 =) Aute schedule Jesign Submission 18 mons Wed 5/17/17 Tue 10/2/18 &

16 % - 1 min Wed 10/31/18 Wed 10/31/18 8

17 |@ | B AssionResources.. 0mons Wed 10/31/18 Wed 10/31/18 16

18 Eill Down 0 mons Wed 12/12/18 Wed 12/12/18 17F5+6¢
19 Clear Contents 0 mons wed 1/9/19  wed 1/9/19 18F5+4 ¢

E Information...
lo| Motes..
3 Addto Timeline

g-) Hyperlink...

=
[
5
]
(=]
=
=
(%]
i

Then type/insert your notes in the popup window.

The other option to access the notes window is to double click on the task and in the Task Information window
and click on the Notes tab.

13.3.3 Combining Multiple Projects

It is critical that project managers can combine project schedules to better manage several schedules from the
same file. MS Project provides this ability through the Subproject combine function.

The following steps show how to combine Microsoft Project files:

1. Open a Master schedule from PWA into Project desktop application or create a new blank
schedule and save and publish to PWA with a name of “Master Schedule_”" either an organizational
unit, responsible party, or relevant specific program, whatever the user feels is most descriptive.

2. On the Project tab, click Subproject under the Insert group.

File Task Resource Report View Help Gantt Chart Format
e | B By @) B [
Get Add- F =
B | & ins o B ¢y By ©
Subpraject - Project  Custorn Manage Links Between WES Change
Wy Add- =
6.‘:] £ e Information  Fields  Sprints Projects ~  Warking Tirn
Insert Add-ins Properties
Insert Subproject ned in read-anly mode. Check Qut
Insert a related project as a
subproject.
You can more easily manage 2, Redding, Route 53 over Saugatuck Reservoir, Bri

multiple, related projects by having
one master project, with multiple ct Initiation Phase

subprojects within it.
thprajects within f :pare Proposed Project Info. (PPI) Form

@ Tell me more :pare and Send Permit Needs Determination Form (PN
' Matural Resource Planning/Receive Response (Including DE
A A4 O =l nnn c L [l A in H r: Lcs A s
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3. Open the list of all projects and select the one you want. Configure the other options as you would
like and click Insert.

ﬂ Insert Project

+ » Enterprise Projects v O e

Search Enterprise Projects

o @

Ilarn,

Cache Status Last Access Time

7 Quick access

[ Desktop *
< Downloads  #
@ Documents  #

%Show me the list of all projects
[ @H0116-0135

10/20/21 10:22 AM

| Pictures *
Desktop Cleanuy
Finals
Hyperfishy
Tickets

ﬁ Microsoft Project

fz Connecticut Depa
CTDOT Compas:

@ OneDrive - State ¢

[ State of Connectic
0012-0096 - Intey
"

Mode (®) Read/Write () Read Only

Link to project

File name: | v| Microsoft Preject Files ~

Tools = Insert |v

Cancel

4, Save and Publish the Master schedule.

13.4. Tracking the Project

13.4.1 Baselining the Project

Each project file must have a baseline set at the start of Preliminary Design. The baseline is essentially a stamp
of the schedule at the start of the Preliminary Design phase. The purpose of the baseline is to gage how much
a schedule varies from the initial baseline. Projects shall not be re-baselined unless there is a major scope
change. Re-baselining requires Engineering Administrator approval.

1. To set the baseline, under the Project tab select set baseline and select Set Baseline from the
dropdown as shown below.

Project] - Project Professional

File Task Resource Report View Help Gantt Chart Format £ Tell me what you want to do
+ = i < @lﬁ ’*_;1 = =7 | statusDate [FINA | abe
Get Add-ins v J ( Y]
| B S 8) 3 ] | el
Subproject | 1 ngdine Project  Custom Manage Links Between WBS Calculats Move Spelling
oMY Information Fields Sprints  Projects ~  Working Time | Project | |Baseline ~ | Project
Insert Add-ins Properties Set Baseline... Set Bascline
w T naps yours
z Start @ Clear Baseline Tskza ,-Ina‘p,hn:’ume{r,-ch;dulz
= [ that includes information about 0 the timeline
= tasks, reseurces, and assignments.
=
Compare multiple baselines to see —
Task Resource how your project has changed over Ot 17,721
® Mode + Task Name w Duration ~ Start ~  Finish ~ Predecessors  ~  PNames + Ad time. ¥ T F/5 5 M T W T F

2. Inthe dialog box that pops ups, keep the default values, and click OK.
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Set Bazeline

t baseline

Bazeline -

) Setinterim plan
Scheduled Start/Finish
Startl/Fimish 1
Fors
@ Eptire project
i) Selected tasks

Roll up baselines:
To all summary tasks

From subtasks into selected summary taskis)

Click OK

Re-Baselining
If Re-baselining is needed and is approved by the Engineering Administrator, the baseline will be set in
accordance with the following:

1. Go to Projects > Set Baseline > Set Baseline.
2. Then select Set Interim plan, select Baseline from the copy drop down button, then select
Baseline 10 for the into dropdown list.

Set Baseline @
(1) select the "set () 5et baseline
~

— (2) Select "Baseline™
Interim Plan™

e

»(3) Select "Baseline10”

Copy: Baseline

—
(4) Make sure this is RS
Roll up baselines:
selected To all summary tasks
From subtasks into selected summary task(s) (5) Se I ect O K
‘ Ok I Cancel

3. Next, go to Project > Set Baseline> set Baseline.
4. Then in the dialog box that pops up just click OK to save a new Baseline.
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Set Baseline @

(@ Set baseline

Baseline -

© setinterim n Keep the default
opy: | Baseline
iw S values and select
For: OK

(@) Entire project
(7 Selected tasks

Roll up baselines:

To all summary tasks

Erom subtasks into selected summary

o) [ Gl ]

5. When a pop-up window asks you if you want to overwrite click yes

Microsoft Project 2

Baseline has already been used on Thu 2f11156. Are you sure you want to overwrite the data in this baseline?

‘r‘es ’ Mo

6. After the project has been re-baselined add a note to the top left Identifier cell located in the

Project No. row. The note should include the details outlined in the Adding Notes section. The

recipient list should include all parties affected by the base-line adjustment.

(A 7 il Task Resource Project View Format
! = i [ . 5 = Status Date: | == ﬁi = = (y
'E. d o - = § =%
- \_‘\E‘j @ | ﬂ % i3m0 = = AQ
Subproject Project  Custom Links Between WES Change Calculate Set Mave Update Visual Reports Compare | Spelling
Information Fields Projects - ‘Working Time Project Baseline = Project Project Protec ctusls | Reports Projects
Insert Properties Schedule Status Reports Proofing
Eﬂ (1) Task _ |Task Name + |Duration  Start - |Finish . Predecessors _ | Add|
y Mod
0 o BEaiast XXX XXX i
== Put a note here 44,65 mons  Fri 12/4/15  Wed 5/8/19
L =) = 1 Project Initiation 21 mons Fri 12/4f15 Thu 7/13/17
2 2l = 1.1 Prepare and Submit PPI 10 mons Fri 12/4/15 Thu 9/8/16
EL 1.2 Prepare and Approve RPM 8 mons Fri9/9/16 Thu 4/20/17 2
28 2 1.3 Secure Funding/Authorization 3 mons Fridf21/17 Thu 7/13/17 3

13.4.2 Recording Task Progress

The project manager will be required to record the project progress by keeping an up-to-date record of the %
complete for each task in the project. This shall be recorded in 25% increments.

The following shows how to record the progress of a task:

1. Click on a task.
2. Thenin the task menu select the appropriate % complete as shown below:
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File Task Resource Report Project View Help Gantt Chart Format 2 Tell me what yo
Cut - Mark on Track ~ AN
He=) 4 Calibri - 1 . mE=EsEE = .
Gantt Paste [‘E Copy ~ — = u | Ll

Chart ~ ~ ¥ Format Painter B I U &-A- |5 0 @y —

View Clipboard Font ] Schedule
w
= Start
o Wed 10/20/21
=
'—

Task Resource
@ Mode « | Task Name v~ | Duration « Start « Finish w | Predecessors - | Names

Important Note: When the task is completed, do not select 100% complete. You will need to type in the

actual finish date for that task. If 100% complete is selected, Microsoft Project will calculate the actual finish
date instead of recording the physical date the task was completed.
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14. Electronic Engineering Data (EED)
14.1. Introduction

14.1.1 Purpose

The purpose of this section is to provide standards and guidelines for designers to promote consistent,
uniform, and useable deliverables for use in the construction phase of CTDOT transportation projects. It is not
the intent of this section to add unnecessary additional responsibilities to the designer, but rather to have the
projects delivered in a consistent manner following the best practices and industry standards used in the
today's CAD environment.

In all cases the EED will be issued as “For Information Only” purposes and the contract plans shall govern. An
EED Notice to Contractor will be issued with each contract informing the potential users of this information as
such.

14.1.2 Definition of EED

CTDOT is standardizing on producing model-centric designs. This allows for increased productivity and
adherence to FHWA'’s Every Day Counts (EDC) Innovations and Building Information Modeling for
Infrastructure (BIMFi). BIMFi integrates technologies and practices that use a data-centric approach to
improve lifecycle delivery and management of highway assets. BIMFi centers on the idea that data is an asset
and efficiencies can be gained with this data is accessible throughout the project life cycle.

Having the EED available during the construction phase of the projects allows for the following:

e Mobile Field Inspection and Data Collection
e AMG (Automated Machine Guidance)

e  GPS Construction Layout

e eConstruction

e GIS and Asset Management

The “1” in BIMFi is one of the most important aspects of the technology. Bentley CONNECT Edition products
allow designers to produce a product that retains the business data (the “I” in BIMFi) by assigning Item

Types placed on CAD Graphics. This data can be consumed further downstream during Design Reviews then to
Construction, Asset Management and Maintenance.

EED refers to the Computer Aided Design (CAD) files that were used to create the pdf contract plans.

These files include:

e 2D geospatially located CAD Design Models

e 3D geospatially located CAD Design Models

o Corridor Models

Bridge Models
Site Models
Coordinate Geometry Models
Terrain Models
Storm Drainage Models (Structure and Pipe layout)

O O O O O

The department is in the piloting stage of including asset and pay item information tagged on CAD graphics,
including, but not limited to, signal equipment, signs, guiderail, drainage, and lllumination. While this is not
mandated as of now, it is direction the department will be moving to in the future.
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In conjunction with an emerging project delivery method or technology initiative, the Department may provide
bidders and contractors with CAD files of the Base Technical Concepts in conjunction with alternative
contracting methods (e.g., Design-Build, Construction Manager/General Contractor, and Construction Manager

at Risk).

