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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 
HUbruce.bourgoin@ct.gov 
 
Mathew Calkins P.E. 
Transportation Supervising Engineer 
AEC Applications 
Mathew. 
mathew.calkins@ct.gov  
 
 
 
            ___________ 
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1. 5ŜŦƛƴƛǘƛƻƴǎ 

ACD ς The attribute applied to a revision requested by the Processing unit to an ADP discipline subset.   
 
ACD2 ς The attribute applied to a revision requested by the Processing unit to an ACD discipline subset.   
 
ADP ς The attribute applied to an Addendum discipline subset. 
 
ATLAS ς This tool is used to manage the location of various assets, projects, and investigations.  
 
Bluebeam ς PDF software. 
 
CIM ς Civil Integrated Management 
 
CSI ς Construction Special provisions Institute  
 
DCD ς The attribute applied to a revision requested by the Processing unit to an FDP discipline subset.    
 
DCD2 ς The attribute applied to a revision requested by the Processing unit to a DCD discipline subset.    
 
Discipline Subset ς 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 ς The attribute applied to a design-initiated change order discipline subset. 
 
DPD ς Digital Project Development Manual. 
 
EED ς Electronic Engineering Data 
 
Engineer of Record ς ¢ƘŜ ŜƴƎƛƴŜŜǊΩǎ ŘƛƎƛǘŀƭ signature that is applied to the discipline subsets.  For CTDOT staff 
this would be the Principal Engineer.  
 
FDP ςThe attribute applied to a final design plans discipline subset. 
 
FIO ς ¢ƘŜ ŀǘǘǊƛōǳǘŜ ŀǇǇƭƛŜŘ ǘƻ ŀ άŦƻǊ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴƭȅέ ŘƛǎŎƛǇƭƛƴŜ ǎǳōǎŜǘΦ   
 
FPL ς The attribute applied to an advertised FDP discipline subset. 
 
O365 ς Microsoft Office 365 
 
Project Manager ς 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 ς 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 ς COMPASS Submittals/Transmittals application. 
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2. tǊŜǊŜǉǳƛǎƛǘŜǎ ŀƴŘ tƻƭƛŎƛŜǎ 

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 ς CTDOT uses COMPASS and Office 365 for a document 
management solution.   

2. PDF Software ς CTDOT has standardized on Bluebeam its PDF software. 
a. A current 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. 5ƛƎƛǘŀƭ ǎƛƎƴŀǘǳǊŜǎ Ƴǳǎǘ ƳŜŜǘ ǘƘŜ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻŦ !ŘƻōŜΩǎ /ŜǊǘƛŦƛŜŘ 5ƻŎǳƳŜƴǘ {ŜǊǾƛŎŜǎ ό/5{ύ 
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 
/ƻƴǎǳƭǘƛƴƎ 9ƴƎƛƴŜŜǊΩǎ ŀƎǊŜŜƳŜƴǘ ǿƛǘƘ ǘƘŜ {ǘŀǘŜ ŀǎ ŀ ǎƛƎƴŀǘǳǊŜ ŀƴŘ ǎŜŀƭ ƻŦ ŀ /ƻƴƴŜŎǘƛŎǳǘ [ƛŎŜƴǎŜŘ 
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. ²ƘŜƴ ŀ ŘƻŎǳƳŜƴǘ ǊŜŀŎƘŜǎ ŀ Ŧƛƴŀƭ ǎǘŀǘǳǎ ŀ άCƛƴŀƭ {ǘŀǘǳǎέ ǎƘŀƭƭ ōŜ ǇƭŀŎŜŘ ƻƴ ǘƘŜ ŘƻŎǳƳŜƴǘΦ  ¢Ƙƛǎ ǿƛƭƭ 
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. tǊƻƧŜŎǘ /ǊŜŀǘƛƻƴ ƛƴ /hat!{{ 

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 iniǘƛŀƭ ƭŜǘǘŜǊǎ ƻŦ άttέ 
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: 
 

 
 
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 ς including 
document libraries, S&T application, and all other features ς 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.  A red banner will display in the COMPASS project site while the site 
ǇǊƻǾƛǎƛƻƴƛƴƎ ǇǊƻŎŜǎǎ ƛǎ ǎǘƛƭƭ ƛƴ ǇǊƻƎǊŜǎǎΥ άtǊƻƧŜŎǘ ǇǊƻǾƛǎƛƻƴƛƴƎ ƛƴ ǇǊƻƎǊŜǎǎΦ  {ƻƳŜ ŦǳƴŎǘƛƻƴŀƭƛǘȅ ǿƛƭƭ ōŜ 
ƭƛƳƛǘŜŘΦέ 

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

name. 

