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How to upload a document?
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1) Open the corresponding Fabricator Folder (Click on the folder name).

== -
SharePoint \ \ 8] ] 2 o
e

SharePoint Division Directory SharePoint Search Divisions v~ MyDOT
0Ny,

{é&} Structures Construction Records * Following & Share <1 Next steps

L Search + New v T Upload v 7 Quickedit <3 Sync [ Exportto Excel Ed Nintex Workflow «+- = Fabrication v Y @

Structures Construc...

Fabrication Document Library

Fabrication Unit

Eabneahan Library D Name Content Type Email Shop Drawing Revi... Enotify

f 0 Esfores
Inspection Library 3 * ] E abricator Dropbox
. . =
Field Welding Form... | Fabricator Dropbox
Field Welding Library ) Fabricator Dropbox

| Fabricator Dropbox
Edit

| Fabricator Dropbox

- »

2) Click Upload.

SharePoint a \\\ \ ) 3 2 o

= = - e
BROWSE | FILES  LIBRARY || MANAGE ) sHarRe Yy Fouow O
N Division of Transportation System Development (DTSD) Collaboration Sites SharePoint Division Directory SharePoint Search Divisions = MyDOT Search this si
@jg Fabrication Document Library

Structures Construction

Records (Home)

Fabrication Unit View All Properties
Edit Properties

Fabrication Library

Inspection Library

. 7 'S &
Field welding Forms Drop @ New I Upload s Sync # Share v
Off k
j - Find a file fel
Field Welding Library
,,,,,,,,,,,,,,,,,, ¥ ShopDrawingStatus ] Name  ContentType  StructureID  Structure ID:Construction ID  Fabricator  Fabricated Component  Shop Drawing Version  Contractor QC C

Recent i
Drag files here to upload
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3) Click Choose File (Google Chrome) or Browse (Internet Explorer).

:ii  SharePoint

=

S

o}
x o &
N Add a document
BROWSE | FILES  LBRARY || MANAGE | ) SHARE ¥y FoLlow OO,
Ghoase:zifile | Choose File I\Io file chosen ‘
— =
HOON, e - " . = =
5 Division of Transportation Syste # Add ashvew version to existing files fisions ~ MyDOT | Search this si
i‘» j Fabrication L '
% ADMCATION B oeciion o |
Choose Folder.
Structures Construction
Records (Home) Version Comments
Fabrication Unit
Fabrication Library
. . pd
Inspection Library
Field Welding Forms Drop. @ New
S — oK Cancel
Find a file |
Field Welding Library —
,,,,,,,,,,,,,,,,,, ¥ Shop Drawiny Status——|=p—1vame - corent ype- wamponent  Shop Drawing Version  Contractor QC G
Recent
Drag files here to upload
1 »
4) Select the file from your computer and click OK.
i SharePoint x o & ? °
B Add a document
BROWSE | FILES  LBRARY || MANAGE | ) SHARE ¥y Follow OO
Ghoose:aifife Choose File | No file chosen
-
S5O0Nay, . 1 A " . = =
- 1 - of Transportation Systi ¥ Add as a new version to existing files fisions MyDOT | Search this si
i&,}
- > Documents ~ Q| | Search Documents Al E Choose Folder..
Structures Coj Organize v New folder in | e
Recordsttod] Documents 2 Date modified Typ *
Fabrication U Shared with Everyone ‘» l
Fabrication Lifj w —
£
Inspection Libi 3 3D Objects il
Field Welding m Desktop .
off 14 Documents OK Cancel
Field Welding s Downloads
________________ b Music v, ravREmEmE—rsTEEaETEmponent  Shop Drawing Version  Contractor OC C
HEfent &= Pictures 52 >
Drag files here to upload
File name: pdf v | All Files (**) v
| Open >| Cancel
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5) Verify the Filename and Fabricator Folder are correct. Click OK.

:ii  SharePoint

0Ny,
i’mv}
Structures Construction
Records (Home)
Fabrication Unit
Fabrication Library

Inspection Library

Field Welding Forms Drop.
Off

Field Welding Library

) ﬁ Add a document X
BROWSE FILES LIBRARY MANAGE

Division of Transportation Syste

Fabrication [

| Choose File | .pdf

| Choose a file °

@ Add as a new version to existing files fisions
:
Destination Folder ° T Fold
cose Folder.
Version Comments
pd
@ vew
—— oK Cancel
Find a file >
~~
V' Shop Drawing Staus [ Iyae oy e w wamponent

o &

> @
) SHARE ¥y FoLlow OO,

* MyDOT Search this si

Shop  Version Contractor QC C

Drag files here to upload

6) Wait for the Add a Document window to open. This may take a while for large files.
SELECT A CONTENT TYPE

SharePoint

50ay,
igj
Structures Construction
Records (Home)
Fabrication Unit
Fabrication Library

Inspection Library

Field Welding Forms Drop
off

Field Welding Library

Recent

Division of Transportation Syst

Fabrication |

\‘ Add a document ®

BROWSE FILES  LIBRARY MANAGE ‘ o I

3 X, cut
3 B a. X

fivisions
Check  Cancel Paste Delete
In Item
Commit Clipboard Actions
The document was uploaded successfully and is checked out to you. Check that the fields
below are correct and that all required fields are filled out. The file will not be accessible to
other users until you check in.
[Comeanype Mot Selected '_\I
Not Selected "~
Metadata (Validation) * Meeting Minutes “T
N . Fabrication Status Report S
@ New ame Storage and Shipping Plan P
— o Fabricator * Mill Cert
v
Find iy apricator Welded Wire Fabric Alternate
Calculations
v Shop WPS-PQR Bmponent
Butt-Welding Log ave selected the incorrect folder. In that
WPQR E upload by clicking the X at the top of
Coating QC Inspection Report r from the drop-down menu will not
HSS Bolt Test Results For assistance, contact:
Final Fabrication Package e
Erection Plan
Shop Drawing

o &

G -

) SHARE Yy Follow [0,

-
e MyDOT Search this si
Shap Drawing Version  Contractor QC C
Drag files here to upload
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7) Once the Content Type is selected, additional data fields will show.
Fields with an asterisk * are required. All required fields must be filled out.

The screenshots below show the required data fields for a Shop Drawing Content Type.

o 8 2 °

) SHARE Yy FoLlOw O

SharePoint

BROWSE | FILES  LIBRARY | MANAGE

Add a document

EDIT

-

N =k ~fitaneroie o o, b cut jons *  MyDoT Search this si

@) o e i x ==
~ Fabrication B o o i
Commit Clipboard Actions

Structures Construction Content Type ° ‘ Shop Drawing v |
Records (Home)

Heme® - pdf
Fabrication Unit Bl (/] | aws-D1.5(2015) | p

Fabrication Library Fabricator * ° ‘ 3

e Verify the fabricator name is correct!
Inspection Library

Field Welding Forms Drop @ New: If the fabricator name is incorrect you have selected the incorrect
Off folder. In that case, do not check in the file. Cancel the upload by
. N ~ Find a file clicking the X at the top of this window. Selecting another fabricator
Field Welding Library from the drop-down menu will not change the folder you are
__________________ v ShopB uploading to. For assistance, contact: Bponent  Shop Drawing Version  Contractor QC Ct

dotdlstructuresfabrication@dot.wi.gov

Structure ID * ~ Select

elect the Wisl trul

Recent
Drag files here to upload

Library 3.0 Test > [D Number

Projects

Fabricated Component * l‘ 01 Rolled Beam

Videos

i1 SharePoint

BROWSE FILES LIBRARY MANAGE

m.f@?o

) sHARE Yy Folow O

Add a document

EDIT

o, Division of Transportation S| [“—‘ n o, Cut x ions  ~ MyDOT Search this si
3 . K] D Efy copy
Fa brlcatlon Check Cancel | Paste Delete
e in item
commit clipboard Actions

Structures Construction Shop Drawing Version *
Records (Home)

© Original *
) None Attached

DT2333 (Steel Bridge) PE Stamp Required

() DT2326 (Signs) >

_) Revision

Fabrication Unit Contractor QC Cert Attached *

Fabrication Library

Inspection Library

1d Id @ (0 DT2327 (Fabricated Bridge Components)
Field Welding Forms Dro New. £ :
Off 4 P () DT2328 (Prestressed Girders)
) - Find a file () DT2329 (Retaining Walls)
Field Welding Library Certificate of Contractor's Quality Control DT forms must be included in
,,,,,,,,,,,,,,,,,, ¥ Shop B the shop drawing file Bponent  Shop Drawing Version  Contractor QC Ci
Recent Project Management Review ‘ v |
FOR WisDOT USE ONLY - Region & Project Manager or Leader/WisDOT Drag files here to upload
Representative
BOS Review ‘ v |

-« — »
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8) After selecting the required information, click Check in.

