CONNECTICUT DEPARTMEN
TRANSPORTATION

DIGITAL PROJECT DEVELOPMENT MA

Version6.8
UpdatedMarch 2024




Connecticut Department ofransportationc Digital Project Development Manual

INTRODUCTION

This documenisfor Consultant and State Employeesponsible fomworking 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.

Questbns 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
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1.5STFAYAUAZ2Y A

ACDx The attribute applied to a revisiaiequested by the Processing utitan ADPdisciplinesubset.

ACL2 ¢ The attribute applied to a revision requested by the Processing unit to an ACD discipline subset.
ADP( The attribute applied to alddendumdisciplinesubset

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

CIM¢ Civil Integrated Management

CSEk ConstructionSpecial provisionkstitute

DCIx, The attribute applied to a revision requested the Processing unit to an FBRBciplinesubset.

DCI2 ¢ The attribute applied to a revision requested by the Processing unit to a DCD discipline subset.

Discipline SubsetA multipage PDF document that includes all the contract plan sheets for a discipline.
Example would be all the structures sheets Yoie packaged in (1) mujiage PDF document.

DICO¢ The attribute applied to designinitiated change order discipline subset.
DPDx Digital ProjecDevelopmentManual.
EELX, Electronic Engineering Data

Engineer of Recori¢ K S Sy 3 A y Sgbatireahatis ek o ithé discipline subsets. For CTDOT staff
this would be the Principal Engineer.

FDPThe attribute applied to a final design plans discipline subset.

FIOCC KS | GGNAROGdzGS FLILX ASR G2 | GF2NIAYF2NNEGAZY 2yf @
FPLg The attribute applied to an advertised FDP disciplinbset.

0365¢ Microsoft Office 365

Project Manager, Lead designer on the project. For CTDOT staffdtie TE 3 or $iervisor of the lead
discipline or consultant liaison TE3 or Supervisor.

Set Filgg Is a consolidated viewer file that is created using Bluebeam. When this file is oplétiedoontract
plans, FDP, Addendum, Change Orders, are sorted by their pageifehelgorrect order.

S&T¢ COMPASS Submittals/Transmittals application.
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The following details various requirements and policieg tieed to be fdbwed when working on a Capital
project for the Connecticut Department of Transportation (CTDOT).

Software Requirements
1. Document Management SoftwareCTDOTises COMPASS and Office 8% document
management solution.
2. PDF Software CTDOT has standardized on Blueb@&samDF software
a. Acurrentlicense of Bluebeam Revu must be purchased to perform all the procedures in this
manual.
b. A CTDOT Bluebeam profigeavailable in AppendiA.

Digital SignaturefRequirements
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. Digtal contract plansincludingFinal Design Plans (FDP), Design Completion Data (DCD), Addenda,
Addenda Completion Data (ACD), Design Initiated Change Ot@&)and Working Drawing (WDP)
and all engineering reports shall be digitally signed in confoomavith this manual.
a S5AFAGEHE aA3Tyl Gdz2NB& Ydzad YSSiG GKS NBIjdzANBYSy i
or Adobe Approved Trusted List (AATL)
b. AATL and AATL vendor information is provided at the following website:
https://helpx.adobe.com/acrobat/kb/approvedirust-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 Extremerexjuired for all digital signature processédgter 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 thoseltidteel CTDOT CAD
Standards Website

Policies

1. The Consulting Engineer acknowledges and agrees that Contract Plans submittetieifidigital
Submission Procedure set forth in this Manual] has the same force and effect for the purposes of the
[ 2yadzZ GAy3 9y 3IAYSSNRa F3INBSYSyid ¢A0K GKS {dFdS
Professional Engineer or Architect as setlart § 20300-10 of the Regulations of Connecticut State
Agencies or § 2093 of the Connecticut General Statutes, as applicable. Nothing iDEiserves as
an authorization for, or endorsement of, the use of this [Digital Submission Procedure] gebgrtik
Consulting Engineer, its subcontractor(s), or any Connecticut Licensed Professional Engineer or
Architect withrespect to other work it performs for the State or work it performs for other clients.

2. When on call consultants are used for CTDOT pt&j¢he title sheet shall be digitally signed by CTDOT
following the procedure iligital Signatures secti@f this manual.

3.2 KSYy I R20dzySyid NBIFOKSa F FAyFE &adliddza I aCAYI f
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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Through the Project éherator, newCapital projects are spatially identified by drawing a polygon on a map in
CTAtlas 2.0(See Sectioi6). The polygon is given a temporary project identifier with thé@ ikil £ £ SG G S N&
in its name.

For any questions pertaining to @&flas 20 or GIS licensesreate a ticket with the Engnd Const. GIS
Support section ofhe COMPASS Sopmrt 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 completedCTFAtlas 2.0, includingressing the button tNotify Compass that
project PPxxxxxxx has been createfSee Creating a Proposed Pro)jeatCOMPASS project pagimcluding
document libraries, S&T application, and all other featuy®sll automaticallygenerate.

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 traiasitprocess (from a proposed project to a permanent
project number) is performed iIEOMPAS&Nd will be reflected by both the permanent number and proposed
number shown irCOMPASS.