14.1.3

Does Every Project Require a EED Submittal?

All 2D and 3D geospatially located graphical information placed using CAD (MicroStation based applications
such as OpenRoads Designer and OpenBridge Modeler) will require a EED Submittal.

14.1.4 What Information and files need to be Submitted?

The table below defines the Electronic Engineering Data (EED) file delivery requirements for different types of
projects. Note: Only DGN files needs to be submitted to the Department.

2D Projects - No Earth Work

Structures/Bridges

3D Projects — Includes Earth Work

Structures/Bridges

Deck/Superstructure Replacement

Bridge Replacement W/Realignment of Approaches

Restoration/Rehabilitation

Retaining Walls/Slope Stabilization

Substructure/Superstructure Repairs

Roadway

Roadside Safety Improvements

Intersection Realignment

Concrete Barrier

Intersection Improvement

Guiderail

Realighment

Traffic

Widening

Paint & Epoxy Pavement Markings

New Interchange

Signal Installation/System Improvement

Operational Lane

Signing

Miscellaneous

Miscellaneous

Drainage — Major

Drainage — Minor

Grade Crossing - Major

Grade Crossing - Minor

Bicycle/Pedestrian Facility (Multiuse Trails)

Landscaping

Site Work

Illumination

Wetland Replacement/Restoration

Noise Barriers

Hazardous Waste Removal

Intelligent Trans Systems
EED Project Deliverables

Facility Construction
EED Project Deliverables

EED Delivery Manifest EED Delivery Manifest R

Master Model DGN File Master Model DGN File R

Existing Ground DGN File(s) Existihg Ground DGN File(s) - containing TOPO and R
Terrain Models

Proposed Design DGN File(s) — containing 2D Models Proposed Design DGN File(s) — containing 2D and/or R
3D Models

Proposed Coordinate Geometry DGN File(s) Proposed Coordinate Geometry DGN File(s) G
Proposed Roadway Corridor DGN File(s) G
Proposed Terrain DGN File(s) G
Proposed 3D Storm Drainage DGN File(s) G

R = Required

D = Discretionary (required if used during design) G= Recommended, but not required.
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14.2. DGN File Quality Control Requirements

CTDOT uses Bentley software products for all their computer aided design needs, with Bentley Software (.dgn
format) being the foundation to all computer modeling. Therefore, it is critical that Bentley Software EED files
be submitted to the CTDOT and conforms to the criteria outlined in this section. In many instances dgn files
will contain multiple design models both 2D and 3D, and in some situations, they will only have one model.
A Quality Control Checklist Sheet in included with the EED File Manifest, the items listed on this sheet shall be
check for consistency.
All Design Models

e must be compatible with CTDOT’s current CTDOT Digital Design Environment (DDE).

e must have graphical elements placed in real world modified state plane coordinates and be

geospatially correct.

e must be free of all cross sections, profiles, construction lines for design purposes.

e must be free of annotation that should reside in the cut sheets.

e must have clean reference attachments, only needed reference files & no redundant references.

e are Design Models only (no Sheet Models or Drawing Models are required)

e that are 3D have lines and elements at the proper elevation (no spikes).

14.2.1 What s a Design Model

When producing model-centric designs it is extremely important that model types be used as
intended. A Design Model Type will be used for all EED.
Design Models will:
e be geospatial
e contain cells, shapes, and lines that represent the physical design elements

Design Models will not have:
e border cells
e call outs and notes
e tables

The two other types of models will be used in downstream contract plan production processes and are not
required to be submitted as part of the EED.
e Drawing Model — Contains annotations, dimensions, and callouts.
e Sheet Model — Contains a Border Cell, Sheet Boundary (plotting shape) and may also
have annotations, dimensions, and callouts.

14.2.2 What does Geospatial Mean?

This information identifies the geographic position and characteristics of natural or proposed constructed
elements, features and boundaries and how they are positioned related to the earth’s surface.

14.3. DGN File Details

14.3.1 Master Model DGN File

The Master Model DGN file will have all the project’s design and survey dgn files referenced in.
Reference files may include but are not limited to:
e Corridor Models

e Bridge Models
e Site Models
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e Coordinate Geometry Models

e  Existing Terrain Models

e Proposed Terrain Models

e Survey TOPO

e Storm Drainage Models (Structure and Pipe Data)
e [llumination Models

e Traffic Models

e lLandscape Models

14.3.2 Proposed Highway DGN Files

Roadway elements include any roadway features designed in CAD software as 2D geometry, 3D geometry, or a
combination of both. These roadway model elements are created using the CTDOT’s CAD workspace
configuration. Items considered 2D geometry include 2D cells, alighments, lines, and polygons. Items
considered 3D geometry include profiles, 3D break lines and surfaces created from corridor template designs,
and 3D cells and line styles.

3D Models

OpenRoads Corridor Modeling tools are used to create design surfaces that represent a new roadway
or other types of surfaces. The 3D model is then used to create cross sections, terrain models and
generate corridor quantities. A corridor is created first in 2D by assigning a horizontal and vertical
alignment to the corridor and then assigning a template to the corridor at a defined interval along the
horizontal alignment. Once the template is assigned to the corridor a 3D model is created.

A template represents the transverse geometry or typical section along the corridor. Templates are
made up of points and components and are stored in a template library. When a corridor is processed
the template points create 3D linear features (edge of pavement, shoulder, curb, sidewalk, cut/fill lines
etc.) along the corridor and the template components create the 3D material meshes (i.e. pavement,
shoulder, curbing, sidewalk, side slope grading etc.) along the corridor.

3D Models can also be produces using the Apply Linear Template and Surface Template Tools.

The information in table below provides general standards for roadway corridor modeling for final
design deliverables.

Situation Minimum Modeling Requirement
Corridors Template drops: 10 feet

Horizontal Stroking tolerances (feet):

and Vertical Linear stroking = 10

Curves Profile stroking = 0.07

Curve stroking = 0.07
Note: Template drops might occur too frequently depending on radii
values. These tolerances may be modified at the discretion of the

Engineer.
Critical Apply template drops to corridor region start/end, superelevation
Locations transitions, horizontal and vertical cardinal points, start/end of pavement

tapers, start/end of side slope transitions, both sides of pedestrian
accesses, and any additional key stations needed at the discretion of the
Engineer.

Intersections  Apply template drops along curb returns between 2 and 5 feet, and where
proposed pavement ties into existing conditions.
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2D Models

All 2D features that are to be quantified shall be included in this file (i.e. guiderail, fences, etc.).
Including but not limited to the graphical elements (areas, lines and cells) listed below:
e Patterned Riprap Channel Areas

e Patterned Riprap Slopes Areas

e Patterned Pavement Removal Areas

e Patterned Milling Areas

e Erosion control Matting for Channels Areas

e Erosion control Matting for Slopes Areas

e Processed Aggregate Areas

e Pavement for Railing Areas

e Sodding Areas

e Turf Establishment Areas

e Driveway Areas

e Cutlimit
e  Fill limit
e Fences

e Front face of landscape wall

e Precast Concrete Barrier Curb

e Sedimentation Control

e (Cut Pavement

e Parking lot

e Guiderail - The smart line is to be offset from EOR so it can be graphically seen (Connecticut
Standard Details for placement will supersede plan placement).

14.3.3  Existing Survey DGN Files

An OpenRoads Survey DGN files contains several models that each contain different types of information:
e Existing Digital Terrain
e Existing Ground TOPO
e Existing Annotation

There may be several existing survey files/models depending on the length of the project and the number of
project site locations.

Existing Ground TOPO Models

All elements representing existing topography features shall be drawn according to the current CTDOT
Survey standards. All fieldbook data shall be brought in using OpenRoads Survey. Other needed CAD
graphics will be placed using the CTDOT Workflow on the CTDOT Survey Ribbon. This will ensure that
all CAD graphics have the correct attributes (color, weight, line style, level). These Bentley Software
file(s) may contain both 3D and 2D elements of the existing survey. 2D elements included but are not
limited to ROW lines and control lines. 3D element includes tangible elements such as edges of
pavement, shoulders, curbs, gutters, sidewalks and retaining walls.

Older V8i Files

Projects originally processed using InRoads V8i SS2 will utilize the OpenRoads Terrain Import tools. A
DGN file with a 3D model will house the imported terrain data.
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The separate TOPO dgn Ground files originally processed using InRoads V8i SS2 can be used as is.

14.3.4 Terrain Models

What is a Terrain Model?

A Terrain Model is a set of three-dimensional triangles mathematically computed from point data collected on
the surface being modeled. Terrains are used to define highly irregular surfaces, particularly the surface of the
earth, but can be generated for proposed surfaces.

Project model deliverables shall include both proposed and existing Terrains. Terrains are used to produce
contours, display the existing ground lines in profile and cross sections, and in the calculation of cut and fill
quantities.

Proposed Terrain Models

Proposed Terrain Models will need to be created and submitted for any surfaces used to generate the

final contract plans. The goal is to provide a top surface(s) for the entire project and at minimum the

surfaces should include the roadway surface Curb to Curb. These projects will also be the type which

in most situations require the inclusion of Item 9.80 Construction Staking. Proposed Digital Terrain

Models represent the project design as generated by CAD using the horizontal alignments, vertical

alignments, templates, roadway definitions and surfaced editing tools.

A top surface for each corridor will need to be created representing at minimum the proposed finished

grade curb to curb as a goal of the design data deliverables. All proposed surfaces shall be defined by

a breakline density interval (frequency of cutting templates) of no more than five feet, and at every

event location. In tightly constrained or critical drainage areas, or on the outside of sharp horizontal

curves, the break line interval may need to be reduced to two feet or less.

Areas within the project limits that do not have a top surface Terrain should be indicated on the EED

Delivery Manifest. Complex areas that were not modeled in 3D should also be indicated on the EED

Delivery Manifest. This includes but not limited to Sidewalk Ramps and Driveways in which grading

information can be found on Miscellaneous Details Sheets.

Terrain Models and 3D Meshes shall:

e have noirregular dips, spikes or voids.

e triangles do not cross obvious breaklines such as centerlines, edges of pavement, edges of
shoulders, etc.

e have no vertical faces present

e no overlaps of breaklines or visual inconsistencies of features.

Existing Digital Terrain Models

Existing Digital Terrain Models represent existing ground conditions at the time that surveying data
was collected. This original ground Terrain represents the undisturbed ground surface prior to
construction. All new projects will use OpenRoads Survey to create existing terrain models.