i1 SharePoint | fa B ) o
7 Add a document X
BROWSE FILES LIBRARY MANAGE Q SHARE }':{ FOLLOW [EI:

DI .
on
47" Division of Transportation Syste tfj x| o, b cut x lisons = MyDOT Search this si
. 3 K] D Efg copy
Fa b Hca‘tl on E Check Cancel  Paste Delete
= | In Item
Commit Clipboard Actions
DT2326 (Signs) =
Structures Constructi :
Re[::r:sre(ilc(:nnes) rueten DT2327 (Fabricated Bridge Components)

DT2328 (Prestressed Girders)
DT2329 (Retaining Walls)
Fabrication Library Certificate of Contractor's Quality Control DT forms must be included in
the shop drawing file

Fabrication Unit

Inspection Library

Project Management Review v
2?{"' Xielding Eonastiep @ ety FOR WisDOT USE ONLY - Region & Project Manager or Leader/WisDOT
: - - Find a fild Representative
Field Welding Library — BOS Review =
< 8 t S| 3 Ver tractor QC

Shop FOR WisDOT USE ONLY - Bureau of Structures | L SHED ERIEIR
Recent Jersion: 0,

Version Check In Cancel Drag files here to upload

Created at

Last modified at b

9) The file will be shown in the Fabricator Folder.
A green star next to the file name denotes a recently uploaded file. 3

SharePoint - ‘_\\ \ 0 5 ] °

BROWSE FILES LIBRARY MANAGE Q SHARE ﬁ FoLLOW ([,
O

T, Division of Transportation System Development (DTSD) Collaboration Sites SharePoint Division Directory SharePoint Search Divisions = MyDOT Search this si

@) Fabrication Document Library

Structures Construction
Records (Home)

Fabrication Unit View All Properties
Edit Properties

Fabrication Library

Inspection Library

Field Welding Forms Drop @ New i Upload s Sync Q Share v
off

Find a file P
Field Welding Library

__________________ ¥ Shop Drawing St 0 Name

ntentType  Structure D Structure ID:Construction ID  Fabricator Fabricated Component  Shop Drawing Version
Recent Received - Shop B020066 9956-00-70 01 Rolled Beam Original
° Acceptance Drawing
Pending @
1 »

If you see this icon _% additional steps need to be taken (see next page)
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A green downward facing arrow on the document type icon -‘% denotes a file that has been uploaded
successfully but is checked out to you. This means that no one else can view the file. This occurs
when the content type is not selected, and/or the required data fields are not filled out. The file will need
to be checked in for it to be available to others in the Fabrication Library. To check in a file, follow
the How to check in a checked-out file? guide.

TATION

SharePoint \ &) 38 2l o
=
BROWSE | FILES  LIBRARY || MANAGE € SHARE Yy FoLlow [0

SO0N, ” 2 . = x =
-“;1 W Division of Transportation System Development (DTSD) Collaboration Sites SharePoint Division Directory SharePoint Search Divisions ~ MyDOT Search this si

iﬁ Fabrication Document Library

Structures Construction

Records (Home)

Fabrication Unit View All Properties
Edit Properties

Fabrication Library

Inspection Library

Field Welding Forms Drop @ New i Upload s Sync G Share v
Off
) - Find a file L

Field Welding Library
,,,,,,,,,,,,,,,,,, ¥ Shop Drawing Status 1 Name ContentType  Structure I Structure ID:Construction D Fabricator Fabricated Component  Shop Drawing Version
—— 0 AWS- v | Not

D1.5(2015) Selected

*®

»
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How to upload a quality assurance (QA) inspection report?

1) Open the Inspection Firm Folder (Click on the Inspection Firm name)

SharePoint 1\\ \ 0 & o} o
e

SharePoint Division Directory SharePoint Search Divisions MyDOT
e
%@ Structures Construction Records * Following (& Share < Next steps
or
L Search + New ~ 7T Upload ~ &3 Sync EE ExporttoExcel EX Nintex Workflow --- = Inspection Folders ~ %W @

Structures Constructio...

Inspection Library

Fabrication Unit

Fabrication Library 0 Name Content Type + Add column
i S| X
Inspection Library 3 nspector Dropbox
Field Welding Forms D... £ nspector Dropbox
Field Welding Library ) nspector Dropbox
| nspector Dropbox
Edit
| 3 I nspector Dropbox
| > nspector Dropbox

Return to classic SharePoint

2) Click Upload

SharePoint - \\ \ 6L i ) o
= e

BROWSE | FILES  LIBRARY || MANAGE ) sHaRe Yy rolow O

P e - —— —
s Division of Transportation System Development (DTSD) Collaboration Sites Search this site

{»%‘;} Inspection Library

Structures Construction

Records (Home)

Fabrication Unit View All Properties
Edit Properties

Fabrication Library

Inspection Library

Field Welding Forms Drop @ New | T Upload I s Sync 0 Share v
off >

| - Find a file fe]
Field Welding Library
,,,,,,,,,,,,,,,,,, v D nName Structure ID  Structure ID:Construction ID Fabricator Fabricated Component  Week Ending
Recent ::’. «»+ Inspection
- Report
E '] Inspection
Report
# FDIT HINKS %
{ »
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3) Wait for the Add a Document window to open. This may take a while for large files.
SELECT A CONTENT TYPE

i1 SharePoint o bl ? °
Add a document
~ =
BROWSE | FILES  LIBRARV || MANAGE ‘ € sHaRe Yy Fouow [T,
EDIT .
500N, o q S ¥ cut isi i
s - Division of Transportation Syste LL‘ ﬂ =, db x pisions MyDOT Search this site
@ . | K| [ e cony
| r‘] S eCt | O n LI Check  Cancel Paste Delete
or In Item
Commit Clipboard Actions
. The document was uploaded successfully and is checked out to you. Check that the fields below
Structures Construction N ) N )
@ are correct and that all required fields are filled out. The file will not be accessible to other users
Records (Home) . "
until you check in.
Fabrication Unit
Fabrication Library Content Type Not Selected >
. ‘ L Meeting Minutes
Inspection Library Metadata (Validation) * Inspection Report | et
Field Welding Forms Drop @ New Name * ¢—Gc(nsoer!:?—(ct§|ﬁl( png
Off .
. . Find a file
Field Welding Library — Check In Cancel
__________________ v 0O bricator Fabricated Component  Week Ending
L)
!
wl
# FDITIINKS -
3

4) Once the Content Type is selected, additional data fields will show.
Fields with an asterisk * are required. All required fields must be filled out.

After selecting the required information, click Check in.

:i1 SharePoint n & 1 o
) Add a document
BROWSE | FILES  LIBRARY || MANAGE ) SHARE ¥y Fouow O,
EDIT N
BOON: e : 1 B . = =i
o Division of Transportation Syst¢ L‘;‘ E oy Cut x visions ¥ Search this site
: 1 K| E Em copy
| ns ect lon L] Check Cancel  Paste Delete
o In Item
Commit Clipboard Actions
. s = 7 Al
Structures Construction Fabricator IAce Iron and Steel - Milwaukee, Wl |
Records (Home) Verify the fabricator name is correct!
Fabrication Unit If the fabricator name is incorrect you have selected the incorrect folder. In
B that case, do not check in the file. Cancel the upload by clicking the X at the
top of this window. Sele nother fabricator from the d -down menu
Inspection Library will not change the folder you are uploading to. For assistance, contact:
- : structu i @dotwi.
Eiclt] Weldirigy Eoxins Bieip @ e dotdlstructuresfabrication@dot.wi.gov
Off i — Structure ID * - Select - |
. . . Find 2 file s
Field Welding Library — Select the WisDOT St PPTiue ID Number
,,,,,,,,,,,,,,,,,, v 0 Week Ending * : @ Bricator Fabricated Component  Week Ending
2 N
i Fabricated Component * [01 Rolled Beam v ]
Select the fabricated component that your document contain Prmam‘cn
for.
]
= Check | Cancel
I i
q »

10
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How to edit document properties?

Changing document properties from the Fabricator Folder

1) Open the corresponding Fabricator Folder (Click on the folder name).

= -
SharePoint \ \ o 3 2 o
e

SharePoint Division Directory SharePoint Search Divisions v MyDOT

_4\55“%'
ES;} Structures Construction Records X Following 1 share = Next steps
L Search + New v T Upload v 7 Quickedit <3 Sync [ Exportto Excel Ed Nintex Workflow «+- = Fabrication v Y @

tructres Constue Fabrication Document Library

Fabrication Unit

Eabneahan Library D Name Content Type Email Shop Drawing Revi... Enotify
- . [ : F: a
Inspection Library 3 * ] H abricator Dropbox
. . =
Field Welding Form... | Fabricator Dropbox
Field Welding Library ) Fabricator Dropbox
| Fabricator Dropbox
Edit
| Fabricator Dropbox

2) Right-click the filename. Select Properties.