3.1. Creating a Proposed Project (PP)

To create a new project in COMPAB&fom the following steps:

1. Create the project polygoandperformall other required actionin CFAtlas2.0 following the
guidance providedSee Creating a Proposed Pro)eThis process for new projects includes all
projects for the Bureasiof Engineering and Construction and Public Tpartsition. SeePublic
Transportation and Rail Proje@sd Planning and Emergency Declaration Projfatainique project
promotion processes related to these project types.

2. Once all necessary steps are completed irA@ds 2.0 aproject site will automatically generate in
COMPASS! can take up to an houor this process to completeNavigate tocCOMPAS&ndsearch
for the project number.A red banner will display in the COMPASS project site whilgitidhe
LINE GAAA2YAY T LINRPOSaa Aa aitAatt Ay LINPINBaay at Np
fAYAOGSR®DE

3. Create a ticket with th€ OMPASS Support Dgshviding the project numbeand Project Manager
name.

COMPASS Support
r
(,ﬂ} 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 COMPASRupport team will provide project site owner permissions to the Project Manager. All
DOT staff are automatically project site members. (S@&IPASS Project Site Permissfondetails.)

5. Populatethe Project Staffincluding the Project Initiation Staff section

6. Contactall relevantassetstewards and ensure thé/ork Types andNork Codes are selected properly
on the COMPASS Project Assets pageeECBE20239-Project Asset Forrfor more details.

3.2. COMPASS Project Assets

Project assets are to be maintained for the lif a project, from the conceptual phase through construction
SeeProject Asset ForpBridge Assets in Project Asset FpandTraffic Signal Assets in Project Asset Fmm

more details.

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

1. From the COMPASS Dashboard or Details page, selekssets tab

hboard Details ubmittals/Transmitta Asset

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 artovesivance throughhe 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 morasset record from the Proposed Project table by checking the box(Esgsshe
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 appedd&lectthe appropriateWork Type andWork Gode(s)from

the drop-downmenus. Only one Work Type can be selecté€dneor more Work Codes can be
selected, as neededPress 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 updateflectthe information selected TheUpdated

and Updated By columns aufmpulatethe with the date and hame of person who made the most
recent update

Additional notes
1 Columns in the Proposed Project table can be sorted alphanumerically.

9 Assets cannot be added or deleted in the COMPASS project page. To add or remove project assets,
make the appropriate revision in @¥las 2.0(See Managing Assets and Geomptry

3.3. Proposed Project Information (PPI) Form
1. Before beginning the PPI process,

a. Verify theProject Initiation Staff section of thiéroject Stafinformation is correct The
individual completing the PPI Form must be included in the Project Initiation Staff
b. Verify alCOMPASS Project Asedormation is correct.

2. Navigateto the Detailstab on the COMPASS project site.

Dashboard Details Submittals/Transmittals

3. SelectEstablish Project Number buttorfhis opens the blank PPI form.

Dashboard Details Submittals/Transmittals
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4. Populate all the fields in the PPI forr&nsure all fields in the PPI form are filled out before pressing
Save Data The Title, Description, Justification, and Comments fields ha@b&characterlimit.
Press the SavData button when complete.

Save Data

5. APPIPDRdocument will automatically genera@nd save in th&00 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 providethirh Files to a
COMPASS S&T Envelapd Correspondence and Memoranda in COMRARGE digital signature
guidance, se&igning and Editing PDFs in Office.365

3.4. Cancel a Proposed Project

To cancel proposedproject, createa ticket with theCOMPASS Support Depkoviding:
1 The proposed project numberVerify that the correct proposed project is provided. Once the
project cancellation process is completed, it cannot be undone.
The cancellation reason.
A request to cancel the project.

T
1

Once the cancellatioprocess is complete, theancelled date will displap the DATES section on the right side
of the Project Details page. Click on the cancelled date to view the cancellation reason.

DATES

.......

This project was cancelled due to..

CTA
= | 4

3.5. Promote a Proposed Project to Rermanent Project

Project assets are the maintained for the life of a project, from the conceptual phase through construction.
Once fundings approved and thdengineering and Constructiqgmoject is in the Financial Obligation Report
(OBL), it can be promoted to a permanent projeSeePublic Transportation and Rail Projeatsd Planning

and Emergency Declaration Projefds unique project promotion processes relatedtteseproject types.

Do not use the Select a Project Number dredpwn 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

Connecticut Department ofransportationc Digital Project Development Manual

Dashboard Details ubmit 1 A

Select a Project Number:

To request a proposed project be promoted to a permanent project:

1. Verify thescope ofthe projectmatches what is portrayed i@ FAtlas 2.0e.g., assets, polygons, étc.

2. Create a ticket with th€ OMPASS Support Depkoviding
a. The proposed project number.
b. The permanent project number.
c. The project manager.
d. A request for project promotion.

COMPASS Support

&
( )3} Welcome! You can submit a
- COMPASS\Office 365 support

request here. Please select from..

3. The COMPASS Support team will review and prorifdie project passes the necessary criteria or
provide feedback if any changes are requirétbte: The project site URL will not change when the

project is promoted; it will continue to contain the proposed project number (PP3xx), not the

new pernmanent project number.

4. Once the promotion process is complet@date the name of the MS Project Scheduledfiectthe

permanent project number.