14.3.5 Proposed Coordinate Geometry DGN Files

These files will contain models that include geometric line work such as Centerlines and proposed right of way
lines. This file will also include right of way dimensions and centerline annotation.
Only final coordinate geometry alignments should be contained in these files, preliminary and alternate
information has been removed. The coordinate geometry alignment names and descriptions should be
intuitive.
The files shall:

e include all Horizontal Alignments for all roadway centerlines/baselines

e include all Vertical Alignments for all roadway centerlines/baselines
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e include all Special Alignments used for drainage purposes, skewed driveways, or stage construction
e include only final alignments (do not include preliminary or alternates information).
e have intuitive alignments names and descriptions.

14.3.6 Proposed Drainage DGN Files

Dgn files created using OpenRoads Drainage and Utilities will contain both a 2D and a 3D Model. The 3D
Model will automatically get populated as the Drainage Structures are placed in the 2D Model. All 3D solids
should be placed at the proper elevations.
Modeling Criteria for Drainage Pipes and/or Pipe Underdrains

e 2D Model —2D line

e 3D Model — 3D solid

Modeling Criteria for Drainage Pipe End Sections
e 2D Model —2D Cell
e 3D Model - 3D solid

Modeling Criteria for Concrete Drainage Structures
e 2D Model —2D Cell
e 3D Model —3D solid

14.3.7 Proposed Structure/Bridge DGN Files

The lead structural designer shall submit either 2D models and/or a 3D models of the proposed structure(s). If
OpenBridge was used to model a Structure in 3D to create the contract plans the 3D model will need to be
submitted.

Models should include the following:

e Structure centerlines of bearings

e Structure centerlines of girders

e Elements shall be placed using CTDOT’s customized Bentley Software tools.
e Components modeled using OpenBridge shall be Feature Model Elements.
o All elements shall be geospatially correct.

e All elements shall be placed at 1:1 scale.

14.3.8 Proposed Traffic DGN Files

All Traffic models created to house the proposed signal equipment, signing and pavement markings shall be
provided. These models are primarily 2D and shall include all items that are to be quantified.

14.3.9 Proposed Miscellaneous Discipline DGN Files

These models could be but not limited to staging plans and or other disciplines not listed above. These models
are primarily 2D and shall include all items that are to be quantified.

14.4. Submission Procedures

14.4.1 Submission Dates

All required EED documents shall be delivered:
e AtFDP
e At award of Contract if files were modified by addenda
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e After design-initiated change orders if files were modified.

14.4.2 EED Delivery Manifest & Quality Control Checklist

The EED delivery manifest & Quality Control Checklist must be delivered to the CTDOT with every EED
submittal. A blank copy can be found by clicking on the following link: EED File Manifest. This form will include
general project information; the datum used for the ground survey; file names and specific information about
each EED file being submitted. The contact information for the lead designer and lead surveyor must also be
provided. The lead will all also provide a link to the EED Delivery Manifest, and each unit will add their files to
the list. A Quality Control Checklist Sheet in included, the items listed on this sheet shall be check for
consistency.

14.4.3 COMPASS File Location

The lead discipline will create a Zip file and copy in the DGN files. The lead can copy in the other discipline files
or give them the link to have them copy in the files themselves. The lead will all also provide a link to the EED
Delivery Manifest, and each unit will add their files to the list. The Zip File will then be uploaded the proper
Project COMPASS Site.

...Internal Documents\240_Contract_Development)\

14.4.4 EED Notice to Contractor (NTC)

The Notice to Contractor (EED Notice to Contractor) must be filled out by the lead designer with the correct
project number in the last line of the notice. This NTC informs the Office of Construction and the contractors
that the EED will be available, along with the contract plans, at advertisement. The NTC also states that all EED
files are for information only. This will be submitted along with the specifications at FDP.

14.4.,5 Converted Data

AEC Applications (Mobile Inspection Leads) will convert Bentley Software CAD files (dgn) as required. These
conversions are necessary to be utilized in the GPS field equipment and automated machine guidance/control
equipment. It will be AECs responsibility to zip all files, both native and converted, and upload to the
100_Contract_Plans (PDF) folder in COMPASS. Contracts will be notified so that the EED zip file can be posted
along with the contract plans, specifications, and estimates on the State’s contracting portal at advertisement.
The converted data is being provided by CTDOT to ensure that inspectors and contractors are utilizing the
same set of data.

14.4.6 Addendum and Design Initiated Change Orders

Changes to the EED that require edits to the CAD models shall be submitted along with the revised contract
plans. A new zip file will be created containing the renamed updated files and uploaded to COMPASS. AEC will
then be notified that the amended files are complete.
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15. Project Location

A Project Polygon (geo-spatial boundary) shall be submitted to COMPASS at project milestones of DCD (Design
Completion Date) and Construction Completion by the Lead Designer (or delegate). The DCD submission will
replace a cursory project polygon created at project development by the project sponsor. The Construction
Completion submission is required if the DCD polygon does not reflect the project’s completed limits. The
inspector shall obtain the DCD polygon and modify the limits to represent as-built conditions if required at
construction completion.

The Project Polygons will be used in the Department’s Project Web-GIS feature layer to identify spatial
location, each section of State and Local Roads contained within the boundary for FHWA FMIS reporting, and
BIM (Building Information Management) of roadway assets. The Project Polygon will also aid in the ROW
(Right of Way) boundary mapping process.

15.1. Project Polygon Requirements

Capital Projects that include Location Survey
Note: If a project has multiple sites, a project polygon KML file shall be created for each site.
Project Polygon Milestone Deliveries:

e DCD (Design Completion Date):

o The Project Polygon shall include the entire project extents per site and include all existing and
new project developed ROW boundaries and portions of local affected roads. The polygon
shall be drawn up to and following the ROW lines, then it shall cross the roads at the project
limits. The following figure shows a Design Approval Polygon. Note: The Polygon does not
include slope limits. When Rights and/or Defined Easements extend beyond the ROW, these
lines shall be followed. The polygon shall cross the roads at the project limits.

| || SwLwwALn nAne [ 1] [ I

/ 1l /‘/ / [

/ 1] [

| Project Limits [ / / / s

on Local Roads / Work Areas

I/

52400 53

50+00 51+00

/ /
Slope limits inside of Slope limits outside of
the ROW, draw to the the ROW, draw to the
ROW line slope limits

e  Construction Completion:
o The Lead Designer shall modify the limits to represent as-built conditions if required at
construction completion. This will be performed in ATLAS 2.0 by editing the existing work area
polygon or replacing it with an updated KML.
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Project Polygons will be drawn in a CAD file then exported as a KML format. The CAD Workflow is available in
the CTDOT DIGITAL DESIGN ENVIRONMENT GUIDE - Creating a Project Polygon.

KMLs shall be uploaded to ATLAS 2.0 by the Project Manager to reflect updated geometry. See Upload Shape
for more information on uploading KMLs as geometry in ATLAS 2.0.
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16. CT Asset Tracking & Location System (ATLAS)

Proposed projects and Capital Projects shall be spatially located in CTDOT databases. The CT Asset Tracking
and Location System (ATLAS) is the Department’s project location tool. ATLAS scans the located Project Work
Area(s) to provide Project Managers and liaisons a comprehensive set of authoritative data that has been
governed through the Department’s Enterprise Geospatial Information (EGIS) and Transportation Enterprise
Data (TED) groups.

This project location and scanning process, allows integration and then access to the Department’s project
management tool COMPASS (Office 365 SharePoint).

ATLAS Support Link — Use this link for any support or questions associated with ATLAS - ATLAS Support

16.1. Authentication and Permissions

ATLAS is an internal CTDOT application and is only accessible to CTDOT employees. Users must have
credentials for the TED Portal to enable access to the application.

16.1.1 Permissions for Creating and Managing

Users who will be creating and managing projects will need specific permissions for full access. Complete the
following to ensure editing permissions:
1. Request TED Portal credentials using this link - ATLAS Permissions
a. User must be CTDOT Employee
b. Mark Yes — I’'m creating projects for ATLAS for Question 5 to join in a creator role.
c. If unsure about credentials, use this link to check current status.
2. Request membership permissions in the ESRI “ATLAS” group.
a. Use this link to access Application Request Form.
b. Select “ATLAS 2.0” under the Application field.

Users must have a creator role and be a member of the ESRI ATLAS group to create and manage projects.
However, any user who is successfully authenticated can use ATLAS to view projects and investigations.

16.1.2 Logging into ATLAS

Complete the following to access ATLAS:
1. Open the web browser and navigate to the ATLAS homepage.
2. The user is prompted upon opening the webpage to enter TED Portal Credentials. Enter the credentials
and click the button to authenticate against ArcGIS portal using single sign-on.
3. See ATLAS Web Help for more details.

16.2. Launching the Project Wizard

The ATLAS application is used to create new projects/proposed projects and manage existing
projects/proposed projects. ATLAS is made up of two panels: the Project Wizard to the left and the Map
window to the right. Within the Map are several useful widgets, including Search, Layer List, Measure, and
Bookmarks. For more details on using these Map widgets, see the Web Map section of ATLAS Web Help.

208


https://ctdotcompass.atlassian.net/servicedesk/customer/portal/9/group/25/create/102
https://ctgovexec.sharepoint.com/sites/DOTTEDEnterpriseData
https://forms.office.com/Pages/ResponsePage.aspx?id=-nyLEd2juUiwJjH_abtzi-pXEZiLU2hDgKnfSDZr-txUNllHNlg2Mkw2SUFHRUxVVk1RMUtWSjg1TS4u
https://ctgovexec.sharepoint.com/sites/DOTTEDEnterpriseData/Lists/GIS%20Credential%20List/AllItems.aspx?viewid=4d3bf0fc-43f9-4077-843f-d9a656b34328
https://ctdotcompass.atlassian.net/servicedesk/customer/portal/9/group/25/create/111
https://ctatlas.dot.ct.gov/atlas/
https://ctatlas.dot.ct.gov/admin/docs/user-manual/WebHelp/topics/idh-topic10.htm
https://ctatlas.dot.ct.gov/admin/docs/user-manual/WebHelp/index.htm?t=1686010828615

Connecticut Department of Transportation — Digital Project Development Manual

CT ATLAS e connecticut Asset Tracking & Location System
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The Project Wizard is the interface for building Project Work Areas, scanning assets and informational layers,
and creating the COMPASS site. Proposed Projects and Projects are created and managed using the Project
Wizard. Complete the following to launch the Project Wizard:

1. Open a web browser and navigate to ATLAS. Sign in when prompted.
2. Select an option to open Project Wizard.
a. To create a new Proposed Project, select Create New Proposed Project.

b. To manage a proposed or existing project, select Manage Existing Projects and Proposed
Projects.