SharePoint ‘\\\ \ 0 82 2 o

= - —

BROWSE | FILES  LBRARY || MANAGE € sHare Yy Fouow I

Structures Construction
Records (Home)

Fabrication Unit View All Properties

Edit Properties
Fabrication Library

Inspection Library

Field Welding Forms Drop @ New i Upload s Sync CJ Share More W
Off
Find a file el Download
Field Welding Library
__________________ v ShopDrawingStatus  []  Name Share pe  StucturelD  Structure ID:Construction D Fabricator Fabricated Component  Shop Drawing Version
Recent 0 ’_f‘é Get a link
5
v
. Rename
Delete
g
Copy
# EDIT .
EDITLIRKS Veersion History
Properties #
| —
= Advanced >
javascript: | |

11
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3) Select an appropriate Content Type.

Fabrication Document Library -

Save  Cancel Paste

Commit Clipboard Actions

Content Type | Not Selected 1
Metadata (Validation) * @ Content Type not selected

Name * \ AWS-D1.5(2015) \-Pdf

Fabricator * | Ace Iron and Steel - Milwaukee, Wi
Verify the fabricator name is correct!

If the fabricator name is incorrect you have selected the incorrect folder. In
that case, do not check in the file. Cancel the upload by clicking the X at the
top of this window. Selecting another fabricator from the drop-down menu
will not change the folder you are uploading to. For assistance, contact:
dotdlstructuresfabrication@dot.wi.gov

Email

Version: 0.1
Created at

4) Edit the file properties (data fields). Click Save.

Fabrication Document Library -

Save  Cancel Paste

Commit Clipboard Actions

Fabricator * ‘

Verify the fabricator name is correct!

If the fabricator name is incorrect you have selected the incorrect
folder. In that case, do not check in the file. Cancel the upload by
clicking the X at the top of this window. Selecting another fabricator
from the drop-down menu will not change the folder you are
uploading to. For assistance, contact:
dotdlstructuresfabrication@dot.wi.gov

Structure ID * - Select
Select the WisDOT Sir 1D Number,

Fabricated Component *| | 01 Rolled Beam
Select the i that your
information for.

12
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Changing the document properties from the All Document view.

1) Select the document. (Click the icon " on the row corresponding to the document.)

= -
SharePoint \ n bl ? o
—
SharePoint Division Directory SharePaint Search Divisions v MyDOT
@5oONsy,

g\,‘%} SUUCJ[UTGS COﬂSUUCUOﬂ ReCOde % Following |2 Share <31 Nextsteps

A Search + New ¥ 7T Upload v ¢ Quickedit &3 Sync [ Exportto Excel ER Nintex Workflow - = All Documents v Y @

Structures Construc..

Fabrication Document Library

Fabrication Unit

Hitmtndia Shop Drawing.. [  Name Content Type Structure ID Structure ID Fabricator
™ i
Inspection Library o Galclilations
- Received -
Field Welding Form... () Acceptonce 2 Shop Drawing
’ Pending
Field Welding Library .
| Calculations
777777777777777777 Received - P
" Acceptance =) Shop Drawing
Edit Pending
& Fabrication Status
Report
Return to classic SharePaint B -
i »

2) Click the Information Panel icon ®

SharePoint ¥7\ 0 pred ?
— o

SharePoint Division Directory SharePaint Search Divisions v MyDOT
#550Nay,

fé&} Structures Construction Records * Following (& Share <1 Next steps

£ Search Open v 12 Share % Copylink - Download [i] Delete -2 Pintotop =B Rename -*- X 1selected = All Documents v % | ®>

Structures Construc..

Fabrication Document Library

Fabrication Unit

i Shop Drawing.. [ Name Content Type Structure ID Structure ID Fabricator
. ] Calculations
Inspection Library o it i
= Received - 3
Field Welding Form... ® e =)
Pending
Field Welding Library -
=)
777777777777777777 Received - P
Acceptance o
Edit Pending
&
Return to classic SharePoint ST %
e »

13
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3) The properties may be edited from the information panel, but the scrolling is not optimal.
Click Edit all to open the Properties window.

TATION

— -
SharePoint \ o 22 ? o
e
SharePoint Division Directory SharePaint Search Divisions v MyDOT
0y,
{,@ Structures Construction Records * Following 122 Share =1 Next steps
or
A Search Open 12 Share % Copylink - Download [i] Delete -2 Pintotop =B Rename --- X 1selected = AllDocuments ¥ % @©
r Al
w4 Design Drawings $1-53 B-6-... -~
Structures Construc.. . . .
Fabrication Document Library
Fabrication Unit )
Properties @
ElTeEitem Library Shop Drawing D Name Content Type Structu
Inspection Library I Content Type
- Received - Shop Drawi
Field Welding Form... ©  Aceptance 2 Op Urawing
. . ) Pending
Field Welding Library 2 Name *
=
__________________ Design Drawings $1-53 B-6-501 A-1913
Received - Buffalo%2c Wl.pdf
‘ Acceptance =
Edit Pending
@ Fabricator *
Return to classic SharePaint Received - -\ Wore details W,
- » »

4) Edit the properties

SharePoint \\ g & 2

Name *

Structures Construction Records

Fabricator *
Search Open Share Copy link Download Cj &

Verify the fabricator name is correct! If the fabricator name is incorrect you have selected the incorrect

folder. In that case, do not check in the file. Cancel the uplead by clicking the X at the top of this window.

Ealrica ~ N A v icator fi irop-down ' t change the folder you are uploading to.

Fabricatio slal ar Nrary Selecting another fabricator from the drop-down menu will not chang y p g
ap 'dT on D("\‘ UMme lt LI L' a J For assistance, contact: dotdlstructuresfabrication@dotwi.gov

Structure ID *

Select the WisDOT Structure ID Number

Fabricated Component *

Select the fabricated component that your document contains information for.

Shop Drawing Version *

'@\‘ Original

'\:) Revision

14



,‘\\SCONSW

» BUREAU OF

£ STRUCTURES

Vd3g

Fabrication Library
User Guide

5) Click Save when you are done.

i3t SharePoint

Open ? Share @ Copylink ++ Download

Fabrication Document Library

Shop Drawing

u] g

Contractor QC Cert Attached * 2
(!) None Attached

O DT2333 (Steel Bridge) PE Stamp Required

() DT2326 (Signs)

O DT2327 (Fabricated Bridge Components)

O DT2328 (Prestressed Girders)

() DT2329 (Retaining Walls)

Certificate of Contractor's Quality Control DT forms must be included in the shop drawing file

Project Management Review

Select an option v

FOR WisDOT USE ONLY - Region & Project Manager or Leader/WisDOT Representative

BOS Review

Select an option v

FOR WisDOT USE ONLY - Bureau of Structures

Cancel

15
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How to check in a checked-out document?

TATION

1) Verify that all required data fields are filled out.

If the content type has not been selected and required data if missing, follow How to edit
document properties? guide to add the missing data. After adding the missing data

move on to step 2.

SharePoint i a i@ 2
. 5 -1 o

BROWSE | FILES  LBRARY || MANAGE € SHARE ¥y Follow (OO
5

View All Properties
Edit Properties

@ New i Upload 3 Sync CJ Share More v

Find a file el
¥ Shop Drawing Status Y Name ContentType  StructurelD  Structure ID:Construction ID  Fabricator Fabricated Component  Shop Drawing Version  Contractor QC Cert Attached  Project
0 = - Not
i Selected
Data fields missing Drag files here to upload
»

If the content type has been selected, and the required fields filled out continue to step 2.

SharePoint = \'\ \ 0 32 2/ o
o - E

BROWSE FILES LIBRARY MANAGE ) SHARE Yy FoLLOW =)

View All Properties
Edit Properties

@ New i Upload s Sync C' Share More v

Find a file P
¥ Shop Drawing Status b Name Content Type  Structure ID Structure ID:Construction ID  Fabricator Fabricated Component  Shop Drawing Version ~ Contractor QC Cert Attached  Project
_'T AWS- ===  Erection B020066 9956-00-70 01 Rolled Beam
7 D1.5(2015) Plan
: e © S @
Data fields filled out Drag files here to upload
-

4 »
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2) Right-click the filename. Check in.