Note: TheCOMPASS Project Site Permissigraups and project site URL will continue to reflect the PP

number for the life of the project, even after promotion to a permanent project numbEor example, if
PP1234567 is promoted to permanent project 987132, the site permissions grosgdor that project will

remain as PP123567for the duration of the project.

3.6. Public Transportation andRail Projects

For Public Transportatioand RaiprojectsNOTin the CTDOT Obligation Placomplete the following steps to

create and promote @roject in COMPASS.

1. Complete all necessary steps inAtlas 2.0asdescribedn Creating a Proposed Project

2. Once all necessary steps are completed irA@ds 2.0a project ste will automatically generate in
COMPASS. It can take up to an hour for this process to complete. Navigawe/teASa&nd 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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3. Navigate toPublic Transportation and Rail Project Data Folfiyou do not have access to this form,
please put in a request to theOT.Helpdesk@ct.gov

4. Create the new projeatsing the permanent projectumber, adding all relevant project data to the
form.

5. Create a ticket with th€ OMPASSupport Deskproviding:

a. The proposed project number.

b. The permanent project number.

c. The project manager.

d. A request for project promotion.

e. Date when thePublic Transportation and Rail Project Data Foas completed.Note: It
takes approximately 48 hours from the time that theubic Transportation and Rail Project
Data Formis completed until the project promotion process can take place.

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 pronotiee 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 (PPxxxxx), not the new permanent project number.

5. Populate theProject Staffincluding the Project Initiation Staff section.

6. Contact all relevant asssetewards and ensure the Work Types and Work Codes are selected properly
on the COMPASS@lect Assets pageSeeECBE20239-Project Asset Forrfor more details.

3.7. Planningand Emergency Declaration Projecits the OBL

ForPlanning andEmergency Declaration projects, complete the following steps to create and promote a
project in COMPASS.

1. Complete all necessary steps inAtlas 2.0 as described @reating a Proposed Project

2. Once all necessary steps are completed irA@ds 2.0, a project site will automatically generate in
COMPASS. It can take up to an hour for this process to complete. Navigaté/teASa&nd search
for the project number. A red banner will display in the COMPASS project site while the site
LINEGAAAZ2YAY T LINRPOSaa A& atuAatf Ay LINPINBaaAY at NP
AYAGSR®E

3. Confirm the project is in the Obligation Report (QBign create a ticket with theCOMPASS Support
Desk providing:
a. The proposd 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 Bmergency Declaration project.

COMPASS Support

&
(;S:} Melcome! You can submit a
- COMPASS\Office 365 support

request here. Please select from..

1. The COMPASS Support team will review and prortaotiee permanent project numberNote: The
project site URL will not change when the project is promoted; it will continue to contain the
proposed project number (PPxxxxxx), not the new permanent project number.

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

3. Contact all relevant assstewards and ensure the Work Types and Work Codes are selected properly
on the COMPASS Heut Assets pageSeeECBE20239-Project Asset Forrfor more details.

3.8. Pause or Complete BermanentProject

The project phasdisplayed folCOMPASS projects automatically displays and updates to reflect the phase in
the CTDOT Construction Management System (e.g., Site Makag&if TOWare, etc.). In some situations, a
project manager may need to manually pause or compete a project.

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

1. Goto COMPASS Projectr the dashboard, details or landing page of @QYMPASS project site. This
processannotbe performed via the COMPASS S&T page.

2. Navigate to the geafy Site Contents.
IR
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 XX¥XXX formafincluding leading zeroes).
b. Select either Completed or Paused from the Project End Date Reascdasopmenu.
c. Inthe Notes and Details fields, provide the reason for completing or pausing the project, along
with any other relevant information.
d. Verify infamation is correct, then press Save.

10
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New item

Project Number *
Enter value here

You can't leave this blank.

[ Project End Date

5/8/2023

& Project End Date Reason

IType to filter

Completed

Paused

I Attachments

Add attachments

6. To reactivate a paused or completed projemeate a ticket witthe COMPASS Support Desk

11
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CTDOTisesCOMPASand Office 365 for document managemerithe objective of COMPASS s to provide
CTDOT with project management processes that work in conjunction with aloésed digital Transportation
ManagementSolution, utilizing Microsoft Commercial @ifle-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:

1 Submittal andr'ransmittalBaltin-Courttracking

Better collaboration and communication using SharePoiiine.
Realtime project scheduling capabilities usimgegratedMS Project
Improved resource management

Realtime project status dashboards

Document control andontent management

Improved transparency and accountability

Improved risk management

=A =4 =4 =4 -8 4 A

4.1. COMPASS Overview

COMPASS is a clehdsed application built on Microsoft SharePgiages. CTDOT users are provided with a
CTDOT 0365 licenadich is used taccess COMPASS and all other DOT 0365 applicakaternal user
invitations are sent to noiCTDOT personnelsuch as consultants and contractaro grant projectspecific

site access.

Presently, COMPASS provides a single place to display therigllpmiect information:
Rightsof-Way

Environmental Permits

CORE data

Viewport data

Composite Project Database (CPD)
Submittal/Transmittal Application
Project Staff Management

MS Project Schedule Integration
Document Storage/Control
Security/User Managemén

=4 =4 =4 =4 =4 -4 -8 -8 -8 9

12
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4.1.1 Office 365 Sign In

The Microsoft Online sigim pagefor CTDOT stai$ located atttps://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

Sigrin Name
For CTDOT personnel, user sigimames matclhe ct.gov email address.