3. If creating a new Proposed Project, Creating a Proposed Project
4. If managing an existing Project or Proposed Project, Managing an Existing Proposed Project or Project.

16.3. Creating a Proposed Project

The Project Wizard has five pages for facilitating work area creation and compiling of related authoritative
data. After selecting Create New Proposed Project, the user is directed to the first page.

16.3.1 Project Wizard Page 1 — Edit Project
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CT ATI.AS The Connecticut Asset Tracking & Location System

Create Proposed Project
Project:
Nickname:

Nickname

My Project

Project Type

‘oads, Bridges, or State Facilities) ]

Project Creator

Team Members = ATLASuser@ctgoy

@

EditProject  EditWorkAreals)  ScenAssets S ummary

o “

The first page of the Project Wizard collects general information about the new Proposed Project. Complete

the following to finish Page 1.

1. Enter the Project Nickname (Optional). The project nickname is a convenient way for the user to refer

to the proposed project.

2. Select the Project Type. The project type will inform the prefix for the proposed project number (PPN).

See the table below for more information on PPN.

a. If one of the Public Transportation project types is selected, the user can choose the specific

branch or transit district from a list.

3. The user can add members to the project team by entering their email address in the Team Members
box and clicking Add. Added Team Members should have ATLAS credentials to edit if necessary (See

Section 16.1.2).
4. Click Next when ready.

Proposed Project Number Prefix | Meaning Project Type
PP0OO1- to PP169 Town IDs Transportation (Roads, Bridges, or State Facilities)
PP170 Statewide Transportation (Roads, Bridges, or State Facilities)

PP171 to PP174

Construction Districts

Transportation (Roads, Bridges, or State Facilities)

PP300 to PP330

Rail Branches

Public Transportation (Rail)

PP400 to PP478

Transit Districts

Public Transportation (Bus)
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16.3.2 Project Wizard Page 2 — Edit Work Area(s)

The second page of the Project Wizard is used to define one or more work areas for a project. A project can
consist of multiple work areas created with the methods outlined below. Additional details for each method

can be found in the next section. CT ATLAS e comecten A raking & Locson ytem

The table at the bottom of this Section for more detail on choosing creation Crfeate Proposed Project 2

methods. °_°
Project:

Administrative Area — Project area will cover the State, or one or more Nickname: My Project

Construction Districts. These projects may not have clearly defined work Create & new work area

areas. Examples include sign and widespread safety projects. This method =

does not allow for asset or information scanning. In some cases, a project
may initially be assigned an Administrative Area polygon, but then be
located using Polygon or Route/Milepoint.

Related to Bridge(s) — Work area will consist of one or more bridge

geometries. Examples include bridge and culvert repair projects. These

project work area geometries will replicate the Bridge asset feature

geometries. The asset feature geometries are a polygon developed from

each bridge’s deck area. This project location method should be used when

bridges are undergoing work that will not require survey, staging (MPT) and

adjacent assets like Pavement. This method is ideal for projects like

substructure repairs, steel repairs and joint replacements. When the

project requires a work area footprint that is different than the deck area,

use “Draw Polygon” to indicate the work area. Please request support from AEC if more discussion is required.

Related to Traffic Signal(s) — Work area will consist of one or more signal geometries. These project work area
geometries will replicate the Signal asset feature geometries. The asset feature geometries are a polygon
developed from each signal defined control area polygon. This project location method should be used when
signals are undergoing work that will not require survey, staging (MPT) and adjacent assets like Pavement. This
method is ideal for projects like traffic signal upgrades, timing, rehabilitation, and preservation. Please request
support from AEC if more discussion is required.

Draw a Polygon — Work areas will consist of a user-drawn polygon. The polygon may be used as representation
of the project at its inception phase. When a project reaches Preliminary Design Approval, this inception
polygon is to be replaced with a KML export from the design team (see ECD-2017-4 and Section 15 of this
document).

Enter Start and End Points on Route — Work area(s) will consist of buffered area(s) of a selected route segment,
between two designated mile-points. Example projects include Pavement Preservation and Pavement Marking
projects.
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Recommended Work Area types by Project Type

For any project types not listed in this table — contact AEC through help form.

Administrative | Bridge Deck Signal Polygon Polygon (cont’d) Route Mile
Area Area Control Area Segment Buffered
Traffic Safety Bridge Signal Bicycle/Pedestrian Facility All Roadside
Projects Restoration/ Installation Facility (Multiuse Trails) | Rehabilitation Barrier
Rehabilitation (Buildings)
Other Bridge Signal System | Bridge Replacement Grade Crossing- Fixed Objects
Substructure/ Improvement | w/Realignment of Minor Modification
Superstructure approaches Improvement
Repairs
Drainage — Major Landscaping Intelligent
Transportation
System
Facility Construction Transit Noise Barrier
(Site Work)
Hazardous Waste Utility Projects Resurfacing by
Removal Contract
Retaining Walls/ Slope Bridge Deck/ Paint and Epoxy
Stabilization Superstructure Pavement
Replacement Markings
Wetland Replacement/ | lllumination Signing
Restoration
Grade Crossing —Major | Widening —Major | Traffic Safety
Improvement and Minor Projects
Intersection Realignment

Improvement — Minor

Intersection
Realignment

Operational Lane

New Interchange

Traffic Safety
Projects
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16.3.2.1 Methods for Defining Work Areas

Select a method from the dropdown list and click Create. The steps for each method are listed below. Each
header is linked to the web-based ATLAS User Manual for additional details.

CT ATLAS e connection Asset Tracking & Location System

Create

Proposed Project @

H—e

t  Edit Work Areals)  Scan Assets

Project:

Nickname: My Project

Administrative Area

Select Entire State or one or more Districts below.

Entire State

© Districtis)

Cance!

Add Work Areals)

Administrative Area

1.

Select Administrative Area from the work area list to create a state-wide or district-wide project.

a. Fordistrict-wide projects, one or more districts can be selected for the project.
After selection, click Add Work Area(s). These administrative areas are so large, Atlas is not
programmed to scan them for assets contained within the work area.
After creating an Administrative Area project and selecting Next, the Project Wizard will skip Scanning
and Selecting Assets, and go straight to Step 5.

Related to Bridge(s) or Related to Signal(s)

1.

Select Related to Bridge(s) or Related to Signal(s) from the work area list to create one or more
project work areas that are related to bridges or signal control areas. A separate work area polygon
will be created for each asset chosen.
Select one or more assets from the list by selecting the checkbox.
There are various tools and capabilities in the asset list:

a. The magnifying glass icon on the left zooms the map into the asset.

b. Left clicking a column header will sort the list by that column.

c. Selecting the three-bar Options button in a column header opens the filter tool. The list can be

filtered by multiple fields.

d. Selecting the checkbox in the header bar will select or deselect all items in the filtered list.

When all necessary bridges or signals are selected, click Add Work Area(s).
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CT AT LAS The Connecticut Asset Tracking & Location System

Create Proposed Project @

3 4 5

Edit Project Edit Work Area(s) Scan Assets Select Assets Summary

Project:

Nickname: My Project

Select: All/None

Bridges

AT é%&%’é%%%

Selectoneor g

INBI

00617 202 7 - Good Condition SR 800

202 8- Very Good Condition  ROUTE 178 BEAMAN BROOK
0o 202 7 - Good Condition INTERSTATE-84 €8 BERKSHIRE ROAD
[ or7as 202 7 - Good Condition INTERSTATE-84 WB  BERKSHIRE ROAD

0 e S€lected _ASSGtS N- Not Applicable: USROUTE1 SILVER BROOK

[ 2100 202 8- Very Good Condition ROUTE 154 BIBLE ROCK BROC

] 04178 2022 9- Excellent Condition  MAIN STREET PODUNK RIVER
[ osses 2022 N - Not Applicsble TOMUNSON AVENI  QUINNIPIAC RIVEL

1_nuses. 2022 8o lan: G Crndition. SORING STREET. _ OUINNIDIAC SIVEL

Cancel p 4 &

CRC! of CT. New York Stare. State of Cennecticut, Maxer, Mica

In this screenshot, the Asset list has been sorted byYear Built (NBI 27). Two bridges have been selected for th
Work Areas. The Zoom button has been used to zoom to Bridge ID 00617.

Draw a Polygon

1. Select Draw a Polygon from the work area list to use the sketch tools to make a free-hand polygon
drawing for the project work area. By default, the Draw button and Snap to “ROW Line” layer
functionality is enabled.

2. Click on the map when Draw is enabled to begin drawing a polygon.

a. While drawing, clicking Undo will incrementally revert to the previous states of the polygon.
Clicking Redo will incrementally redo the states.

b. When Snap to layer(s) is turned on, your pointer will jump—or snap—to edges, vertices, and
other geometric elements when your pointer is near them and within a certain tolerance. A list
of available layers for snapping will appear under the “Snappable layers” header. Each
snappable layer can be toggled on or off.
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CT AT LAS The Connecticut Asset Tracking & Location System

Create Proposed Project

Edit Project Edit Work Areals) Scan Assets Select Assets Summary

Project:
Nickname: My Project

Draw polygon
To begin. draw  polygon on the map. Click on the polygon to enable transform and reshape tools.

Work area name:
Work Area 1

BI < oo oo 00 @impioioned

Snappable layers

Central Surveys - ROW Lines (

Rolygonisnappedito/R@OW/ Lines

Cancel

3. To complete a polygon, double-click during the draw process. After completing a work area, the Delete
button will remove the polygon from the map.
4. Edit the work area name if desired.
5. If necessary, polygons can be edited after drawing and before selecting Add Work Area.
a. Click on a completed polygon in the map. It will highlight in bright blue with an orange
bounding box.
b. Click the polygon again. The vertices are shaded orange and can now be adjusted. Additionally,
new vertices can be created by selecting the white points halfway between vertices.
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CT AT LAS The Connecticut Asset Tracking & Location System

Create Proposed Project
@—e 3 a 5

Edit Project Edit Work Areals) Scan Assets Select Assets Summary

Project:

Nickname: My Project

Draw polygon
To begin. draw a polygon on the map. Click on the polygon to enable transform and reshape tools.
Work area name:
Work Area 1
#Draw «Undo 4 Fecdo @ Delete ([ Snap to layer(s)
Snappable layers

Central Surveys - ROW Lines (

5

&

g
/

3'.’/.'. :'./\ ™ ﬂ

Y
%
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6. When the polygon(s) are complete, click Add Work Area.