SharePoint

BROWSE FILES  LBRARY || MANAGE

Structures Construction -
Records (Home)
Fabrication Unit View All Properties
Edit Properties
Fabrication Library
Inspection Library
Field Welding Forms Drop New A upload rr Sync ./ Share More v
Off
Find a file 0 Download
Field welding Library
I v Shop Drawing Status [ Name Share be  Structure!D  Structure ID:Construction ID  Fabricator Fabricated Component  Shop Drawing Version
Recent 0 _"% - | Get a link
= e
1 Rename Shared With
— Delete Compliance Details
Copy Check In ’ I
£ EDITUNG Version History Follow ¥ it
Properties Discard Check Out
= Advanced 3 Workflows i
javascript: | B »

o &

" @

) SHARE Yy Follow [0

3) Click OK

5 ‘Sharefﬁrl;t

BROWSE | FILES  LIBRARY || MANAGE

Structures Construction
Records (Home)

Fabrication Library
Inspection Library

Field Welding Forms Drop
off

Field Welding Library
Recent
Library 3.0 Test
Projects

Videos

# EDIT LINKS

Check in

R

) SHARE ¥y FoLlow OO0,

Version

. What kind of version would you like to check in?
Select the type of version you
would like to check in. [®] 0.1 Minor version (draft)

() 1.0 Major version (publish)

Retain Check Out

Other users will not see your Retain your check out after checking in?

changes until you check in. If you
wish to continue editing, you can
retain your check out after

«checking in.

O Yes @ No

Fabricated Component  Shop Drawing Versicn

Comments

Type comments describing what fFomment:

has changed in this version.

17
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What are New Experience and Classic SharePoint? How does it affect the tools available
in the Fabrication Library?

The New Experience and Classic SharePoint are two user interfaces. Each provides different options and
tools to choose from.

Classic Sharepoint is the default setting for Fabricator Folders. When you open a Fabricator Folder
the contents will be shown in the Classic SharePoint interface. This enables the Upload function. It also
alters the way the Properties, Check In, Check Out and Download option are accessed.

How to quickly tell if | am viewing the page in Classic SharePoint?
Visual clues: @ The 3-dots @ Tabs

SharePoint

S — _ o e @
[m,vsg [Fiss ueanr || waace ]o Q it Yermiow

vy, Division of Transportation System Devel (DTSD) C: ion Sites SharePoint Division Directory SharePoint Search Divisions ~ ~ MyDOT Search this site
@wﬁ Fabrication Document Library

Structures Construction
Records (Home)

Fabrication Unit View All Properties

Edit Properties
Fabrication Library

Inspection Library

Field Welding Forms Drop @new 2 upoad S sync P share v
off
} Find a e o
Field Welding Library
,,,,,,,,,,,,,,,,,, v ShopDrawingStatus  [)  Name ContentType  Structure ID Structure ID:Construction ID  Fabricator  Fabricat onent  Shop D
Rescarit Accepted H o Bshop 22 Miscellaneous
Drawing
Project Leader B Bshop 20 Steel Diaphragm
R Review Pending Drawing
4 eniTinke

New Experience SharePoint is the default view for All Documents, the Fabricator Folder List and
the Projects List. The Upload option will not work in this view. Documents must be uploaded to the
corresponding Fabricator Folders. To select a Fabricator Folder, change the view to Fabrication. To
change views, follow the How to change views? guide.

How to quickly tell if | am viewing the page in New Experience SharePoint?
Visual clues: @ Information & Filter Icons @ Top Menu © search Bar

= \ =
SharePoint \ Q B ?
e — - o
SharePoint Division Directory SharePoint Search Divisions \/ MyDOT
i
{5&;} Structures Construction Records * Following 12 Share < Nextsteps

A/

[p Search e] [ + New V(? Up\%v)f Quick edit <3 Sync @ Export to Excel EH Nintex Workflow — -*+ ]e = Fabrication

Structures Construc... - . . o
Fabrication Document Library
Fabrication Unit
| Fabrication Library [ Name Content Type Email Shop Drawing Revi. Enotify PN
Inspection Library Fabricator Dropbox

Field Welding Form... Fabricator Dropbox

Field Welding Library

Fabricator Dropbox
Fabricator Dropbox

Fabricator Dropbox

Return to classic SharePoint Fabricator Dropbox

18
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1) Click on the views drop down to toggle between views.. The displayed test may red
Fabrication or All Documents, depending on which view is currently displayed.

SharePoint i -‘_'\ \\‘ 0 3 ? o
o

SharePoint Division Directory SharePoint Search Divisions v MyDOT
#%0Nay,
% J} Structures Construction Records  Following £ Share - <7 Next steps
or
O Search —+ New v 5 Upload ~ f Quick edit :_E Syne ®E Export to Exx ~ = List |_: Fabrication I Y @
= Compact List L
Structures Construc.. . . .
Fabrication Document Library 0 Tiles
Fabrication Unit
Fabrication Library D Name Content Type. Files that need attention Shop Drawing Revi... Enoti

All Documents
[ E: A
Inspection Library ] abricator Dry >

~ Fabrication

Field Welding Form... R Fabricator Dro

Field Welding Library I

1 Fabricator Dra

Fabricator Dr¢

Fabricator Dra

R < Fahricator Drg
Return to classic SharePoint

If the current view is filtered, switching between views is not possible. Clear the filters, then
switch views.

SharePoint il 7\'\\ \\ jal 33 ? o

SharePoint Division Directory SharePoint Search Divisions MyDOT
#oONay,

ié%} Structures Construction Records * Following (& Share <3 Next steps

£ 1005-10-77 EA Nintex Workflow View options ~ | O
Structures Construc... " m
Search results for "1005-10-77 = Compact list
Fabrication Unit
HB Tiles

Fabrication Library Shop Drawing Status D Name Cantent Type Strud

. ’ ~ All Documents
Inspection Library " Accepted o} Shop Drawing

Field Welding Form...

v Accepted lE',] Shop Drawing |
Field Welding Library
,,,,,,,,,,,,,,,,,, v Accepted l:'.l Shop Drawing 1005-10-77 R
Edit
 Accepted ) Shop Drawing 1005-10-77 Fa
»
Return to classic SharePoint o + Expand search to all items in this site
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How to download a document?

To ‘learn more about classic and new experience interfaces, check out the What are New
Experience and Classic SharePoint? guide.

From All Documents View in New Experience Interface

1) Select the file by clicking on the icon corresponding to the document. Then, select
Download from the Top Menu.

SharePoint 1’\\ » Q Eroxd P a
o
SharePoint Division Directory SharePoint Search Divisions v MyDOT
Oy,
{5&; Structures Construction Records K- Following & Share <1 Hextsteps
or
earc pen Vv |& are %@ Copy lin + Downloa ) Delete intotop =B Rename intex Workflow -+ selecte = locuments ™
P Search (o] £ Share @ Copy link | & Download | [i] Del = i B R E3 Nintex Workl X 1selected = AllD Y ©
Structures Constructio... . . .
Fabrication Document Library
Fabrication Unit
it Shop Drawing.. M Name Content Type Structure ID Structure ID.. Fabricator Fabricated Component
Inspection Library @R ol
Field Welding Forms D... B
Field Welding Library Received - -
Acceptance [=1)
777777777777777777 Pending
Edi &
Received - :
Acceptance [=1)
pending
B
Return to classic SharePoint P — v
»

2) When prompted choose to save the file to your computer. This step may vary depending on

your browser and your browser options for handling downloads.

SharePoint \ il e ? o
— - —— i
SharePoint Division Directory SharePoint Search Divisions v MyDOT
S5Oy,
i % Following 12 Share <3 Next steps
@ Structures Construction Records 9 P
or
O search Open Vv |& Share @ Copylink I Download [i] Delete = Pintotop &0 Rename --- X 1selected = AllDocuments ~¥ % @
Structs Constructi 2
ructures Constructio... . - .
Fabrication Document Library
Fabrication Unit
Fabrication Library Shop Drawing Status D Name Content Type Structure ID Structure ID:Constr... Fabi
Inspection Library () M
Field Welding Forms... B 1
Field Welding Library Received - Acceptance )
Pending E’]
=] |
Edit .
Received - Acceptance Save
Pending H Save as /
Save and Fn
Do you want to save RCP 18-253 - Madison Street, Lancaster, W1 - SRW Calcs, Rev 1.pdf (263 KB) from wigov.sharepoint.com? Save |v|| Cancel /
v
Return to classic SharePoint Intermet Explorer blocked a pop-up from wigov.sharepoint.com Allow once Options for this site ™ >
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From Fabricator Folder or All Documents in Classic Interface

1) Right-click the filename, then choose Download.

SharePoint H'\\ i B2 2
st ©

BROWSE | FLES  LIBRARY | MANAGE © share Yy Foulow T

SCONs " o . - =
-";1 . Division of Transportation System Development (DTSD) Collaboration Sites ~ SharePoint Division Directory ~ SharePoint Search ~ Divisions  *  MyDOT Search this site

iﬁc, Fabrication Document Library

Structures Construction
Records (Home)

Fabrication Unit View All Pronecties
Edit Proper} Download

Fabrication Library »

Inspection Library Share

Field Welding Forms Drop @new 2 Upload & sy Getalink More v
off

- Find a file L Rename
Field Welding Library

,,,,,,,,,,,,,,,,,, ¥ Shop Drawing Status y| Name| Delete RType  Structure D Structure ID:Construction ID Fabricated Component  Shop Drawing Version Contractor QC Cert Attacl
Recent 0 ] | copy
]
k! Version History
t
v .
| Properties
Advanced » i
javascript | | »

2) When prompted choose to save the file to your computer. This step may vary depending on
your browser and your browser options for handling downloads.