Signin Password
For CTDOT personnel, user sigipasswords matckmailpasswords. If themailpassword is changed, the
Microsoft Online password is automatically changed.

4.1.2 COMPASS Browser Set Up
COMPASS is supportedthg Edge and Chrome browsers.

4.1.3 Accessing COMPASS

For CTDOT usets, enter the main COMPA%&Sding page:
1. Login to Office 365.
2. Navigate to SharePoint.

Microsoft 365

E Qutlook . COnelrive

ﬂ Waord I' Excel

m PowerPoint u OneMote
& SharePoint $ Teams

3. Search for ProjectsThis location can also be accessed directh>vi@IPASSTip: Follow this site in
0365 orsave the site as a bookmark/favoritean internet browser window.

13
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< Prqjectsi

L) projects
Sites

. Projects

You recently accessed

{R) COMPASS

Projects

Filter Projects By

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

Reset Filters Submit Search

Project No. Temp ID. PPO00-0000
Praject Mo. PROJECT NUMBER UNASSIGNED Termp ID. PPOO0O-0000

FDE: Start of Construction: Project Manager: Schedule Phase:

Project Dashboard Project Details Copy Project Url
£ submittals/Transmittals

4.2. ProjectFolder Structureand Required Document$or CapitalProjects

This sectiordetails theprojectfolder structureand the required project documents that must be submitted
for each project.The figure belowllustrates a CTDOT projdolder structure for a Capital ProjecBee
COMPASS Permissions Mdoeldetails on folder permissions.

14
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Project Overview

Contacts

Design

Contract Docurments
Internal Documents

Confidential Documents

Project Emails

OneMote

Note: Inthe casevheretwo or more projects are combineat advertised asne project, all contract
documents for these projects will be submitted into the lowest numbered prafe€OMPASS

ProjectFolderStructureand List ofProject 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, pleake §£EDOT Digital Design
Environment (DDE) Guid@ection 3 Configuration and Worksets

CONTRACT DOCUMENLIBRARY

100_ContractPlans (PDR) This folderis inthe Contract Documents library améntains only final Contract
Plans, which includes the followin@here shall not be any working documents uploaded into this folder.
Final plans

Addendum plans

Design Initiated Change Ordgans.

AsBuilt plans

Electronic Engineering Data (EEB)nal Prepared by AEC Applications

=A =4 =8 -8 -4

110 _ContractDocumentsg This folekr is inthe Contract Documents library astiall only contain the
following final documents. Thaenly working file allowed in this folder is tli&ntractor Sbhmittal List This list
is to be maintained through the life of the project fe€2020-1 Contractor Submittals.pdf

Signed Contract

Pre-Bid Questions and Answers

Contract Special Provisiog$-inal, Adendum, andDesign InitiatedChange Order specipfovisions.
State and Feder&llinimum Wage Rates and Classifications.

SOM (Source of Materials)

Insurance documents

PreAward DBE ReviegiSpecific Contractor

Bonds

Contractor Submittal List

= =4 =4 =4 -4 -8 -8 -8 9

125_Completed_Submittalg This folderis inthe Contract Documents libranyContractor submittalg with
the exceptions of Payroltsautomatically relocate to this folder from the 120_Contractor Submittals (PDF
folder when marked completeThis folder is readnly. Documents cannot be directly updated to or modifi
in this folder.

15



https://portal.ct.gov/DOT/Engineering-Applications/CTDOT-CONNECT-DDE-eBook-Volume-001---Overview/Section-3---Configuration-and-Worksets#WORKSETS
https://portal.ct.gov/-/media/DOT/documents/AEC/Contractor-Submittal-List.xlsx
https://portal.ct.gov/-/media/DOT/documents/AEC/ECD-2020-1_Contractor_Submittals.pdf
https://portal.ct.gov/-/media/DOT/documents/AEC/Contractor-Submittal-List.xlsx
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ProjectFolderStructureand List ofProject Documentation

130 Final Engineering Reportg This foldelis inthe Contract Documents library amontains all the final
engineering reports There shall not be any working documents uploaded into these foldéose: Ensure file
names in this folder: 1) do not include any sgial characters and 2Jccurately and intuitively describe the
document.
1 Hydraulic
0 Hydraulic Report and Hydraulic Report Data

Scour Reporéand Scour Report Data
Floodway Reporand Floodway Report Data
Final Drainage Reports and Final Drainage Report Data
USGS Bridge and Channel Assessment Reports

0 Miscellaneous Technical Data, Studies, Investigations or Reports
9 Environmental Compliance

0 Task 110

0 Task 210

0 Task 310

0 Underground Storage Tank System Closure Reports
9 Bridge

0 Load Rating
Y Geotechnical

0 Geotechnical Report Project filemcludingtest boring, laboratory testing data file, and

computations

[l elNolNe]

160_Project Photog This foldeilis inthe Contract Documents library aislwhere all project photoand
videosshall be stored. Both engineering and construction photos shall be stored in this folder.