Enter Start and End Point on Route
1. Select Enter Start and End Point on Route from the work area list to define a project work area based
on a starting and ending mile-point on a route.
2. Zoom to the desired route and click on the route. The route will populate in the application.
3. Click on a start and end point on the map.
a. Mileage numbers can also be input directly to the app in the Start point and End point boxes.
Turning on the route or road mile point layers will help the user’s orientation.
4. Define a buffer distance for the segment. The default buffer value increases with a lower Functional
Class value. The value can be manually edited if necessary.
5. Select from additional options if necessary.
a. Use entire route will select the entire route rather than a milepoint-defined segment.
b. Include ramps will include ramps within the selected segment.
c. Include HOV Lanes will include HOV lanes within the selected segment.
6. Click Preview to review the buffered segments. Each work area can be given a custom Work area
name in the text box at the top.
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CT AT LAS The Connecticut Asset Tracking & Location System

Create Proposed Project

@—‘ 3 4 5

EditProject  EditWorkArea(s) ~ScanAssets  SelectAssats Summary

Project:

Nickname: My Project

Enter start and end milepoints on route

Click on a routs to bagin.
Start and end milepoints can be entered manually or selected on map.

Work area name:

5-N Segment

Route

Enter Start/End MP or Click on Route and adjust as required

Ol i B Pl

O Start point. 275

End point 277

(Clickionrout M Vaplorenteravaliess
Y ‘=

; [ 5 ey ' 7

Buffer (ft) 50 A 4
Use entire route
Include ramps

include HOV lanes

Preview  Clear Preview [RCEES

Segment

Cancel Add Work Area(s)

7. Click Add Segment once the road segment is defined.

When the road segment is acceptable, click Add Work Area to create the project work area.

9. When adding additional noncontiguous segments, each segment should be in their own Work Area.
Naming each Work Area with the segment name is recommended.

o

Upload Shape

1. Select Upload Shape from the work area list to upload a KML file that will define the project work area.

2. Click the Select files... button to browse for the KML file on your computer, or drag and drop the file on
the Drop files control. The KML file will define one project work area, so it must contain only one
polygon. See Section 15 for more details on creating KMLs.
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CT ATLAS the connecticut Asset Tracking & Lacation System

Create Proposed Project ©)
Project: PP162-0007 <

Nickname: My Project

Upload Shape
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3. Click Add Work Area to create the project work area.
4. When all work areas have been added, click Next.

16.3.3 Project Wizard Page 3 — Scan Assets

The third page of the Project Wizard is the Scan Assets Page. Work area(s) have been established and a PP
number is listed at the top. There is also now a Share button at the top right of the Project Wizard. Clicking this
will create a shareable link to the Project’s ATLAS Page. User’s receiving this link must have proper credentials
to edit (See Section 16.1.2).

The Scan Assets Page allows the user to select which work areas should be scanned for assets and information.
Any work area that has been scanned during a previous session will be unselected by default at the next
session. If the user hits Next, the information from the original scan will be queried and reported. A new work
area that hasn't yet been scanned will be selected by default for a scan.

To scan for assets, complete the following steps.

1. Under Asset Layers to include in scan, select the assets to include in the scan. By default, all asset and
informational layers that are in the Atlas base map will be selected for scanning a new work area.

2. The Identify Scan Settings dropdown can be used to select one of the pre-defined scan settings*,
which will scan a subset of layers for a particular project type. *This feature is under development.

a. See the Scan Assets and Information table at the bottom of this Section for more information
on Scan Settings.

3. Layers to be scanned can always be checked on or off based on the needs of the project, even if a Scan
Setting is selected.

4. Scroll down in the Project Wizard to view all selected Assets and Information. Ensure the desired layers
are checked and select the Next button to advance. If you've selected work areas to scan, the scan will
be performed when you click the Next button and you'll be shown a progress indicator while the scan
process is running.
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a. Clicking Previous will return the user to Step 2, where Work Areas can be added, edited, or
removed.

CT AT I.AS The Connecticut Asset Tracking & Location System
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Scan Assets and Information (Templates are Under Construction)

Group

Asset/Informational Layer

Engineering

Base Setting

Template A

Template B

Template C

Template D

Assets

Assets -
Road

Signals

Guiderails and Barriers

Guiderails and Barriers End Treatments

Bridges

Information

Compliance Info

Envir.

EPA Superfund NPL Sites

CTDEEP Impaired Rivers

CTDEEP Impaired Lakes

CTDEEP Impaired Estuaries

CTDEEP Groundwater Quality

Envir. Planning Info

Flood Hazard Areas

Flood Hazard Areas (No Digital Data)

EPA Sole Source Aquifers — SSA

CTDEEP Property

CTDEEP Natural Diversity Database Area

CTDEEP 2011 Protected Open Space View

CTDEEP 2011 Protected Open Space Phase 1

CT Coastal Management Boundary

Projects -
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Proposed Project Work Areas — Local
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Maintenance Resurfacing Active
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16.3.4 Project Wizard Page 4 — Select Assets

The fourth page of the Project Wizard is the Select Assets Page. This page allows the user to choose which of

the scanned assets will be added to the project. Complete the following steps to select assets for a project.
1. Choose how to view scanned assets.

a. By default, all assets are listed under each scanned work area.

b. Select an Asset Type from the View Assets and GIS Info by dropdown to view assets of a
selected type for the entire project.

2. Select Assets to be added to the project and transported to COMPASS by checking their box.

By default, state roads and all scanned assets will be selected for inclusion in the project.

If the project also includes work on local roads, they can be selected here.

If Work Areas were built with the Enter Start and End Point on Route method,

project may have routes selected that are not being worked on. Be sure to unselect

any superfluous routes. Filtering can be used for quick results.

b. Assets can be zoomed to using the magnifying glass icon.

Fields can be sorted by left-clicking the column header.
d. Fields can be filtered by hovering over the column header and selecting the options button on

a.
i
ii.

o

the right side.

3. When all required assets are selected, click Next.
Clicking Previous will return the user to Step 3, where Asset and GIS layers can be selected or

deselected for scanning.
CT AT LAS The Connecticut Asset Tracking & Location System
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16.3.5 Project Wizard Page 5 - Summary

The fifth page of the Project Wizard is the Summary Page. This page displays a summary of all the project
information before providing an option to create a COMPASS site for the project.
1. Review the page to ensure all information is accurate.
a. A summary of assets and GIS Info Layers returned from the project scan are displayed below
the summarization. Assets that were included in the asset Selection step will appear with a
read-only check box. Clicking on the magnify glass icon next to a record will zoom to it on the
map.
b. The View Assets and GIS Info by: dropdown allows the user to see all scanned assets or
information of a selected type.
c. When an asset is selected from the dropdown, a CSV of all scanned assets can be downloaded
using the Download button.
d. The COMPASS project link is available to navigate to the project site in COMPASS.
e. Clicking Notify Compass that project PPxxx-xxxx has been created will send a message to the
COMPASS to create/provision a COMPASS site for the proposed project.
i.  The provisioning of the project site can take up to an hour to complete.
ii.  Any changes to the asset selections in the ATLAS will automate a change to the
COMPASS. For example, if a project requires adding a bridge, the bridge would be
added to the project in ATLAS. COMPASS will see this change and update
automatically. The same goes for removing a bridge—unselect the bridge in ATLAS,
and it will likewise be removed in COMPASS.
CT ATLAS e connecticut Asset Tracking & Location System
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2. Clicking Previous returns the user to Step 4, where scanned assets can be selected or deselected for
inclusion in the project.

3. Clicking Done saves the Proposed Project in the ATLAS database and registers the selected assets as
part of the Project. Note clicking done does not create a COMPASS site. The user needs to click the
Notify COMPASS... button shown in the image above.
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16.3.6 Submitting a Project to COMPASS

When the ATLAS Project Creation steps are complete and COMPASS has been notified of the new project, a
COMPASS project site will be generated. Some initial steps are required for a new Project in COMPASS. See
Section 3 for full detail.

Complete the following steps to submit a project to COMPASS. Detailed instructions are in Section 3.
1. Create a ticket with the COMPASS Support Desk (Section 3.1).
2. Populate the Project Staff on the COMPASS project site (Section 3.1).
3. Add Work Types and Work Codes to assets (Section 3.2).
4. Complete the Proposed Project Information (PPl) Form if necessary (Section 3.3).
a. If the project does not have approved funding from the Financial Obligation Report (OBL),
complete the PPl Form.
b. If the project has approved funding from the OBL, a PPl form does not need to be completed.

16.4. Managing an Existing Proposed Project or Project

Throughout the lifespan of a project, ATLAS shall be used to manage and update geometry and/or assets. This
section outlines moments in the project’s lifetime where ATLAS shall be used.

In addition to its use in creating project work areas and completing initial asset scans for Projects and Proposed
Projects, the Project Wizard also allows the user to update or modify the geo-spatial boundary of a project and
add or remove assets. Projects or Proposed Projects may have their polygon edited and assets added/removed
throughout the Project Development Process. For more information on when a project polygon may need to
be edited or updated, see Section 15.
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16.4.1

Accessing a Project for Management

The ATLAS Project Page can be found with the ATLAS 2.0 link on the COMPASS Site or by using the Find Project

Window options in ATLAS.

From a project’s COMPASS page, navigate to the Assets tab. The ATLAS link can be found at the upper right

corner of the page.

{R) compass

Project Overview

O sure gy rouow [0

Local Miles:
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Existing projects can be found in ATLAS by selecting the Manage Existing: Projects and Proposed Projects
option in the Project Wizard. The following outlines the process to access an existing project for management.
1. Open a web browser and navigate to ATLAS. Sign in when prompted (See Section 16.1.3).
2. The Project Wizard is located at the left of the page. Under “Manage Existing,” select Projects and
Proposed Projects.

Find Project

Enter Project Number

Within the Find Project window, there are four options to find a project for management:

Project Number — This option allows the user to search for a Project in ATLAS by Project Proposed Project
Number. Complete the steps below to find a project by Project Number.

1. Enter a full or partial project number (or proposed project number) in the input box.

2. Click Find Project to display a list of projects matching the entered value.

3. Select the target project from the list and click Manage Selected.

My Projects — This option will display a full list of the user’s projects and proposed projects. Results can be
sorted by clicking the header bar for a column. Selecting the three-bar “options” button in the header provides
the option to filter by a field. Click Manage Selected to continue.

My Teams Projects — This option will display a full list of the user’s projects and projects that have been shared
within the user’s team. Results can be sorted or filtered using tools in the results table. Click Manage Selected
to continue.