—
iti  SharePoint \ 8] 3 ? o
e -~ o i
BROWSE | FILES  LIBRARY || MANAGE () SHARE Yy Folow O
A
i Division of Transportation System Development (DTSD) Collaboration Sites SharePoint Division Directory SharePoint Search Divisions ~ ~ MyDOT Search this site
QEE‘ Fabrication Document Library
Structures Construction
Records (Home)
Fabrication Unit View All Properties
Edit Properties
Fabrication Library
Inspection Library
g;ld Welding Forms Drop @ New A Upload s Sync ) Share More v
Field Welding Library Find a file b
e v ShopDrawingStatus []  Name Content Type  StructureID  Structure ID:Construction I Fabricator Fabricated Component  Shop Drawing Version  Confrac
Recent 0 ] ««  Not
Selected
Save
Save as
e ;ave an; oJer> v
Do you want to save | (263 KB) from wigov.sharepoint.com? Save D Cancel ‘
< >
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How to search, filter and sort?

Filtering, sorting and grouping options vary by column. For example, the Construction ID column
allows for all 3 options, the Structure ID column only allows filtering.

1) To search for a file: type keywords in search bar at the top left-hand area of the screen, then

press Enter (Return) on your keyboard.

SharePoint '\

2 & 7 @

SharePoint Division Directory SharePoint Search Divisions v MyDOT
SSCONy,

iéﬁ} Structures Construction Records

|‘1005—10—77 ’X + New v T Upload v 2 Quickedit £a Sync

wos  WISCONSIN CANTILEVER - PROJECT 10...
wod  WISCONSIN SPAN - - PROJECT 1005-10-7...
Istr... Fabricator
wod  WISCONSIN SPAN - - PROJECT 1005-10-7...
w0 WISCONSIN CANTILEVER - - PROJECT 10...
\od  WISCONSIN SPAN - - PROJECT 1005-10-7...
WISCONSIN SPAN - - PROJECT 1005-10-7...

£ See more results

[x 3 Export to Excel

% Following

= All Documents ° Y @

Fabricated Component

|2 Share <3 Next steps

Shop Drawing Versi... Contract

Separate multiple keywords by a coma.

SharePoint \

—
SharePoint Division Directory SharePoint Search Divisions MyDOT
P
g&(} Structures Construction Records * Following 2 Share <1 Next steps
o
S 2025-19-70, railin B3 Nintex Workflow = View options* v (©
g > P
Structures Construc... I o 0
Search results for F2025=19=70 railing
Fabrication Unit
| Hfefem Library Shop Drawi... D Name Content Type Structure ID Structure ID... Fabricator Fabricated ...
Inspection Library ~ Accepted il Shop Drawing 2025-19-70 18 Railing (C1-...
Field Welding Form...
~ Accepted o Shop Drawing 2025-19-70 18 Railing (C1-...
Field Welding Library i
4 »
__________________ P Expand search to all items in this site
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2) Select the column you which to organize the documents by (click the down arrow next to the
column name).

SharePoint 7\\ S

SharePoint Division Directory

2o 0
sl
SharePoint Search Divisions v MyDOT
45PNy,

iﬁg} Structures Construction Records

* Folloy, veps
Ascending
Descending
2 Search + New v 7T Upload ~ & Quick edit 72 Sync [x 3 Export to Excel Filter by (0)
i Group by Structure ID
Structures Construc.. . . . p oy
Fabrication Document Library :
Fabrication Unit Column settings ’
Fabrication Library Shop Drawing Status D Name Cantent Type Structure 1D | Structure ID:Constr... F| Fabric
. ) Received - Acceptance -
Inspection Library Pending i)
Field Welding Form...
v Accepted l:,']
Field Welding Library
.................. &
Edit . Raraivar - Arrantanca " _ _ _ 3 T
e \ -
SharePoint \\ i 7 o
e
SharePoint Division Directory SharePoint Search Divisions v MyDOT
4oy,
. . P -
ié%} Structures Construction Records * Following 122 Share <3 Next steps
or
L Search

4+ New ~ T Upload ¥ ¢ Quickedit <3 Sync EE Export to Excel = AllDocuments* ~ Y @
Structures Construc...

Fabrication Document Library
Fabrication Unit
Fabrication Library Shop Drawing Status D Name Content Type I Structure 1D >| Structure 1D:Constr... Fabric
Received - Acceptance . o
Inspection Library Pending ? o) Shop Drawing Filter by )
Field Welding Form... Column settings >
« Accepted lD'] Shop Drawing S

Field Welding Library
,,,,,,,,,,,,,,,,,, ) Erection Plan
Edit . Raraivar - Arrantanca . - _ : M
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3) Choose the organization options bests suited for your search. Example: [Fabricated

Component] > [Filter by].

\_\ =
SharePoint \\ [Ewic: 7 o
e
SharePoint Division Directory SharePoint Search Divisions ~v MyDOT
oy,
EB Structures Construction Records , ‘ " Nextsteps
Ascending
or
Descending
2 Search + New ~ 7T Upload v 4 Quickedit £a Sync B ExporttoExcel - [ Filter by ] Y ©
Structures Construc.. Group by Fabricated Component
Fabrication Unit Column settings >
Fabrication Library Structure 1D Structure ID:Constr... Fabricator Shop Drawing Versi... Contrac
Inspection Library 15 Elastomeric Bearing
Field Welding Form...
07 Retaining Wall
Field Welding Library
__________________ 01 Rolled Beam
Edit B — _ _ - .
4) Choose the filtering parameters, then click apply.
SharePoint X
T S S : ] Filter by 'Fabricated
Structures Construction Records i
Component' (2)
04 Box Girder =

New Upload Quick edit : Sync

15 Elastomeric Bearing

07 Retaining Wall

01 Rolled Beam

05 Prestressed Girder
07 Retaining Wall

08 Noise Wall

DYEEDD]

100 Sign Structure - Owner Designed
(Cant...

10 Sign Structure - Owner Designed
(Full...

[

11 Sian Structure - Contractor

Clear all

Apply

b
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5) The documents are filtered.

t1 SharePoint \ e ! jal 33 ? o

SharePoint Division Directory SharePoint Search Divisions MyDOT

R
jé&( Structures Construction Records X Following 1 Share <2 Next steps
O Search + New v 7T Upload ~ & Quickedit 73 Syne %3 Export to Excel - = All Documents* v~ Y @

Fabrication Unit

EDaeion Library Content Type ™ Structure ID Structure ID... Fabricator Fabricated Component v Shop Drawing Ve

Inspection Library 07 Retaining Wall

Field Welding Form...
07 Retaining Wall

Field Welding Library

07 Retaining Wall

Edit N7 Rataininm Wall
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How to update review status for Project Manager/Leader?

1) From the All Documents views, filter or search for the file. Select the file clicking the “ icon.

SharePoint il 7—\-\ \l—b\ G- 72 o
e

SharePoint Division Directory SharePoint Search Divisions v MyDOT
#SCONs,,

iﬁj} Structures Construction Records * Following (= share < Next steps

£ 1005-10-77 B Open ~ |2 Share @ Copylink 4 Download [i] Delete 4 Pintotop [§ Moveto - 1selected X @

e Constuc Search results for "1005-10-77"

Fabrication Unit

Fabrication Library Shop Drawing Status D Name Content Type Structure 1D Structure ID... F
Received - Acceptance n 2 o .
i i : Shop Drawins 1005-10-77 R
Inspection Library Q» Pending o) : P 9
- -~
Field Welding Form... .
« Accepted lD‘ Shop Drawing 1005-10-77 R
Field Welding Library
,,,,,,,,,,,,,,,,,, « Accepted l:'.l Shop Drawing 1005-10-77 R
Edit
+ Accepted B Shop Drawing 1005-10-77 R,
3
Return to classic SharePoint P Expand search to all items in this site
e to classic Sha -

2) If not already open, open the information panel by clicking the Information Panel icon @.
Scroll down the options to the Project Management Review.

SharePoint il _‘_7\ \\ UL o ? o
3

SharePoint Division Directory SharePoint Search Divisions v MyDOT

oo,
ié%} Structures Construction Records * Following 12 Share =3 Next steps

£ 1005-10-77 B Open & Share @ Copylink | Download [i] Delete -= Pintotop [§ Moveto - 1 selected X< | ® I
-~
Structures Construc.. S h ‘t ]C m 1 005 TO 7—/.” =
earcn resuits Tor R Shop Drawing Version *
Fabrication Unit .
Revision
Fabrication Library Shop Drawing Status D Name Content
ived - y 2 . Contractor QC Cert Attached *
. ) ® Rece\_ved Acceptance l ) > : Shop Dr.
Inspection Library Pending - DT2329 (Retaining Walls)
Field Welding Form... .
~ Accepted sl Shop Dr.