INTERNAL DOCUMENTS LIBRARY

120 _Contractor Submittals (PDFR This foldelis inthe Internal Documents library armbntains the following:
Shop Drawings

Product Data Sheets

Product Samples

Coordination Drawings

WorkingDrawings

Requests for Entitlement

Correspondence from Contractor

RFIs

RFCs

Schedules

Payrolls

Material Testing

Quality Assurance Submittals

Operation ad Maintenance Manuals

Spare Parts Transmittals

Landscape Submittals

When contractors create submittals, dtbcuments automatically uploaded to this folder.

= =4 =8 =8 =8 -8 8 o8 ofofofoa o e o e

140_Project_Administratiorg, This foldeiisin the Internal Documents library and is the storage locafmm
final permanentmilestoneproject administration documents. Thepeoject administration documents can b
defined as but not limited to,deliverables such as agreemernsoject approvals, pject scoperegulatory
doauments, design phase schedulesc. There shall not be amlyaft documents uploaded into this folder.

1 Agreements; Utility, Railroad, Municipal, etc.

16
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ProjectFolderStructureand List ofProject Documentation

Categorical Exclusion

Certification Acceptance Checklist

Commitment list

Consultant Selection Documergsscope of Services, Notice to Proceed, etc.
Construction Incidental Cost Establishment Report
DBE/SBE Approval with percentage, participation level
Design Approval

Design Exceptions

Design Phase Microsoft Reot Schedule COMPASS
Draft Noise Analysis Report

Environmental Impact StudyEIS

Final Design Report

Final Noise Analysis Report

Finding of No Significant ImpadtONSI

Lighting Agreement

Record of DecisiogROD

Rehabilitation Study Report

Risk Managment Documents

RPMc Request for Project Memorandum

Sidewalk Maintenance Agreement

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

Structure Type Study

Waiver to Obligate Funds

White Papers

=& —a _a _a_a_a_a_&a _a_a_a_8_a_28_9o__9a_-8_29_a_9_2a._-_-2a._24

142 Project Administration CorrespondencgThis folderis inthe Internal Documents library aris for all
final project correspondence documents. This is defined as any request memaos, response leitensstc.,
and does not include any doaents that are defined in the 140_Project Administration folder. This folder
shall not include any working/draft documents.

1 Meeting Minutes

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

1 Response MemosResponse to the Requdgtemos

150 Quantity Calculationg This folderis inthe Internal Documents library arid where all the final quantity
calculations for contract items shall be stored.
9 FDP Estimate Quantity Computations

151 Final Design CalculatiogsThis foldetis inthe Internal Documents library and where all the final desig
calculations shall be stored.

170_ROWFiles- This foldeiis inthe Internal Documents library and where the final property maps shall be
stored until they are uploadehto the IRMS. Also,the project polygons and parcel polygons file shall be
stored here

210_Constructiorg This foldetlis inthe Internal Documents librarySee Construction Documentation for mo
information.
1 01¢ Project Documents
Semi andMonthly Payment Estimates
Construction Orders with Backup
Copies of CogRlus Sheets with backup
All Delivery Tickets, Bituminous Concrete, Processed Aggregate Base, Concrete, etc.

O O O0OOo
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ProjectFolderStructureand List ofProject Documentation

Material Certifications, etc. (All Laboratory Reports)
Nuclear Density Tesind Data Sheets (C&I25, 133)
Pile Driving Logs (C&aY)
Environmental Correspondence, Logs, etc.
Utility Forms (COMO and 41)
Contractor Payrolls
EEO/AA Reports (3D-90s)
Labor Wage Checks (CQ@8L)
Hazardous Waste Manifests
Stores Requisitions andanhsfer Vouchers
Purchase Orders and Requisitions
Correspondence
Computer Disksproperlylabeled.
Any Other Related Records
Town Correspondence FHéncludes:
A General Material
A Request for and response to matters concerning highway, bridge, signiitmdigetc.
by townofficials.
A Written commitments to first officials and/or elected, appointed state, federal
officials.
A Mapping Prepared by district or filed witlistrict.
02c¢ Internal Documents
o Consultant Ratings
o Other Sensitive Documents
0 This folder has unigue permissiorfSeeCOMPASS Permissions Mdoeldetails.
03¢ Measurements and Payments
o Field Books (all) Volumes 132&4s
04 ¢ Consultant Negattions
o Consultants Billings with Backup
0 Sensitive documents pertaining to QEEfotiations.
0 This folder has unigue permissionSe COMPASS Permissions Mdoeldetails.
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 dbn-Compliance/Notice of Violation
CTDEEP Neaompliance Monitoring Reports
CTDEEP Work Commencement Form
CTDEEP Compliance Certification Form
CTDEEP Permit Notification Correspondence
/ €599t {AGS LyalLlsSOiA2y wSLER2NIA& 3 whaQa
CTDEEP/USACE Permit Extensiguét
CTDEEP/USACE Permit Extension Approval
CTDEEP/USACE Tofi¢Year Waiver Request
CTDEEP/USACE Tofié'ear Waiver Approval

O OO0 00000000 O0OO0OO0OOo

O OO0 O O0OO0OO0OO0OO0OO0OO0OO0OOo0OOoOOo
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ProjectFolderStructureand List ofProject Documentation

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

OEP Routine Inspection Report

OEP Semifinal Inspection Report

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

USCG Deviation Letters

Submittals SatisfyinG TDEEP/USACE Special Conditions

O OO OO O0OO0OO0oOOoOOoOOo

211 Materials Testing; This foldeiis inthe Internal Documents libraryi-ollow guidance provided in the
Materials Evaluation and Specifications Unit (MESU) COMPASS Construction Bulletin

220 _FHWA This folderisin the Internal Documents library and used by the FHWA for their purposes

230_ContractAdministration ¢ This foldeiis inthe Internal Documents library and used by the CTDOT
Contracts unit.