 
 

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. 

 
 

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. 

 
 

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

 
 

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. 

  
 

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: 

¶ Columns in the Proposed Project table can be sorted alphanumerically. 

¶ 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 PPI 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. 

 
 

3. Select Establish Project Number button.  This opens the blank PPI form. 
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4. Populate all the fields in the PPI 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. 

 
 

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

 
 

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: 

¶ The proposed project number.  Verify 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. 
 
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. 

 

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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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. A request for project promotion. 

 
 

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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ǇǊƻǾƛǎƛƻƴƛƴƎ ǇǊƻŎŜǎǎ ƛǎ ǎǘƛƭƭ ƛƴ ǇǊƻƎǊŜǎǎΥ άtǊƻƧŜŎǘ ǇǊƻǾƛǎƛƻƴƛƴƎ ƛƴ ǇǊƻƎǊŜǎǎΦ  {ƻƳŜ ŦǳƴŎǘƛƻƴŀƭƛǘȅ ǿƛƭƭ ōŜ 
ƭƛƳƛǘŜŘΦέ 
 

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. 
b. The permanent project number. 
c. The project manager. 
d. A request for project promotion. 
e. 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.      

 
 

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 
ǇǊƻǾƛǎƛƻƴƛƴƎ ǇǊƻŎŜǎǎ ƛǎ ǎǘƛƭƭ ƛƴ ǇǊƻƎǊŜǎǎΥ άtǊƻƧŜŎǘ ǇǊƻǾƛǎƛƻƴƛƴƎ ƛƴ ǇǊƻƎǊŜǎǎΦ  {ƻƳŜ ŦǳƴŎǘƛƻƴŀƭƛǘȅ ǿƛƭƭ ōŜ 
lƛƳƛǘŜŘΦέ   

   
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. 

 
 

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 Ą Site Contents. 

 
 

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. 

 
 
 

4. Press New. 

 
 

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

https://ctdotcompass.atlassian.net/servicedesk/customer/portals
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4. 5ƻŎǳƳŜƴǘ aŀƴŀƎŜƳŜƴǘ {ȅǎǘŜƳ 

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: 

¶ Submittal and Transmittal Ball-In-Court tracking 

¶ Better collaboration and communication using SharePoint online. 

¶ Real-time project scheduling capabilities using integrated MS Project  

¶ Improved resource management 

¶ Real-time project status dashboards 

¶ Document control and content management 

¶ Improved transparency and accountability 

¶ 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 O365 license which is used to access COMPASS and all other DOT O365 applications.  External user 
invitations are sent to non-CTDOT personnel ς such as consultants and contractors ς to grant project-specific 
site access. 
 
Presently, COMPASS provides a single place to display the following project information: 

¶ Rights-of-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 Management 
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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. 

 
 

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. 

 

COMPASS is supported by the Edge and Chrome browsers. 

 

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

 
3. Search for Projects.  This location can also be accessed directly via COMPASS.  Tip:  Follow this site in 

O365 or save the site as a bookmark/favorite in an internet browser window. 

https://www.office.com/
https://ctgovexec.sharepoint.com/projects/Pages/Projects.aspx
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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. 

https://ctgovexec.sharepoint.com/teams/AEC/SitePages/COMPASS-Permissions-Model(1).aspx
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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) ς 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. 

¶ Final plans 

¶ Addendum plans  

¶ Design Initiated Change Order plans. 

¶ As-Built plans 

¶ Electronic Engineering Data (EED) ς Final Prepared by AEC Applications 

110_Contract_Documents ς 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. 

¶ Signed Contract 

¶ Pre-Bid Questions and Answers 

¶ Contract Special Provisions ς Final, Addendum, and Design Initiated Change Order special provisions.   

¶ State and Federal Minimum Wage Rates and Classifications. 

¶ SOM (Source of Materials) 

¶ Insurance documents 

¶ Pre-Award DBE Review ς Specific Contractor 

¶ Bonds  

¶ Contractor Submittal List 

125_Completed_Submittals ς This folder is in the Contract Documents library.  Contractor submittals ς with 
the exceptions of Payrolls ς 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.  

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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Project Folder Structure and List of Project Documentation 

130_Final _Engineering Reports ς 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. 