Project Management Review
Field Welding Library .
Select an option

__________________ v Accepted & Shop Dr. b

BOS Review

Select an option

« Accepted l:‘.l Shop Dr. o

» i

O N . . A More details -
Return to classic SharePoint o /- Expand search to all items in this site v
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3) Select the status from the options in the drop-down menu. The status has been updated.

SharePoint ‘-\\ \ G o

e
SharePoint Division Directory SharePoint Search Divisions MyDOT
Ay,
i@ Structures Construction Records * Following % share < Nextsteps
or
2 1005-10-77 B Open ~ & Share @ Copylink { Download [i] Delete -= Pintotop [§ Moveto - 1selected X @

Creires Consirue L= 19697_R-53-48_Shops_Rev-...
- Search results for "1005-10-77" Shop Drawing Version *
Fabrication Unit

Revicinn
Fabrication Library Shop Drawing Status 0 Name Content Accepted
Inspection Library o §:gji"mzd SAgmEeE = 9697_R-53-48_Shops_Rev-3.pdf : Shop Dr. Accepted with corrections as no...

Revise & Resubmit
Field Welding Form...

v Accepted el 19697 _R-53-42_Drawings_Rev-4a... Shop Dr. .

Field Welding Library
Accepted v
__________________ v Accepted &) 19697_R-53-45_Drawings_Rev-1 (... Shop Dr. - - >
FOR WisDOT USE ONLY - Region & Project K
Edit Manager or Leader/WisDOT Representative
i
 Accepted &) 19697 R-53-42_Drawings_Rev-3 (... Shop Dr.
» =
Retum to classic SharePoint - A Expand search to all items in this site More details T

27



. BUREAU OF Fabrication Lib
aprication LI rary
S I RUC I URES User Guide

Ao‘?TAT\O‘\

?‘)sta

or Ta®

How to add review comments?

Method 1 (Preferred): Bluebeam — SharePoint Link

Steps — 1 thru7 Set up Bluebeam link to the Fabrication Library (First use)

Steps — 8 thru 16 Opening and reviewing documents.
(Bluebeam-SharePoint link previously setup)

1) Select Revu from the top menu. Select Preferences.

Revu D File Edit View Document Tools Window Help View Mode
Abc

Preferences | Ctr+K b
View Mode h

Markup Mode

Profiles

Keyboard Shortcuts
Administrator
Unregister

Exit

2) Select Interface from the left-hand menu. Select the File Access Tab. Click on the plus sign +
on the bottom left had area of the window.

Preferences

General File Access Markups List Layers

Interface

t 7| Enable Recent Files
Tools Items in Recent: : 20

Studio +| Show preview of PDF

Window Recent history limit: | 90 Days ~ Clear
Sets Open and save files to DMS from toolbar only
Import/Export Always Show Selection Dialog
Advanced | Enable Batch Check-in when closing Sets
SharePoint Options...
DMS Type Location Status

SharePoint https://wigov.sharepoint.com/site ready

+

N

Import Export Cancel
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3) Enter the following information, then click OK.
Site: https://wigov.sharepoint.com/sites/dot-dtsd/scr/
Site Display Name: Fabrication Library

TATION

yuuvusa

Add Document Management System

Type:

Site: | https://wigov.sharepoint.com/sites/dot-dtsd/scr/

Site Display Name: | Fabrication Library
Default Library:
Login Name:
Password:
Checkout on Open

Checkout on Open from Hyperlinks

Cancel

4) The connection is added. Click the log-in icon on the bottom of the window.

Preferences

General / File Access Markups List Layers

Interface
/| Enable Recent Files

Tools ltems in Recent: —| 20

Studio V| Show preview of PDF

Window Recent history limit: | 90 Days ~ Clear

Sets Open and save files to DMS from toolbar only
Import/Export Always Show Selection Dialog

Advanced | Enable Batch Check-in when closing Sets

SharePoint Options...

DMS Type Location

SharePoint https://wigov.sharepoint.com/site ready

v

Import Export Cancel
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5) Enter your log in email for the Fabrication Library

https:/ wv.sharepeint.com/sites/dot-dtsd/scr/

B® Microsoft

Sign in

Email, phone, or Skype

Can't access your account?

018 Microsoft  Terms of use

B® Microsoft

carla.principe@dot.wi.gov

Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

ll__|>|D on't show this again

©2018 Microsoft  Terms of use

This is the end of the connection set-up.
Steps 1 through 6 need not be repeated to review documents.

Privacy & cookies

Privacy & cookies
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7) Select Revu from the top menu. Select Markup Mode.

Revu File Edit View Document Tools Window Help View Mode
™ Abd
& Preferences Ctril+K

View Mode

Markup Mode

Profiles b
Keyboard Shortcuts
Administrator

Unregister

Exit

8) Select File, then select Open.

Revu File Edit View Document Batch Tools Window Help
B N F..

New PDF from Template...

Open Ctrl+0 b

Open Recent

New Studio Project...

Create

Combine...

DO EEE @

Email Templates
Export

Open PDF to markup
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9) Select Fabrication Document Library. (The next time you open a file, this folder may already be
selected).

Vd3g

Open File from SharePoint Library

=¥ Site address: |htt;::s:ffwig|mu'.share;::oinT_comfsitesft:lt:t—dtsd,fscnr w | Load Site

=y Library folder: | i | [ ] Checkouton Open

MName Date Modified Type File Size Wersion
DropOfiLibrary

|} Fabrication Document Library ’
=

Field Welding Forms
Inspection Library

File name: All Files (""" A

Open From Disk OK Cancel

10) Select the document location (Fabricator Folder).

Open File from SharePoint Library

= Site address: |httpns:J‘J‘Wigcw.sharepncznin'r_t:r::mfsi‘cesfdcm'c—rdtsrd,fscr,r w | Load Site
4§  Libraryfolder: |Fabricatjon Document Library s | [ ] Checkouton Open
Name Date Modified Type File Size WVersion

Qiorn- Dol N

File name: AllFiles (""" ~

Open From Disk OK Cancel
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To return to the Fabricator Folders, click the ‘Navigate back to previous’ folder icon.

Open File from SharePoint Library

e Site address: |https:ffwigov.sharepointcomfsitesfdot—dtsdfscnf W | Load Site
=y Library folder: |Fabricaﬂon Document Libraryf ~ | [ ] Checkouton Open
%Navfgate back to previous folder Date Modified Type File Size  Version
W
File name: || All Files (""" s
Open From Disk Cancel

11) Select the document to review. Click OK.

Open File from SharePoint Library

= Site address: |httpns:J‘J‘Wigcw.sharepncznin'r_t:r::mfsi‘cesfdcm'c—rdtsrd,fscr,r w | Load Site

4§  Libraryfolder: |Fabricatjon Document Library, s | [ ] Checkouton Open

Name Date Modified Type File Size WVersion
ﬁ 506.0105 Structural Steel Carbon

%

1

o]

i.'f"

BB
I'.

i';,-‘__

) [ae [ |

File name: | | All Files (7). b

Open From Disk oK > Cancel
=
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12) To add comments and markup or edit document properties, click the lock icon ﬂ on the
document tab. Select Check Out.

Revu File Edit View Document Batch Tools Window Help

TATION

yuuvusa

IE v Name:
H Thumbnails ~+ - 506.0105 Structural Steel Carbon
| I e

- Version Hih

Properties

BE
&l
<
=
1

i3

=
O

{

>3

A e 17.00x11.00in  No Scale

P E

Markups List - & | Q_ Search

Subject Page Label Comments Date Status Color Layer

Ei A R - P v NoScale  17.00x 11.00in

13) To edit the Project Management Review, click the checkout icon on the document tab.
Select Properties.

Revu File Edit View Document Batch Tools Window Help

v Name:

Thumbnails v | [R5
heck In
[® Update Server Copy
[® Undo Checkout
Version History

Properties

e,
i
0

{

ERLE

>

17.00x11.00in  No Scale

*» E

Markups List ~ V¥V - Q, Search

Page Label Comments Date Status Color Layer

#HH B8 O - NoScale  17.00x 11.00 in
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14) O Double-click on the Project Management Status.
® Select the new status from the drop-down. ® Then click OK. @ Click OK again.

Custom (

|
|
Contenttype: |Shop Drawing |
|

Version: |D.‘IS

MName
Fabrig
Struct
Struct
Fabrig

Name: |SDB.D‘I 05 Structural Steel Carbon (500 LB) B-32-300.pdf

Title: |

Project Management Review

Accepted | ~ |
/_
| 0K | Cancel

Shop

Contractor QC Cert Attached ®  DT2333 (Steel Bridge) PE Stam...