240_ContractDevelopmentg This foldetlis inthe Internd Documents library anid thelocation where the
Designer uploads the following supplemental contract documents:

T

1
)l
)l
il

All contract special provisions and Notice to Contractors (NT@jeiid format, both final and
addendum special provisiondAll contract special provisioshallbe uploaded to the subfolddfDP
Specs No other documents shall be uploaded to the FDP Specs subfolder exiceontract special
provisions and NTCs in Word format.

If the project contains CSI specifications thesigner is to creatasubfolderto the 240 _Contract
Development foldenamedCSISpecsand upload all CSI specifications to this locatilio. other
documents shall be uploaded to thESISpecs subfolder except théSl specificationsITCs in Word
format. SeeDesign Review Phader instructions on how to create the CSI Specs folder.
EstimatorProposal Estimate

Calendar Day Estimate

Electronic Engineering Data Filgdoaded by he Designer.

Permit Applications anfpprovals

310_Milestone_Submissions This folderis inthe Internal Documents library and is the location where the
designer shall submit all milestone submission documents. This includes plans, special provisions, rep
estimates, etc. This folder has stdiders for 30, 60, 90, and 100 submissions.

320 _Permit_Development, Thisis inthe Internal Documents library and can be used to store documents
the development of permits. Note: At FDP, the permit applications and approvals must be uploaded int
240 Contract Documents folder. The procegsinit then adds the permits and applications to the contract
and uploads the contract into the 110 Contract Documents folder.

=4 =4 =4 =8 -8 -8 -8 -9

Permits Needs Determination Form (PNDF)
Wetland Flagging Coordination

Natural Diversity Database (NDDB) Coordination
CTDEEP Fisheries Correspondence

LEAN Meeting Minutes

Project Manager Meeting (PMM) Minutes

Permit Review Comments

Responses to Permit Review Comments

600_Project Initiation Documents This foldetisin the Internal Documents library andvidiere any project
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ProjectFolderStructureand List ofProject Documentation

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

CONFIDENTIAL DOCUMENTS LIBRARY

131 EngineeringReports Confidential¢This foldelis inthe Confidential Documents library and is only see
by a select number of people.
9 Bid Analysis

141_Project Administration_Confidentialg This foldeiis inthe Confidential Documents library and shall be
used for documents that only CTDOT should have access to.
9 Consultant Payroll information

231_Contract Administration_Confidentialg This foldelis inthe Confidential Documents libraryAccess is
limited to the CTDOT Contracts Unit.

241 ContractDevelopment Confidential¢ This foldetlis inthe Confidential Documents library and containg
the final engineers estimate and calendar day estimate developed by the cost estimating unit.

9 Final Engineers Estimate

9 Final Calendar Day Estimate

4.3. COMPASS Project Site Permissions

Access to COMPASS project sites is provided sisgngermission groupsEach permissionrgup has a unique
set of rights and restrictions.

CDOT personneind FHWAAre automatically added to all COMPASS site members groups.

The Project Manager will be added to thiége owners permissions group (full control of site) wheeticket is
created during the project creation process (seeating a Proposed Project (PFPlhe Project Manager (PM)
is responsible for granting and maintaining project site access for all consuttantsactors,and
stakeholders.The PM may also choose to invite anotkesm 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 siteners group.The majority of CTDOT and
consultant staff will remain in the siteembers permissions group.

4.3.1 Site Permissions Groups Defined

There are dur permissions grouper project Site Owners, Site Membeite Stakeholderand Site
Contractors There is a programvide Compass Owners group whicmd to be edited or changed by project
staff.

Site Settings » Permissions

20



Connecticut Department ofransportationc Digital Project Development Manual

43.1.1 Site Owners Groug XXxXxxxxx Owners

Staff addedn thisgrouphavefull control of the site including the ability t@dd, editor deletedocuments
Siteowners are responsible for maintaining site permissioliss recommended that two staff from design
and two from construction are in the project site own@soup. If staff rotates off of a project, the site owner
leaving the project should be removed and the replacement added to this permissions gktbggie owners
should review theRestricted Elemenito ensure actions are not taken which compromise the project site.

4.3.1.2 SiteMembers Groupg xxxxxxxx Members

Site Member is the magommongroup used for CTDOT staff and consultamslividuals who need to review
submittals and access document folders should be added tsitharembers group.Construction

Contractors shouldot be added to thesite members group; they shoulde added to theSite Contractors

Group External users invited to jomproject should follow the instructions providedAucepting an

Invitation (External UsersCTDOT and FHWA personnel automatically have access to all COMPASS project
sites and do not need to be invited individuall@TDOT staff have access via the 00ifpassDOTUsers

group; FHWA has access via the DOT Congdaegulatory Partners Members group. These groups are added
to every project site members group and should not be deleted or modified by the site owners.