By Assets — This option allows the user to search for projects that overlap a specified asset. Complete the steps
below to find a project by Asset ID.
1. Enter a Bridge or Signal ID number to display a list of projects that include the asset. Click Find
Projects.
2. Use the sort or filter tools in the result table to further narrow the results.
3. Select the target project from the list and click Manage Selected.
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CT ATLAS he connecticut Assot Tracking & Location Systom

Manage Proposed Project @
EditProject  EditWork Area(s)  Scan Assets
Project: PP093-0034 L
Nickname: My Project
Nickname
Project Type
Transportation (Roads, Bridges, or State Facilities)
Location Type
Local
Project Creator
Theodore.Randich_CTDOTGIS
Team Members m

Navigate)to project ==
page;andclickihere.

16.4.2 Deleting a Project/Proposed Project in ATLAS

If a Project or Proposed Project has been cancelled in COMPASS (See Section 3.4), it also must be deleted in
ATLAS. To delete a project in ATLAS, complete the following steps.
1. Navigate to the project page in ATLAS (See Section 16.3.1). The Project Wizard will open to Step 1: Edit
Project.
2. Click the red Delete Project button. Confirm the selection.
Deleting a Project in ATLAS does not cancel the project in COMPASS or remove the project site page. Notify
the COMPASS team to cancel or delete a project using this form - COMPASS Support.

16.4.3 Managing assets and geometry for an existing Project/Proposed Project

When creating a project in ATLAS, the Project Manager creates a spatial representation of the project by
adding Work Areas. The Project Wizard scans these Work Areas for underlying assets that may be associated
with work in the Project. The Project Manager selects some or all these scanned assets for inclusion in the
project before adding Work Codes and Work Types in COMPASS (See Section 16.3.4).

There may be moments in the lifespan of the project where project limits change, and/or assets are added or
removed. The Project Wizard in ATLAS is used to manage geometry and add or remove these assets to ensure
the Assets tab in COMPASS reflects up-to-date information.

When managing an existing project, complete the following steps to adjust geometry, or add an asset or
assets.

1. Navigate to the project page in ATLAS (See Section 16.4.1). The Project Wizard will open to Step 1.
a. The Nickname and Team Members in the Edit Project page can be edited if necessary (See
Section 16.3.1). This is also the page with the red Delete button (See Section 16.4.2).
2. Click Next to advance to Step 2 of the Project Wizard (See Section 16.3.2).
a. If the asset or assets to be added are contained within the existing Project Work Area limits,
click Next to move to Step 3.
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CT AT LAS The Connecticut Asset Tracking & Location System

Manage Proposed Project @ m
(o\,_‘ 3 4 5 -;‘.,r ‘, ;

EditProject  Edit Work Area(s)  Scan Assets Select Assets Summary

Project: PP093-0013
Nickname: My Project

Link to project PP093-001,

Create a new

Theadore Randich CTDOTGIS

Checksthe boxsto,choosejalVNork:Areal
tobejedited, replaced, or ordeleted

Cancel Previous

b. If the asset(s) to be added are not overlapped by the existing Project Work Area limits, create a
new Work Area, or edit the existing Work Area using the Project Wizard. The desired asset(s)
to be added must be overlapped by the project limits.

i.  Work areas can be edited by checking the selection box, then clicking Edit. Clicking
the highlighted polygon will enable the user to add or adjust vertices. When
complete, click Update Work Area.

CT AT LAS The Connecticut Asset Tracking & Location System al = ?
Manage Proposed Project ®@ : : 2 _!! / s i Q]

o o ; E - SNy \WhenlE BiiijistselectedithelWork{Arealislhighlightedl © B
EditProject  EditWork Areals)  Scan Assets Select Assets Summary a7 5 ! / s E

Project: PP093-0013 <
Nickname: My Project

Link to project PP093-0013 in Compass

Editpatygon Undo,and Redofor
i ckonmpovyg»»waw-rgeometry;mod|f|cat|ons~d

redrawn.

Work area name:
Work Area 1

/ Draw [« Undo 4 Redo | @f Delete (@ Snap to layer(s)

Snappable layers

Central Surveys - ROW Lines (

R DeYaddeal(white

midpoints)

Cancel

ii. If a KML file will be replacing previously drawn geometry for a Work Area, click
Replace to upload the KML.

iii. A new work area can be created in the Project Wizard. Selecting Related to Bridge(s)
or Related to Signal(s) allows the user to add polygons for specific assets. Other
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creation methods can also be employed, but the desired assets must overlap the
final work area.

1. Refer to Section 16.3.2 for full details on selecting a creation method.

2. Referto Section 16.3.2.1 for full details on creation methods.

3. When work areas are satisfactory, click Next to advance to Step 3 of the Project Wizard (See Section
16.3.3).
a. Inthe top box, select work areas which will be scanned for assets.
i Newly created work areas are selected by default. Work areas that have been edited
and updated will need to be selected manually, if a rescan is required.
b. Select layers to be scanned. Asset layers must be selected to add new assets. Informational
and GIS layers are optional and depend on the requirements of the project.
4. Click Next to advance to Step 4 of the Project Wizard (See Section 16.3.4).
a. By default, state roads and all scanned assets will be selected for inclusion in the project.
Ensure that the new assets to be added are selected for inclusion.
5. When assets are selected, click Next to advance to Step 5 of the Project Wizard (See Section 16.3.5).
a. Review the selected assets from the scan and ensure all necessary assets have been added.
b. To change selection, click Previous.
c. If all desired assets are included, click Done.
6. Completing all five steps of the Project Wizard updates the project in ATLAS and COMPASS. The Project
Manage must add Work Types and Work Codes for each asset in COMPASS (See Section 3.2).

When managing an existing project, complete the following steps to remove assets.

1. Navigate to the project page in ATLAS (See Section 16.4.1). The Project Wizard will open to Step 1. The
Nickname and Team Members in the Edit Project page can be edited if necessary (See Section 16.3.1).

2. Click Next to advance to Step 2 of the Project Wizard (See Section 16.3.2).
a. If an asset (or assets) will be removed, but the Project Limits will remain unchanged, click Next
to advance to Step 3.
CT ATLAS rhe connecticut Asset Tracking & Location System

Manage Proposed Project
o—=eo

EditProject  Edit Work Areals)  Scan Assets ummary

Project: PP093-0013
Nickname: My Project

Checkithe boxito,choose;alWork:Area
to/besedited, replaced, ordeleted

b. If the work area has changed |t can be edlted usmg the tools in the Project Wizard.
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Work areas can be edited by checking the selection box, then clicking Edit. Clicking
the highlighted polygon will enable the user to add or adjust vertices. When

complete, click Update Work Area.
1. Refer to Section 16.3.2 for more details on editing geometry in ATLAS.

c. When complete, click Update Work Area.
When work areas are satisfactory, click Next to advance to Step 3 of the Project Wizard (See Section

16.3.3)
a. Inthe top box, select work areas which will be scanned for assets.
b. Select asset layers to be scanned.
4. Click Next to advance to Step 4 of the Project Wizard (See Section 16.3.4).
By default, state roads and all scanned assets will be selected for inclusion in the project.

a.
i. If the Project Limits have changed to no longer overlap a targeted asset, the Project
Wizard will not scan the asset.
ii. If the Project Limits have not changed, assets can be unchecked and removed from
the scan.
1. By default, assets are displayed by Work Areas. They can be viewed by asset
type using the dropdown at the top.
2. Deselect any assets that should not be included in the project.
CT ATLAS he connecticut Asset Tracking & Location System
Manage Proposed Project @
© © © 0 :

EditProject  EditWorkArea(s)  Scan Assets
View Assets and GIS Info by:

Work Areas [1]

Q Work Area 1 ~

Road Sections
T Begin Point

Newington 75101 7528

Newington 75107 7526

Bridges

No Rews To Show

Guiderail and Barrier End Treatments
End T End Treatment

R-B END ANCHOR
a AGE TYPE| ‘-——

Impact Attenuator
A U - caraso Lol

Guiderails and Barriers

b. Click Next when all necessary assets are selected and all extraneous assets have been

deselected.
5. In Page 5 of the Project Wizard, the user can review assets selected for inclusion in the project (See

Section 16.3.5).
a. Ensure the list of assets included is accurate before clicking Done.

b. To change selection, click Previous.
6. After clicking Done, the project will be updated in ATLAS and COMPASS. Assets removed in ATLAS will

be reflected on the COMPASS site.
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Appendix A — Initial Bluebeam Settings

Initial Log into Bluebeam
These steps only need to be completed the first-time using Bluebeam or when the user logs into a new

computer.
1. Loginto your Bluebeam account here: Bluebeam

2. Change your Display Name to include your first initial, last name, and unit name.

Display Name

M. Calkins AEC Applications

- |

R

Bluebeam
Revu

3. Open Bluebeam by selecting the desktop icon:

4. Then Open Bluebeam by double clicking on the shortcut.

5. Click on REVU in the top left-hand corner and click Preferences as shown below. If you cannot find the
settings icon in the top right, go to the Edit menu, and select Preferences.
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ile Edit

About

Preferences

View Mode

Markup Mode

Profiles

Keyboard Shortcuts

Unregister

Exit

04.01.A01

View Document Batch Tools Win
=

Ciri+K £

2 QaQ ¢

General

Interface

Studio
Window

Sets
Import/Export

Advanced

Import

Options Document

User:
Language:
Theme:

Tab Truncation:

Startup Mode:

Export

LANS
ND PROFILES

Mavigation Grid & Snap Spelling

M. Calkins AEC Applications
English (US)
Dark
Start
Show Full-Screen Crosshair

Last Used

| Togale Full Screen with View Mode

Reopen Files from Last Session on Startup

Open Home Paae in Web Tab op Startup

| Show Recent Files on Startup

Help Bluebeam improve its products and services by
automatically sending usage data

Reset Hidden Messages

Cancel

Type in
Name
and Unit

7. Next go to the Window option and select WebTab. Then uncheck the box below.
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Preferences
General ¢ Tablet Presentation WebTab

Interface =l nr . o
oTU Acceleration

Tools /| Automatically Switch to New WebTabs upon Creation

Studio Open PDF Hyperlinks in WebTabs

Window LaBpen Web PDF

—— Show Script Errors
oElS
Use Standardized Favorites:

: F.I_'_:.FUE):}:.H U nc he{:k Edit Web Favorites...
o this box

Import Export Cancel

Downloading the CTDOT Bluebeam Profile
1. Download this file and save it to your desktop: CTDOT Bluebeam Profile
2. Double click on the profile in the zipped folder on your desktop.