Li

Project Management Review  Accepted
BOS Review Accepted -w >XZ

* required | || Cancel

15) @ Use the annotation tool

s to add comments and notes.

When you are finished: ® Click the checkout icon. ©® Select Check In.

Revu File Edit View Document

@ ~ | Name:
B Thumbnails « - [Z5 2 A
R
= Update S¢| e e 3
) [* Undo Checkout
Version History

Properties

oo
aja|
M
=
[

<

K

N E|
S

Markups List © Y -~ Q, Search

Batch Tools Window Help

Text Box

Comment
Van o

N

17.00x11.00in  No Scale

Subject Page Label Comments Date Status Color Layer

H B 86 0 - NoScale  17.00% 11.00in
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16) Click Checkin.
Revu File Edit View Document Batch Tools Window Help

) v e

Vd3g
RTATION

i v G
@ ~ | Name: - B
B Thumbnails v ~ ® SharePoint Checkin Comments

Checkin Comments (optional):

[] Keep document checked out after checking in this version

| Checkin |Cance\

A a DE BB &K B & 17.00x11.00in  No Scale

oo
aja|
M
=
[

<

{

N E|

Markups List ~ ¥ ~ Q, Search

Subject Page Label Comments Status Color Layer

& - No Scale 17.00x 11.00 in

An error may occur when opening or checking in a document. Here are a few possible causes and
solutions:

1) Failed to connect to SharePoint or SharePoint Connection Failed error.
Repeat step 15 & 16. If that does not work, check your internet connection and try later. You may
save your check out by selecting File > Save from the top menu in Bluebeam.

2) The file will not open.
This is most likely due to the length of the filename, Bluebeam imposes a limit on the number of
characters including the file path. In this case, open the fabrication library in your internet browser and
edit the filename to make it shorter. To do this follow the How to edit document properties? guide
(New Experience). Comeback to Bluebeam and open the file normally.
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Method 2: Adobe Acrobat DC — SharePoint Document

1) Open the document in the internet browser

From the Fabricator Folder, click on the file name to open the document.

-

SharePoint -\,\\ [T (] ?
st o

BROWSE | FILES  LIBRARY || MANAGE ) sHARE ¥y Folow [,

BCONg o z = o =
-"‘;1 -, Division of Transportation System Development (DTSD) Collaboration Sites SharePoint Division Directory SharePoint Search Divisions ~ ~ MyDOT Search this site

i,, Fabrication Document Library

Structures Construction

Records (Home)

Fabrication Unit View All Properties
Edit Properties

Fabrication Library

Inspection Library

Field Welding Forms Drop @ New i Upload S Sync G Share v
off
y - Find a file bal
Field Welding Library
__________________ L Shop Drawing Status [ 5'I Name Content Type Structure ID Structure |D:Construction 1D Fabricator Fabricated Component Co
Recent Accepted = === Shop
Drawing
Project Leader = == Shop
M Review Pendina Drawina -
..sharepoint.com/.../506.0105 Structural Steel Carbon (500 LB) B-32-300.pdf »

From All Documents view, select the file, click Open, then click Open in browser.

SharePoint s ‘7\\ 0 B 0
_— o

SharePoint Division Directory SharePoint Search Divisions MyDOT
SSCONy,

gé%} Structures Construction Records * Following (2 Share <1 Next steps

O Search Open Bl & Share @ Copy link | Download [il Delete = Pinto top =B Rename ::* X 1selected = AllDocuments v Y @
£ Open in browser I
Structures Construc... » .
Forcatonmacument Library
Fabrication Unit
Fabrication Library Shop Drawing... D Name Content Type Structure ID Structure (D... Fabricator
Inspection Library ol
Field Welding Form. B8
Field Welding Libral Received - ;
& & @ Acceptance 3:!‘
777777777777777777 > Pending
I
Edit
Received - —
Acceptance o
Pending
Return to classic SharePoint & b
- »

37



.s\sCONs,,V

BUREAU OF

H _I_I_ Fabrication Lib
%"osmk“aﬁ S RUC URES ° rlcaLIJoSr;r IG;laer

Vd3g
TATION

2) Copy the URL
c 5 o[ a

G}ﬁ] -

ctri+z %,
Cut Ctrl+X
I Copy N Ctrl+C

Paste ’ Ctrl+V

Paste and go to ...sharepoint.com/.../EVZyMmZzbZNDikHdOwN...

Delete

Select all Ctrl+A

Edit search engines...

3) On Adobe Acrobat: Click File, then click Open.

/- Adobe Acrobat Pro DC

(7'l Edit View Window Help

7 Open.. ctrl+0 =
r_':-é Reopen Pghum last session ~
T )
L@ Create 4 s E& Create PDF

Comment Stamp E Edit PDF

[_open |- [_open |- B Export PDF

Export To 4
Comment
»

Organize Pages

)

Enhance Scans

Protect

Fill & Sign

P N O

Prepare Form
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4) Paste the URL in the File name bar. Click Open.
Bl Adobe Acrobat Pro DC - o X
File Edit View Window Help
~
O\ Search tools 1+ B> ~ Q| | Search Documents el
PDF
— Organize ~ New folder =~ m @
Shi 3 Name Date modified Type Size “F
Add
I poF
ent
&
[ze Pages
Compsg
» 3D Objects - e Scans
Ope = Desktop
|5 Documents b
- A | B >
File namel 20Elastomeric%20B¢ .%W%nnq’-mnmwim neid \i] Adobe PDF Files (*.pdf) ~ Lgn
Forms 1o N
Open Cancel
o ‘ B Form
Copy ¥ V
[ rase ] : -
Delete }
Select A
Right to left Reading order
Show Unicode control characters
Insert Unicade control character >
Open IME
Reconversion
5) Choose Allow to trust the site.
B ~dobe Acrobat Pro DC - O *
File Edit View Window Help
Home  Tools =]
~
O\ Search tools
L
A D_, Create PDF
Share Security Warning E Edit PDF
-Add \ This document is trying to connect to: n
. L ssl EE') Export PDF
If you trust this site, choose Allow. If you do not trust this site, choose Block. Comment
w S
Remember this action for this site for all PDF documents
b Organize Pages
Compare Files Help | Allow I Block Cancel )
> iS4 Enhance Scans
(open [ TG
O Protect
A Fill & Sign
Forms & Signatures
@ Prepare Form
v v
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6) Add any needed comments and markups using Adobe’s annotation tools.

File Edit View Window Help

Home  Tools
8 R Q
(&

A
@

.pdf - Adobe Acrobat Pro DC

A M O & umx -

—

Text Box > I
Stamps
'S 3
=3 Line
I:> Arrow
O Oval
D Rectangle

o Cloud

c\ Connected Lines

7) When you are finished, click the Save icon. The edits will be saved and synced with
SharePoint. Unlike Bluebeam, the document properties cannot be edited through Adobe.
To update the review status, follow the steps in the How to update review status for Project

Manager/Leader? guide.

File Edit View Window Help

Home  Tools

B8 X a @
5

save file (Ctrl+5) '.
=
W
@

©]

comments

i?

<
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Method 3: Adobe Reader — Manual

1) Download the document and save to your computer.

i1 SharePoint

L — ot °c e ° @

500Ny,

£ Search

Structures Constructio...

Fabrication Unit

SharePoint Division Directory SharePaint Search

%ﬁ%} Structures Construction Records

Divisions \  MyDOT

% Following 2 Share <3 Next steps

X 1selected = AllDocuments ~¥ ¥ @

Open ~ & Share %@ Copylink | & Download | il Delete -2 Pintotop =B Rename Ed Nintex Workflow

Fabrication Document Library

i1 SharePoint

SNy,

p Search

Fabrication Unit
Fabrication Library
Inspection Library
Field Welding Forms...

Field Welding Library

Return to classic SharePoint

Fabrication Library Shop Drawing... [ Name Content Type Structure ID Structure |D... Fabricator Fabricated Component
Inspection Library O 1o
Field Welding Forms D... B
Field Welding Library Received - o
Acceptance o
Pending
=)
Edit
Received - .
Acceptance [=1)
Pending
[X]
lassic SharePoint - — -
»
== =

SharePoint Division Directory

{55} Structures Construction Records

Structures Constructio...

SharePoint Search Divisions MyDOT

% Following 12 Share =2 Nextsteps

Open ™ |2 Share @ Copylink ¥ Download [ill Delete - Pintotop =0 Rename X 1selected = All Documents ¥ Y @
A
Fabrication Document Library
Shop Drawing Status D Name Content Type Structure ID Structure ID:Constr... Fabr
© o)
ol !
Received - Acceptance
Pending = i
ol |
Received - Acceptance Save
Pending X\:ﬂ Save as /
Save and
Do you want to save RCP 18-253 - Madison Street, Lancaster, W - SRW Calcs, Rev 1.pdf (263 KB) from wigov.sharepoint.com? save |v|| Cancel /
v
Internet Explorer blocked a pop-up from wigov.sharepeint.com. Allow once Options for this site ™ >
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2) Open the document in Adobe Reader. Add needed comments and markups.
3) When you are finished, click the Save icon.
Do not choose Save As. Do not change the filename.