¶ Hydraulic  
o Hydraulic Report and Hydraulic Report Data 
o Scour Report and Scour Report Data 
o Floodway Report and Floodway Report Data 
o Final Drainage Reports and Final Drainage Report Data 
o USGS Bridge and Channel Assessment Reports 
o Miscellaneous Technical Data, Studies, Investigations or Reports 

¶ Environmental Compliance  
o Task 110 
o Task 210 
o Task 310 
o Underground Storage Tank System Closure Reports 

¶ Bridge 
o Load Rating 

¶ Geotechnical 
o Geotechnical Report Project files - including test boring, laboratory testing data file, and 

computations 
160_Project Photos ς 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) ς This folder is in the Internal Documents library and contains the following: 

¶ Shop Drawings 

¶ Product Data Sheets 

¶ Product Samples 

¶ Coordination Drawings 

¶ Working Drawings 

¶ Requests for Entitlement 

¶ Correspondence from Contractor 

¶ RFIs 

¶ RFCs 

¶ Schedules 

¶ Payrolls 

¶ Material Testing 

¶ Quality Assurance Submittals 

¶ Operation and Maintenance Manuals 

¶ Spare Parts Transmittals 

¶ Landscape Submittals 
When contractors create submittals, all documents automatically uploaded to this folder. 

140_Project_Administration ς 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.    

¶ Agreements ς Utility, Railroad, Municipal, etc.  
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Project Folder Structure and List of Project Documentation 

¶ Categorical Exclusion 

¶ Certification Acceptance Checklist 

¶ Commitment list 

¶ Consultant Selection Documents ς Scope 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 Project Schedule - COMPASS 

¶ Draft Noise Analysis Report 

¶ Environmental Impact Study ς EIS 

¶ Final Design Report 

¶ Final Noise Analysis Report 

¶ Finding of No Significant Impact - FONSI 

¶ Lighting Agreement 

¶ Record of Decision ς ROD 

¶ Rehabilitation Study Report 
¶ Risk Management Documents 
¶ RPM ς 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 

¶ White Papers  

142_Project Administration Correspondence ς 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.   

¶ Meeting Minutes 

¶ Request Memos ς Survey Request, Design Reviews, Support unit design.    

¶ Response Memos ς Response to the Request Memos 

150_Quantity Calculations ς This folder is in the Internal Documents library and is where all the final quantity 
calculations for contract items shall be stored. 

¶ FDP Estimate Quantity Computations 

151_Final Design Calculations ς 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 ς This folder is in the Internal Documents library.  See Construction Documentation for more 
information. 

¶ 01 ς Project Documents 
o Semi and Monthly Payment Estimates 
o Construction Orders with Backup 
o Copies of Cost-Plus Sheets with backup 
o All Delivery Tickets, Bituminous Concrete, Processed Aggregate Base, Concrete, etc. 
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Project Folder Structure and List of Project Documentation 

o Material Certifications, etc. (All Laboratory Reports) 
o Nuclear Density Test and Data Sheets (CON-125, 133) 
o Pile Driving Logs (CON-87) 
o Environmental Correspondence, Logs, etc. 
o Utility Forms (CON-40 and 41) 
o Contractor Payrolls 
o EEO/AA Reports (30-60-90s) 
o Labor Wage Checks (CON-131) 
o Hazardous Waste Manifests 
o Stores Requisitions and Transfer Vouchers 
o Purchase Orders and Requisitions 
o Correspondence 
o Computer Disks - properly labeled. 
o Any Other Related Records 
o Town Correspondence File - Includes: 

Á General Material 
Á Request for and response to matters concerning highway, bridge, signing, lighting, etc. 

by town officials. 
Á Written commitments to first officials and/or elected, appointed state, federal 

officials. 
Á Mapping Prepared by district or filed with district. 

¶ 02 ς Internal Documents 
o Consultant Ratings 
o Other Sensitive Documents 
o This folder has unique permissions.  See COMPASS Permissions Model for details. 

¶ 03 ς Measurements and Payments 
o Field Books (all) Volumes 1,2,3, & 4s 

¶ 04 ς Consultant Negotiations 
o Consultants Billings with Backup 
o Sensitive documents pertaining to CEI negotiations. 
o This folder has unique permissions.  See COMPASS Permissions Model for details. 