5 AEE|
&5.Q F&F2 & T %N

Mew Open Favorites Add Extract Delete iew CheckOut

Mame | Modified | Size | Ratio ‘ Packed | Path
o CTOOT As-Builts Profile. bpe ' 11/6/2012 3:18 &M 667863 BB 260,627

\

Double click on
this file

+ - Selected 1 file, 555 kB Total 7 file, 555 kB [245 kB] @D

Bluebeam Stamps
The following steps are for CTDOT Engineering only. Stamps folders are stored on each discipline’s SharePoint

sites.
1. Go to your discipline’s SharePoint Site and make sure you have the Bluebeam folder synced.

2. Select Markup>Stamp>Change Stamp folder as shown below:
3. Next browse out to Bluebeam folder that is synced from your discipline’s SharePoint site. Below is an
example of the Highway Operations SharePoint site that is synced.
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% Select Folder *®
“ - 4 State of Connecticut > DOT BHO HOC ITS - General > Bluebeam > v 0
Organize = New folder - @

3 Quick access

~ [k state of Connecticut
5 el Documents

0058-0340 - Design
=1 ~Internal Docur
20; nic Dates
REPORT

Diversion Plans

Bluebeam Toolboxes

Getting Started
Grant Writing
How To

IMO - MDSS

Office Information

Foider: ‘ Bluebeam

ocument Batch Tools Window Help
Q Markup
S, Stamp MJC_Watermark.pdf S
Measure
Sketch to Scale

Forms

Colangelo Initials.pdf
Colangelo Signature.pdf
Signature Danh Initials.pdf

Danh Signature. pdf

Hal Decker.pdf

Toolbars Create Stamp...

& Reuse Import Stamp...
Change Stamp Folder...

4.pdf
RER

233



Connecticut Department of Transportation — Digital Project Development Manual

Appendix B — Usability of PDF Documents

Usability of PDF Documents
This section contains information about viewing digital contract documents.

Structure of Digital Plans

Final Design Plans, Addendums, and Design Initiated Change Orders

The contract plans are split up into discipline subsets, which are multiple sheet PDF documents digitally signed
by the Designer. Addendums and Change Orders are also submitted as discipline subset, with only the
changed sheets. For example, an Addendum that affects the 03-Bridge Subset will require the submission of a
03-Bridge_A1 subset.

Digital Plans are in the 100_Contract_Plans folder in COMPASS.

As-Built’s
As-built’s will be placed directly on the PDF Subsets using Bluebeam.

Functionality of PDF Digital Plans

The PDF digital plans have the following functions when the digital contract plans are created in accordance
with this manual:

Turn levels on and off.

Search for all text on the documents.

PDF plans are measurable.

Digital Plan Levels

The plans can have their levels turned off and on. This can allow for easier viewing of the contract sheets. See
below for turning levels on and off:

Revu File Edit View Document Batch Tools !

®@ B e B8 B Q ©

B - o100% lcon: [ v
Layers ::: D ~ | Default

L.
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Searching Digital Plans
The plans can be searched for any text located on them. This can be useful if searching for a certain pay item.

See below for searching the PDF Plans for text.

Search [©

Recents

Options

Search Pages

3earch Filenames

Search File Properties
arch Form Fields

Search Markups

Case Sensitive

Whole Words Only

Measuring on the Digital Plans

The plans can be measured in PDF. This is helpful because a paper set does not need to be created for on desk
measuring.

See below for measuring in PDF.
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Measurements
e R

~ Scale

Separate Vertical Scale

Independent Units

Precision

0.0001
Calibrate

Recalculate

-~ Measurements
Subject:
Label:
Depth:
Width:

Height:

scaler 1in=41t

Current

Length:

Area:
Polylength: 0

Perimeter

Digital Specification
The FDP specification package will be one PDF document and located in the 110_Contract_Special provisions
folder. This package includes all special provisions, Notice to Contractors, Wage information, etc.

The Addendum special provisions prepared in the same way as the FDP specification package and will also be
in the 110_Contract Special provisions folder.

The Design Initiated Change Order special provisions will be contained in one PDF document located in the
110_Contract Special provisions folder when they are released to the Contractor.

Some useful features on the digital specification package are:
e Search for any text in the document, see Searching Digital Plans
e Bookmarks for each section in the specification package
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R Row Fie  Eit Teaunent Forr B

=

Frint E-mail

Bookmarks tab

CT_CON_FSL_0026-0118_Final Spes

TABLE OF CONTI

] Note: This Table of Co
] contract with the sole

herein; and no claims st
] of Contents shall not be

B-4$ - !Tr s Summary -

Document Compare Tools

Bluebeam has the two tools for comparing documents: (1) Compare Documents and (2) Overlay Pages.
Compare Documents will compare two documents and create a third document that clouds all the changes.
Overlay pages will create a third document where the pages of document A will become one color and the
pages of document will become another color. When the pages are overlaid, you will be able to see the
changes from the difference in these two colors. Both tools can be used for single and multipage PDF
documents. The following shows how to perform a document compare and how to use the overlay page tool.

Document Compare

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

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

=3

Frint E-mail Studio

U.l.I.l.|1.|.I.|.E|.I.|.B.|.I.|

~ Hecents
@ _COM_FDP__01-General.pdf Completion
@ _CON_DCD__01-General pdf ]

By submitting thes farm it sgnifies 1
contract plans.

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

Compare Documents El

Do ]

Document; |d:\pw_working'\pwonline\mic-admin\dmsEB v|[j

|4l Pages (1 - 36) v |of 38 Documents
File [ 1 0f1];: CT_CON_FPL_0170-3065_V0ID 04-.. that were
Pages Range [1-36
opened

Diocurment B

Document: |I:I:\pw_wDrking\pwnnline\mic-admin'\dmsES le]

|m| Pages [1 - 35 v | of 36

M anual Alignment;

Select Window l[ Pick Points l

Summary Beport:

Other Options:
Split-zcreen view [spnchronize) [ Tum on Dimmer

Comparizon type: | Frinted Documents [zame printer]® ~ | .—._...-l C I ic k 0 K
[ advanced. || AddFies | (| ok [) Cancel |

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

2. Next go to Document>Comparison>Overlay pages as shown below:
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File  Edit Measure  Window

Form

2

Document

L
= =

(A Markup

® v B

% E &< B

{ %

‘ Overlay Pages...

Comnare Nocuments

0

Select Document>
Comparison> Overlay
Pages

In the window that pops up you will need to select which pages of each document you want to
overlay. To do this double click on a file, then in the window that pops up type the pages you want to
overlay. The example below shows pages 1-28. Once you select the pages you want to overlay click

OK.
NIALF FKULIFA L INUD, Y2=N22
Overlay Pages... lEﬂ
Lo To set which pages
Document Color ayer Pages
a | ffAddendum No. 3.pdf Bl Addendum No. 3 10f 203 B to overlay dou ble
- Addendum No. 4 pdf Bl Addendum No. 4 1of 28 CliCk OI‘I a file
Add Layer |E|
Layer
Source:  Addendum Mo. 2.pdf e E M
N -2 {__ Type in which
Layer: @ Create New: Addendum No. 3 - t I
pages to overlay
e then click OK
Appearance [Base Layer]
Color: E]
Background:
Opacity: 1000 %
Blend: | Momal lnone) -
[
f ——= _ Iy
1.00 = | Absolute
0.00 | Inches
Ressat
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Appendix C — Using the Set File

See the videos on the Bluebeam website for more information on Set Files in Bluebeam.

Sets | Bluebeam Technical Support
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Appendix D — Consultant Submittal Review Stamps

Consultant Designers can import the Bluebeam User Profile using the following link. This profile imports all the
commenting tools in the correct format.
Download the profile from this link: CTDOT Bluebeam User Profile. Just double click on the file located in the
zip file and the profile will be imported.
After the profile is imported the following must be done.

1. Delete the Submittal Review stamp that is in the tool chest as shown below:

Pi
Blugbeam Studio Projects -

In the tool chest
select the Submittal

stamp and click Subjlet Comment
H . Contractar Submittal
the delete icon = CotacrSuoeal)
& Highlight
- Highlight
é Tent Box Uge to Add best
& Callout Use to &dd a Callout
Use to Cloud
5 | oo
/ Line Usge to Cross Out

2. Next Consultant Designers will need to save the following stamps to their computer and edit it to add
their company name and address. The following will show how to do that:

3. This file contains the Designer’s Review stamp and Action Stamp. Save these stamp files to your
computer in a folder somewhere called Bluebeam Stamps. Note: The stamp files will be a PDF-
Consultant Submittal Review Stamp

Open the stamp files using Bluebeam.
5. Update the Company Name and Address on both the Action stamp and the Designer’s Review stamp
as shown below:

241


https://portal.ct.gov/lib/dot/documents/aec/ctdot_bluebeam_user_profile.zip
https://portal.ct.gov/-/media/DOT/documents/AEC/ContractorSubmittalReviewStamps.zip

Connecticut Department of Transportation — Digital Project Development Manual

ACTION STAMP

Mo Exceptions Noted D
Exceptions as Noted (|
Revise and Resubmit |:|
Rejected D

S

DESIGNER'S REVIEW IS FOR GENERAL CONFORMANCE WITH
THE DESIGN COMMENTS SHALL NOT BE CONSTRUED AS
RELIEVING THE CONTRACTOR FROM COMPLIAMCE WITH THE
PROJECT PLANS AND SPECIFICATIONS, NOR DEPARTURES
THEREFROM. THE CONTRACTOR REMAINS RESPONSIBLE FOR
DETAILS AND ACCURACY, FOR  CONFIRMING AND
CORRELATING ALL QUANTITIES AND DIMENSIONS, FOR
SELECTING FABRICATION PROCESSES, FOR TECHNIQUES OF
ASSEMBLY AND FOR PERFORMING THEIR WORK IN A SAFE

MANNER..
Edit the firm — % (enter rirm Nome and adcress )
name and
By: &[User] Date:

address on both

DESIGNER'S REVIEW

Reviewed, No Comments I:I
Reviewed With Comments D

\1\sstamp Shall Only be Applied to

Enter Firm Name and Address

By: Date:

After the company name and address is updated, it should look like the following:

ACTION STAMP

Mo Exceptions Noted D
Exceptions as Noted D
Revise and Resubmit D
Rejected D

—

DESIGNER'S REVIEW IS FOR GENERAL CONFORMANCE WITH
THE DESIGN COMMENTS SHALL NOT BE CONSTRUED AS
RELIEVING THE CONTRACTOR FROM COMPLIANCE WITH THE
PROJECT PLANS AND SPECIFICATIONS, NOR DEPARTURES
THEREFROM. THE CONTRACTOR REMAINS RESPONSIELE FOR
DETAILS AND ACCURACY, FOR  CONFIRMING AND
CORRELATING ALL QUANTITIES AND DIMENSIONS, FOR
SELECTING FABRICATION PROCESSES, FOR TECHNIQUES OF
ASSEMBELY AND FOR PERFORMING THEIR WORK [N A SAFE
MANMNER