4.3.1.3 Site Contractors Group xxxxxxxx Contractos

Users in the Site Contractypermissions groupancreate new submittalén the COMPASS S&T application

and respond to requests to revise and resubmit. Contractors caaruess the Commentsigor document

version history Contractors arémited to viewing submittals in the Submittals / Transmittals table that a
member of the Contractors group createat for which that individual is the Batl Court (BIC) If multiple
YSYOSNE FNB AyOfdzZRSR Ay (KA a taB MEdAAT talilek Bhe prajectt £ &S S
Contractor(s) should be added to this groufne COMPASS Contractor's User Marpravides instructions to
Contractors on how to acceptvitations and use the COMPASS S&T application.

4.3.1.4 Site Stakeholders Groug xxxxxxxx Stakeholders

Users in the Site Stakeholders permissions gaancreate new submittals in the COMPASS S&T apiplicat
and respond to requests to revise and resubmit. They catimoComments/Lo@r document version history
Stakeholders are limited to viewing submittals in the Submittals / Transmittals table that they individually
create. Typical stakeholders includailroad representatives, townsiilities, and other agencies.

4.3.1.5 Compass Owners

Compass Owners are a limdt@aumber of prograrwide administrators representing various design units and
construction districts.To add or remove a Compass Owner, please create a tickeDWItWPASS SuppoDo
not add or remove individuals from this group.

4.3.1.6 COMPASS Permissions Model
SeeCOMPASS Permissions Mdoeldesign library and folder permissions.
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Site Permissions Summary Table

o 2
S| ,| o 8| §
5| 8| &l 2|8
FUNCTION 2 & g| £ 5

o 2 o n O
5|10 5| | &
@) n| v

Invite or remove users from site permissions groups X X

Delete a submittal as the submittal owner X X | X

Delete a submittal on behalf of another user (proxy) X | X

Reopen a complete S&T envelof@ternal CTDOT staff only) X X

Start, edit, revise & resubmit, or complete a review cycle asthenittal owner X | X | X

Start, edit, revise & resubmit, or complete a review cycle on behalf of another user (pr| X X

Startor finalize a Bluebeam Studio Session as the submittal owner X X X

Start or finalize a Bluebeam Studio Sessiobemalf of another user (proxy) X X

Modify the Approval Matrix X X

View the Approval Matrix X X X

Function as submittal owner per the Approval Matrix for Contractor submittals X X X

Function as submittal owner famternaktinternal or internalexternal submittals X X X

View and add posts to the submittal Comments/Log X X X

Access the Dashboard and Details pages* X X X

Create a submittal X X X X X

Replace a submittalocumentin response to an R&R X X X X X

Review a submittal (Submittal Reviewggctior) X X X X X

Contributedocuments to a subittal at any time in the review workflow X X X

Reassigor addreviewers toa review assignment (Submittal Reviewer Section) X X X

Approve or Reject Uploads as the submittal owner X X X

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

Delink files from a submittal envelope as the submittal owner X X X

Delink files from a submittal envelope on behalf of another user (proxy) X | X

View document version history X | X | X

Modify/edit files in the 125 Completed_Submittd¢gder X

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

4.3.2

The project manager or delegated staff member is responsible for maintaining theesitessions throughout

Setting up Site Permissions Groups

the duration of the project.There are two ways to access the project site permissions

43.2.1

Site Settings Gear

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

Submittals/Transmittals

\

Dashboard Details

2. Clickthe Gearin the upperright-handcorner 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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Select thexxxxxxxx Contractors, xx@xxx Members, xxxxxxx Owners or xxxxxxx Stakeholders
permissions group, as apgpriate. Do notnake any changes to the Compass Owners groigie:
Projects which begin in COMPASS as proposed projects (PBoxxxwill display the proposed
project number in the site permissions groups, even after site promotion. For exampRPE23
4567 is promoted to permanent project 9878432, the site permissions grouger that project will
remain as PP123567.

Site Settings » Permissions

To adda new member to the group, press NéywAdd Users

People and Groups » 0018-0134 Members

Invite users to the project site as follows:

a. CTDOT personnel: CTDOT sthiffady has access to all project sites and does not need to be
individually invited, nless they are being granted site owner permissions. Pleasgitee
Members Groum xxxxxxxx Memberd$or more details.

b. FHWA personnel: FHWA staff already has access to all sitgsctind does not need to be
individually invited. Please sé&éte Members Group xxxxxxxx Member$or more details.

c. PreQualified ConsultantsThere are twanethods of inviting consultanigncluding CLE,
design consltiants, ard CE&I) to COMPASS project sit8se Managing PreApproved BOEC
Consultant Project Site Permissidos details.

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

Multiple users can be invited at a tim&y default, an email invitation will be sent to new users that
includes an optional pers@al messag. To avoid sending an email notificatjatick Show Options and
dzy OKS O] G(KS 062E a{ SEyhallinbitstionS shbuldibt beifofuthidédibetiiegny ® £
users; a separate invitation should be sent to eagkternal usemwho requires siteaccess

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

Share Cancel

Include a personal message with this invitation (Optional)

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

M send an email invitation

4.3.2.2 Site Settings URL

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

For proposed projectand permanent projects which began in COMPASS as proposed prgetisthe
below URL, replacing thrmumbershighlighted in red with the relevant proposed project numb&he 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/PB33-0008 layouts/15/user.aspx

For permanent projectthat did not start in COMPASS asosed projectsreplace the numbers highlighted
in red with the relevant project number:

https://ctgovexec.sharepoint.com/projects00550130Q layouts/15/user.aspx

Follow step$-7 as described in th&ite Settings Ge®ection to add users tthe appropriate permissions
groups.