¶ 05 ς Environmental  
o USACE Work Start Notification Form 

o USACE Compliance Certification Form 

o APA/Watershed Resource Maps 

o CTDEEP De Minimis Change Request 

o CTDEEP De Minimis Change Approval 

o CTDEEP Notice of Non-Compliance/Notice of Violation 

o CTDEEP Non-Compliance Monitoring Reports 

o CTDEEP Work Commencement Form 

o CTDEEP Compliance Certification Form 

o CTDEEP Permit Notification Correspondence 

o /¢599t {ƛǘŜ LƴǎǇŜŎǘƛƻƴ wŜǇƻǊǘǎ ϧ whaΩǎ 

o CTDEEP/USACE Permit Extension Request 

o CTDEEP/USACE Permit Extension Approval 

o CTDEEP/USACE Time-of-Year Waiver Request 

o CTDEEP/USACE Time-of-Year Waiver Approval 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fctgovexec.sharepoint.com%2Fteams%2FAEC%2FSitePages%2FCOMPASS-Permissions-Model(1).aspx&data=05%7C01%7CLynne.Hassey%40ct.gov%7C734ec1c4b0d8437b75d908db41043557%7C118b7cfaa3dd48b9b02631ff69bb738b%7C0%7C0%7C638175258550919470%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=88C8qFkPpn9XCCWl9mfl2Wm1REiPB6oswbs7DQrLXBo%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fctgovexec.sharepoint.com%2Fteams%2FAEC%2FSitePages%2FCOMPASS-Permissions-Model(1).aspx&data=05%7C01%7CLynne.Hassey%40ct.gov%7C734ec1c4b0d8437b75d908db41043557%7C118b7cfaa3dd48b9b02631ff69bb738b%7C0%7C0%7C638175258550919470%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=88C8qFkPpn9XCCWl9mfl2Wm1REiPB6oswbs7DQrLXBo%3D&reserved=0
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Project Folder Structure and List of Project Documentation 

o CTDEEP/USACE Emergency Authorization Request 

o CTDEEP/USACE Emergency Authorization Approval 

o CTDEEP Emergency Authorization Extension 

o Complaints 

o OEP Routine Inspection Report 

o OEP Semifinal Inspection Report 

o District Weekly / Routine Inspections (CSEIR) 

o CTDEEP Stormwater Notice of Termination Form 

o Wetland Mitigation As-Builts 

o USCG Deviation Letters 

o Submittals Satisfying CTDEEP/USACE Special Conditions 

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

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

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

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

¶ 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. 

¶ If the project contains CSI specifications, the designer is to create a sub-folder to the 240_Contract 
Development folder named CSI Specs and upload all CSI 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. 

¶ Estimator Proposal Estimate  

¶ Calendar Day Estimate 

¶ Electronic Engineering Data Files uploaded by the Designer. 

¶ Permit Applications and Approvals 

310_Milestone_Submissions ς 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 ς 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.  

¶ 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 ς This folder is in the Internal Documents library and is where any project 

https://portal.ct.gov/-/media/DOT/documents/AEC/CB-2023-5_MESU-COMPASS-Workflows_final_signed.pdf
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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 ςThis folder is in the Confidential Documents library and is only seen 
by a select number of people.  

¶ Bid Analysis 

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

¶ Consultant Payroll information 

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

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

¶ Final Engineers Estimate 

¶ 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. 

 

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. 
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4.3.1.1 Site Owners Group ς 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 ownersΩ 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 ς 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 ς 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. 

4.3.1.3 Site Contractors Group ς 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 
ƳŜƳōŜǊǎ ŀǊŜ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘƛǎ ƎǊƻǳǇΣ ǘƘŜȅ ǿƛƭƭ ǎŜŜ ŜŀŎƘ ƻǘƘŜǊΩǎ ǎǳōƳƛǘtals 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 ς 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. 

https://portal.ct.gov/-/media/DOT/documents/AEC/COMPASS-Contractors-User-Manual.pdf?la=en
https://ctdotcompass.atlassian.net/servicedesk/customer/portals
https://ctgovexec.sharepoint.com/teams/AEC/SitePages/COMPASS-Permissions-Model(1).aspx
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4.3.1.7 Site Permissions Summary Table 

FUNCTION 
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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 envelope (internal CTDOT staff only) X X    

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

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

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

Start or finalize a Bluebeam Studio Session on behalf 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 for internal-internal or internal-external 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 submittal document in response to an R&R X X X X X 

Review a submittal (Submittal Reviewer Section) X X X X X 

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

Reassign or add reviewers to a 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_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. 

 

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. 

https://portal.ct.gov/DOT/Engineering-Applications/Getting-Started-with-SharePoint-for-Consultants
https://portal.ct.gov/DOT/Engineering-Applications/Getting-Started-with-SharePoint-for-Consultants
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2. Click the Gear in the upper right-hand corner of the Submittals/Transmittals page. 