BL Companies 150 Trumbull St. Hartford CT 06103

By: &[User] Date:

DESIGNER'S REVIEW

Reviewed, No Comments D
Reviewed With Comments (|

This Stamp Shall Only be Applied to
Working Drawings
BL Companies 150 Trumbull St. Hartford CT 06103

&[User]
By: Date:

6. After the stamps have been updated click save.
7. Next go to Markup>Stamp> and Select Change Stamp Folder.
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Wigw Docurnent Form Markup Measure ‘Window

Frint E-mail Studio

Click on Markup
ol then Stamp
then change stamp folder

159-0181_11 - E...

ittal_Review.pdf

T =ENVIRUNMENTAL

8. Browse out to where the stamps had been saved and click OK:

Browse out to the
folder where the

[a Desktop -

Qmoanns  Stamp is located

o G and click OK

2 Recycle Bin
AdobeCa
I3 old watermarks

{C5) PDF Forms
I3 Revisions Forms

I3 schoal
|3 STC FORMS

H
£

TR
SLRAHER

IMake Mew Folder ]

9. Now when you click on Markup>Stamp the stamps will be in the list.
10. Next go into the tool chest and open the “Recent tools” as shown below:
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Sattings

My Tools
Recent Tools
Sequences & Actions
CUpves
Shapes
Symbols
Proofreading Swmbols
CTDOT Review Tools
CTDOT ShopWorking Drawing Review Tools
CTDOT As Built Tools
Sequence Tools
CTDC

AF LCIUUT A% GUI I

4 CTDOT Mizcellaner

Markup Measure ‘Windaw Help

Document1* Markup Stamp
and then select
the stamp

consultant_submitkal

= PE—
|“I consultant_subrmitkal

12. After the stamps have been placed you will see them in the recent tools. Drag them from the recent
tools into the CTDOT Shop/Working Drawing Review Tools as shown below:

244



Connecticut Department of Transportation — Digital Project Development Manual

In the tool
chest drag the
recently placed
stamp and drop
it into this tool
bar

Q fs ';-':-, via  File Edit Yiew Document Markup Measure
-
-
=

Frint E-mzil Studic

-

Go to View,

then click on the

Recents

Supplementary Progr arrow and then
i save profile

E B

E E B

E E E
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Appendix E — COMPASS Resources

COMPASS Training Resources

Please visit the DOT COMPASS Knowledge Center to access COMPASS resources, including:
e Compass Support Desk
e Training Videos
e FAQs
e Business Workflows
e Additional Resources

Business Processes

All project staff — including project managers, reviewers, designers, consultants, contractors, etc. — should
monitor their COMPASS accounts daily to assess Ball-In-Court statuses and ensure there is no lag in reviewing
and routing submittals.

Naming Conventions — Contractor Submittals

File names should not exceed 50 characters in length. Characters include letters, numbers, symbols, and
spaces. Submittal and file names should not contain any of the following restricted characters:
~YH%&*:<>?/\{|}

All submittal names and file names should accurately describe the contents of the submittal.

Individual file document names created by contractors should be in the following format:

Project Number [##H-#i###] Submittal Type [WD, SD, RFI ###, RFC #i#t#, etc.] [Description]
Examples:
1234-5678 WD Access Platform
1234-5678 SD Exodermic Precast Panel
1234-5678 RFI 001 Structural Steel
1234-5678 Letter from Smith to Jones Winter Work

Preconstruction file names should accurately reflect the description of the file.
Examples:
1234-5678 Stormwater Permit
1234-5678 Design Approval
1234-5678 Calendar Day Chart

Revising Working Drawings & Shop Drawings

If the submittal owner returns a shop drawing submittal with different dispositions stamped on each sheet, the
Submitter / Contractor shall revise individual sheets as needed. When the replacement document is ready to
submit, the Submitter / Contractor shall combine into one file the approved sheets and replacement sheets.

Computer Requirements — Maximum File Size

SharePoint has a maximum file size of 250 MB. This applies to individual file attachments and documents
uploaded directly into the Internal Documents or Documents folders. If a document exceeds this maximum,
the user can break it up into multiple documents contained within the same submittal.

COMPASS Troubleshooting
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Bluebeam Studio Session Finalization Process

To maintain the Bluebeam integration with COMPASS, Studio Sessions should only be finalized via COMPASS as
shown below and described in the Finalize Bluebeam Studio Session section. Bluebeam Studio Sessions should
not be finalized directly inside the Bluebeam Studio Session.

0101000 - ENVIRONMENTAL HEALTH AND SAFETY, 0202447 - COLD MILLING REMOVAL OF BITUMINOUS G 04-0

Add Item Number

Shop Drawing - Highways

ey BEEATEES If Finalize Bluebeam Studio Session ]

YES:

Studio H

0310-0059 external test - 769-930-953 - F H
My Status: Finish

+ Attendees &
) Smithed

~ Documents

@ external test.pdf

Record Notifications Pending

Bluebeam Studio Session Expiration Date

A Bluebeam Studio Session created through COMPASS is set to expire by default one month after its creation.
If additional time is needed a user can either finalize the Session and launch a new one within COMPASS or

extend the Session’s expiration date.
To extend the Session’s expiration date:
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Studio H
2) Click here 0310-0059 external test - 769-930-953
to expand [ Settings
~  Attendees
3) Click to open $ smithed

Settings
+ Documents

@ external test. pdf l1 ) C||Ck here to
expand Studio

Recornd ationg Pending
: E] Smithcd: Added ‘ext
2 €} Smithed: Joined
5 §} Smithcd:
¢ €} Smithod:

General | Atendees | Pemissions

0310-00589 extemal test

Session Name:

769-930-953

Session |D:

Disable expiration
by unchecking here

1

Total Users:

1

Total Files:

82.11 KB

Tetal Space:

o 47872019 2:18:28 PM

Studio v2

Enabled

Expiration:

May 08,2019 [E~ 218PM £

Manage Notfications

Modify expiration
date here

Click OK to
accept changes

Restoring Archived Bluebeam Studio Session

Only the user who started a Bluebeam Studio Session can restore the Session if it becomes archived. The
below information is only applicable within 30 days of a Session being archived. Bluebeam fully purges Studio
Sessions from its server that have been closed more than 30 days.

1) Hover of the document link in COMPASS to identify the Bluebeam Studio Session ID.
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Navigate to https://studio.bluebeam.com and enter the Session host’s log-in credentials.

J P e s :

& C ﬂ @ https://studio.bluebeam.com

d DOT-SI TED Maps... Core Intranet Applications Engineering Inform... Imported FromIE B COMPASS 3

Bluebeam Studio

2) Locate and click on the archived Studio Session.

1-100 cf 41

Last Connected (GMT)

472472019 3:48:44 P11

2019 11:21:43 AM
2018 11:12:31 AM
2009 11:12:30 AM

(5214 P
2019 3:50:33 BM

o

22
2019 3:36:47 P
2019 1:55:16 PM

0310-0059 Traffic project data 0 " 3/22/2019 5:13:45 M
i L o 272015 30,51 b

3) Change the status to Active, then Update data.

Now the Session can be finalized inside COMPASS and the document in COMPASS will reflect any changes
made in the Session.

Incorrect Owner

Q: | was incorrectly assigned Owner of a submittal. What should | do?

A: The two most common reasons a submittal is assigned improperly are that the project PM incorrectly
completed the Approval Matrix, or the Submitter / Contractor selected the incorrect Submittal type in the
Document Submittal page. If this occurs, do not Start the review session. First, check with the PM to ensure
the Approval Matrix is properly set-up. If this is confirmed, press Revise and Resubmit and communicate with
the Contractor to correct the Type selection.

Incorrect Information
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Q: Information in COMPASS is incorrect. How do | fix this data?

A: Alert the project PM to the incorrect information. Take screen shots if possible. Most of the data found in
COMPASS (e.g., finances, schedules, ROW, etc.) is pulled from source locations such as CORE. The Staff names
and Approval Matrix are manually inputted by the PM. If there are errors in the data, the PM needs to correct

manually inputted information or request a correction in the data source from which COMPASS is pulling
information.

Following Project Sites

To follow a COMPASS Submittal / Transmittal Pilot Project Site:
1. Navigate to the Submittal / Transmittal page of the given pilot project.

2. Inthe upper right-hand corner of the screen, click Follow.

SELECT TO FOLLOW AN )
S&T PILOT PROJECT SITE 2 H

3. When accessing the SharePoint Online dashboard, the project site will be listed in the Following
section. Clicking on the project number will route the user directly to the pilot project S&T page.

Office 365 SharePoint

A Search in SharePoint

Following
0310-0059 *
0018-0134 *
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Appendix F — References — CTDOT Bulletins and Directives

A sample of CTDOT Directives and Bulletins referenced in this manual are provided below. See Engineering
Information Resources for a comprehensive list of all current CTDOT Engineering and Construction Directives
and Bulletins.

Referenced Bulletins:

ECB-2023-6 Digital Project Development Manual

ECB-2023-5 Implementation of Traffic Signal Assets in Project Asset Form
ECB-2023-4 Implementation of Bridge Assets in Project Asset Form
EB-2023-3 Doing Business with CTDOT

Referenced Directives:

ECD-2023-9 Project Asset Form - Identifying Work Types and Work Codes by Asset
ECD-2022-1 Project Document Control

ED-2021-1 Design Phase Scheduling

ECD-2020-1 Contractor Submittals

ECD-2019-12 Managing Project Staff in COMPASS
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https://portal.ct.gov/-/media/DOT/documents/AEC/ECD-2019-12_Compass_updated_2023_08_10.pdf
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Appendix G — Submittal Transmittal Form for Facilities Projects

Please see next page for the Facilities Submittal Transmittal Form to be used by Construction Contractors. See
COMPASS Contractor's User Manual for instructions provided to contractor.
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Submittal Transmittal Form

Project No.:
Description:

Contactor:

Address:

Telephone No.:

Submittal No.: CSI Spec or Special Provision No.:

Contractor Certification: "Having reviewed this submittal, | certify that it is complete, accurate, coordinated in all aspects of the item
being submitted and conforms to the requirements of the Contract in all respects, including all federal requirements such as the 'Buy
America Act (BAA)' and the “Build America, Buy America (BABA) Act,” except as otherwise noted."

Name: Contractor Representative
Submittal Disposition Stamp
Comments:
Additional Submittal Disposition Stamps*
Comments:
Comments:
*- if necessary Additional disposition stamps and/ or comments may

-Contractor to populate. be within submittal. Review complete returned submittal.
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