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

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

4.3.2.3.1 Restricted Elemeng Settings Menu
Donot use any of the functionality under the Settings menu.
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r=

People and Groups » 0134-0148 Members

@ [ Name

Executive

. e e
About me Tit|e i ok

Test

4.3.2.3.2

Restricted Element Permissions Ribbon

Do not use the menu items in thimheritance, Grant, Modify or Manage sections of the ribb&u not delete

permissions, grant new permissions, or create new permissions grduesCheck Permissions button can be
used toquery the permission of an individual for that project site.

BROWSE

4.3.2.3.3 Restricted Element Modifying Site Styles

Donot use theBrowser,Pageor Publishoption in the ribbon.Best practice Keep the ribbon hidden to avoid

accidentally selection one of these options.

3t Egnngctic[ﬁ: SharePoint

I BROWSE PAGE PUBLISH I

{(R) COMPASS

To hide the ribbon, go to the Gear HiddenRibbon
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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 Unigue Permissions

Donot remove the two groups included in all project site members groups:
1 CTDOT staff: D@ompassDOTUsers group
1 FHWA staff (Connecticut): DOT CompgaRegulatory Partners Members

Do not modify any oftte unique folder permissions established progratde, as noted in th€OMPASS
Permissions Model (sharepoint.com)

4.3.3 Accepting an Invitation (External Users)

External userse(g.,Contractors, Consultants, Stakeholders, etc.) invited to join a COMPASS project site will
need to take the following steps accept a COMPASS invitatidixternal users should never forward their
invitations to other users.A unigque invitation needs tde sent to eachuserrequiring project site access.

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

§Y 58LISYRAYI 2V uKS dza SNDa SYF At aSifodgrdas G(KS
LJt if 221

2
A a 8 Ay GKS ahiKSNE SOGA2Yy Ay hdzi

T«T

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 logn using their company Office 36Sernameand password.

b. 9EGSNY I f dzaSNB 6AGK2dzi 'y SEA&GAY3I aAONRA&ZTI
ad2dzyié I yR T2 f-tpRahewiffeSacauniSingahe énil aildgeds 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, Xt VE, Outlook.com, or other Micre
ol SELECT TO SIGN-IN USING AN

EXISTING COMPANY OFFICE

/ 365 ACCOUNT. USE THE SAME
El ‘-‘ Organizational account USER NAME AND PASSWORD.

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
Legal | Privec SELECT TO CREATE A
i i NEW, FREE ACCOUNT.

43.4 Consultant Staff
Consultant staff is typically invited the Site Members Groupn a given COMPASS project site.

4.3.4.1 Managing PreApproved BOEC Consultant Project Site Permissions
COMPASfrojectsite owners have two options for managipge-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 Consultans by Company Using Dynamic Groups

Project site owners have the opti of invitingpre-qualified consultants via unique domain name.
Only use this option for the site membenrsermissionsgroup. Do not user for the site owners group.

To use this option, the following elements aeguired:
1 Gompany is a prejualified BOEC consultant. Please Bemjualified Consultants for Year 2024

(ct.gov)for list.

1 Individual consultant stafhust completeGetting 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 AccesRequired Forms

All consultants To better collaborate in COMPASS and view some frequently requested documentegion, p
approved Bureau dEngineering and Construction (BOEC) Consulsmasld follow the instructions provided
in Getting Started with SharePoint for Consultants (ct.g@gmpleting this form provides accesstany
resources,including:

1 COMPASS Dashboard, Details and Asset tabs

9 Access to CTDOT Owned Special Provisions

T Access t®OT BOEC Consultantdome (sharepoint.com)

9 Ability for CTDOT Site Owners to manage permissions via company domain

For OneDrive sync onlyFor consultants who need tync to OneDrive for use of CAD files or other needs,
please see guidance providedM®.1 Obtaining Access to SharePoint (ct.gov)

4.4. Navigating COMPASS

For CTDOT useifsllow the instructions provided iEOMPASS Overvidavlog-in to Office 365 and access
COMPASS.

4.4.1 COMPASS Home Page

44.1.1 Searching for Projects

Onceon the COMPASS Home Pagearch or filter by Project Number, Project Name, Project Manager or
Schedule Phase.
1 Multiple Project Managers and / or Sched Phases can be selected at the same time.

9 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

9 Click the Filter / Search Projects arrow to collapse or expand the filtering section.

/, Filter/Search Projects % | ? Help

1 of]

9 If a search produces multiple results, scroll betweenRragect Landing Pages by using the up and
down arrows located on the uppeight hand side of the page.

4.4.2 Project Landing Page

The following resources can be accessed from each Project Landing page
Project Dashboard

Project Details

Copy ProjecURLg Copies the project site URL to the clipboard.

COMPASS Submittal/Transmittal Application

MS Project Schedule The MS Project schedule button Mahly be active if there is an associated
schedule and if the user has an MS Project Online licenseCSEEASS Software License
Reguirementdor details.

IR

30





























































































































































































































































































































































































































































































































































































































































