 
 

3. Select Site Settings. 

 
 

4. Select Site 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. 

 
 

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

 
 

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 ς 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 ς 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 

ǳƴŎƘŜŎƪ ǘƘŜ ōƻȄ ά{ŜƴŘ ŀƴ ŜƳŀƛƭ ƛƴǾƛǘŀǘƛƻƴΦέ   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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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 ς Settings Menu 
Do not use any of the functionality under the Settings menu. 

https://ctgovexec.sharepoint.com/projects/PP033-0008/_layouts/15/user.aspx
https://ctgovexec.sharepoint.com/projects/0055-0130/_layouts/15/user.aspx


Connecticut Department of Transportation ς Digital Project Development Manual

26 
 

 
 
 

4.3.2.3.2 Restricted Element ς 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. 

 
 

4.3.2.3.3 Restricted Element ς 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.   

 
 
To hide the ribbon, go to the Gear -> Hidden Ribbon. 
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4.3.2.3.4 Restricted Element ς Unique Permissions 
Do not remove the two groups included in all project site members groups: 

¶ CTDOT staff:  DOT-CompassDOTUsers group 

¶ FHWA staff (Connecticut):  DOT Compass ς Regulatory Partners Members 
 
Do not modify any of the unique folder permissions established program-wide, as noted in the COMPASS 
Permissions Model (sharepoint.com). 

 

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.   
 
bƻǘŜΥ  5ŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ǳǎŜǊΩǎ ŜƳŀƛƭ ǎŜǘǘƛƴƎǎΣ ǘƘŜ ŜƳŀƛƭ ƴƻǘƛŦƛŎŀǘƛƻƴ Ƴŀȅ ǊƻǳǘŜ ǘƻ ǘƘŜ {t!a ƻǊ Wǳƴƪ folder or 
ŘƛǎǇƭŀȅ ƛƴ ǘƘŜ άhǘƘŜǊέ ǎŜŎǘƛƻƴ ƛƴ hǳǘƭƻƻƪ. 
 

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

 
 

2. On the SharePoint Online invitation acceptance page,  

https://ctgovexec.sharepoint.com/teams/AEC/SitePages/COMPASS-Permissions-Model(1).aspx
https://ctgovexec.sharepoint.com/teams/AEC/SitePages/COMPASS-Permissions-Model(1).aspx
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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. 9ȄǘŜǊƴŀƭ ǳǎŜǊǎ ǿƛǘƘƻǳǘ ŀƴ ŜȄƛǎǘƛƴƎ aƛŎǊƻǎƻŦǘ ŀŎŎƻǳƴǘ ǎƘƻǳƭŘ ǎŜƭŜŎǘ ά/ǊŜŀǘŜ ŀ aƛŎǊƻǎƻŦǘ 

acŎƻǳƴǘέ ŀƴŘ Ŧƻƭƭƻǿ ǘƘŜ ǎǘŜǇǎ ǘƻ ǎŜǘ-up a new, free account using the email address to which 

the invitation as sent. 

 

 

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: 

¶ Company is a pre-qualified BOEC consultant.  Please see Prequalified Consultants for Year 2024 
(ct.gov) for list. 

¶ Individual consultant staff must complete Getting Started with SharePoint for Consultants (ct.gov). 
 

https://www.dotdata.ct.gov/consultant/consult.aspx
https://www.dotdata.ct.gov/consultant/consult.aspx
https://portal.ct.gov/DOT/Engineering-Applications/Getting-Started-with-SharePoint-for-Consultants
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4.3.4.2 BOEC Consultant Access ς 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: 

¶ COMPASS Dashboard, Details and Asset tabs 

¶ Access to CTDOT Owned Special Provisions 

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

¶ 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. 

 

4.4.1.1 Searching for Projects 
Once on the COMPASS Home Page, search or filter by Project Number, Project Name, Project Manager or 
Schedule Phase.   

¶ Multiple Project Managers and / or Schedule Phases can be selected at the same time.   

¶ Click Reset Filters to clear all filters and begin a new search. 

https://portal.ct.gov/DOT/Engineering-Applications/Getting-Started-with-SharePoint-for-Consultants
https://ctgovexec.sharepoint.com/sites/DOTBOECConsultants
https://portal.ct.gov/DOT/Engineering-Applications/CTDOT-CONNECT-DDE-eBook-Volume-001---Overview/Obtaining-Access-to-SharePoint
https://ctgovexec.sharepoint.com/projects/Pages/Projects.aspx
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¶ Click the Filter / Search Projects arrow to collapse or expand the filtering section. 

 
 

¶ 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. 

 

 

 

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

2. Project Details   

3. Copy Project URL ς Copies the project site URL to the clipboard. 

4. COMPASS Submittal/Transmittal Application 

5. MS Project Schedule   ς 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.   






























































































































































































































































































































































































































