Vd3g

File Edit View Window Help

Home  Tools x

@ABEQ'@) e OO - 3T B L

Text Box >
& Stamps

=3 Line

Cp Arrow
- b Comments O oval

- - - — - —
[r— . |:| Rectangle
» - O Cloud
- -
— - - c\ Connected Lines
-—— —
i ol W@ ® "
o - - - O Left
S y &y - Q) right
- - -

\. ,'?1 Extract J

4) Drag and drop the updated document from your computer to the Fabricator Folder.

M Inbox - principe.carla@gmailcor X € Structures Construction Records X 4

<« > C 0 @ wigov.sharepoint.com/sites/dot-dtsd/scr/Fabrication%20Document%20Library/Forms/Fabrication.aspx? * B Q

Apps O3 Authoring WIN 0y Fabrication 08 Manuals

Home

Share  View

v 4w > dotcdp on MADO3H60873 > (U) 4dotcdp (\\fiamadOp2443\dot-users$) v/ | Search(U).. @

SharePoint Division Directory  SharePoint Search  Division A Name Date modified Type Size ®

S50y, ‘
s ) = ]
Structures Constructio :
) & 09-07-19x15% 0/11/2019 11:59 A Microsoft Excel W. 4 KB
- ~ 5] 7DD6DBBS PN G 9/4/2019 1:49PM  PNGFile 11K8
(5] 286219BPNG - 8/22/2019 1023 A PNGFile 948
O Search Open |2 Share [8] capturePG 8/1/20199:24 AM  JPG File 130 KB
[ ertfication of Health Care Provider for..  6/27/2019843 AM  Adobe Acrobat D. 2918 3
Structures Constructio... . . £ HR1239 Authorization for Release of Rec..  6/27/2019.843 AM  Adobe Acrobat D 2118
Fabrwcatlon e i Qacument 6_2png 6/27/2019838 AM  PNG File 439K8
Fabrication Unit ) [8-Document 6_2jpg 6/27/2019836 AM PG File 96 K8
il

FMLA Notice Of Eligibility.pdf 6/26/20193:52 PM  Adobe Acrobat D. 61KB
FMLA Packet related to a family member..  6/26/2019 3:52 PM  Adobe Acrobat D. 1,692 KB
T8E4B3FCPNG 6/20/2019 11:15 A. PNG File 879 KB
Chiropractic_manipulation_and_stroke_A_.. 6/6/2019 8:47 AM Adobe Acrobat D. 228 KB
SFU Tasks.xlsx 6/5/2019 9:36 AM Microsoft Excel W. 38KB n

Shop Drawing.|

Fabrication Library

Inspection Library (] a)

Field Welding Forms D...

& |

1d \di b Received v business plan new.docx 6/3/2019 417 PM Microsoft Word D... 206 KB
Field Welding Library Acceptance | (STTIEMSN, 1 item sdlech 3
777777777777777777 Pendin:
Edit DF¥
o
\
Retumn to classic SharePoint R o
o »
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5) When notified that the filename already exists, choose to Replace it.

A file with the same name already exists

A file named pdf* already exists in this

library. What would you like to do?
Replace It I Don't Upload

To update the review status, follow the steps in the How to update review status for Project
Manager/Leader? guide.
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Vd3g

How to update an Excel Fabrication Status Report?

From the Fabricator Folder, click on the filename for the fabrication status report.
(Should be an excel file)

BROWSE ‘ FILES  LIBRARY H MANAGE ‘ €) sHaRE ¥y Foow [0,

o Division of Transportation System Development (DTSD) Collaboration Sites SharePoint Division Directory SharePoint Search Divisions ~ MyDOT

@‘} Fabrication Document Library

Structures Construction

Records (Home)

Fabrication Unit View All Properties
Edit Properties

Fabrication Library

Inspection Library

Field Welding Forms Drop @ New 1 Upload c Sync G Share v
Off .

Find a file je)
Field Welding Library
,,,,,,,,,,,,,,,,,, v Shop Drawing Status D Name Content Type Structure ID Structure ID:Construction (D Fabricator Fabricated Component Sho
Recent @5 dt2:gs «e=  Fabrication 9956-00-70

2 > Status

Report
-
4 »

Editing the Fabrication Status Report from the internet browser

1) Edit the spreadsheet in the browser.

n% Excel Structures Construction Records ? dt23..

File Home Insert Data Review  View Help Tell me what you want to do Open in Desktop App |7 Share [J Comments
|"f—\'[1:| A Segoe Print w12 -
B I UD
Paste EB L
v A A A
Undo Clipboard Font Alignment Number Tables Cells Editing ~
A10 ¥ Jx  Matt Erikson
A B T D E F G H | J K L

1 FABRICATION STATUS REPORT - PREFABRICATED STEEL TRUSS PEDESTRIAN BRIDGE =
2 |Wisconsin Department of Transportation

3 |DT2335 122018

4

5 | Complete, sign and submit this form to the corresponding structure folder in the SharePoint Fabrication Library

6 | This form shall be submitted to the Fabrication Library on a weekly basis. Create additional lines as needed.

7

8 |l certify to the best of my knowledge that the information below is correct.

9

10 IMatt Err'kson‘

1 >

12

13 =

4 »
Progress Report C
v Help Improve Office

44



.s\sCONs,,V

7L BUREAU OF
+2 STRUCTURES

Fabrication Library

User Guide

Add all required information.

n% Excel Structures Construction Records »

File Home Insert Data

dt23..

Review  View Help Tell me what you want to do Open in Desktop App |7 Share [J Comments
(_) [‘i\’tl E’g ?\ih; s 11 >
Paste & e
. A~ AN
Undo Clipboard Font Alignment Number Tables Cells Editing ~
B17 v Jx Company Name
A B C D E F G H | J K L
17 | \rewniiaw s UL VTETTEEET —E=STgTTataTeT .
12
13
14 Last Updated | 1/1/2019 h
15 Project ID 0000-00-00
16 Structure ID B-XX-XXXX
17 Cumpanv Name|
18 Job Number | ##t4
19 QC Manager L First Last Name )
20
R CUTTING WELDING ASSEMBLY SURFACE PREPARATION ©2/GALVANIZER
21 Member SHOP FLOOR PAINTER
Description or Date .~ Date ~ Date ~ Date -~ Date ~ - o
4 »
Progress Report C
v Help Improve Office
n% Excel Structures Construction Records ? dt23...
File Home Insert Data Review  View Help Tell me what you want to do Open in Desktop App |7 Share [J Comments
(_) [‘i\’tl E’g ?\ih; s v 10~
Paste & e
. A~ AN
Undo Clipboard Font Alignment Number Tables Cells Editing ~
D23 v fe
B C D E F G H | J K L
18 Job NUmDer | ##is S
19 QC Manager ‘ First Last Name
20
MATERIAL AT CUTTING WELDING ASSEMBLY SURFACE PREPARATION | @ GALVANIZER
21 Member SHOP FLOOR PAINTER
Description or Date Date Date Date Date r
Number Delivery | P® Started/ Date Started/ Date Started/ pate Started/ bate Date
Designation . Delivered mm/ L \Completed mm| . e mm L , |Completed mm| L Completed mm|  Shipped | Retun
Anticipated A Anticipated Jdd Al Jdd A Fdd) Anticipated 7dd/ mmy/dd)’ 4
m mm/dd/yy g mm/dd/yy i mm/dd/yy i mm/dd/yy b/ mm/dd/yy g i
23 G101 02/31/19 3/4/19 ~
24 k
25
26 I~
4 »
Progress Report C
v Help Improve Office
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2) To add additional rows, click Insert. Then click Insert Sheet Rows from the drop-down menu

Vd3g

Fabrication Library
User Guide

options.
nﬁ Excel Structures Construction Records dt23...
File Home Insert Data Review View Help Tell me what you want to do Open in Desktop App |& Share [J Comments
o [l =
Paste Conditional ; ,
¥  Find & Select ~
~ & Formatting v 0 " s
Undo Clipboard Font Alignment Number Tables -~
Ad42 vk I %G Insert Sheet Rows l
A | B C D E F G H | L
34 <
35
36
37 R R
38
39
40 BR  Insert Sheet
41 | | |
42 —I—‘—‘—
43
44
45
46 e
] »
Progress Report @
v Help Improve Office

3) When you are finished, close the tab. All changes are automatically saved.

Q Structures Construction Records X g dt2335.xlsx o + - o 28
< > C O & wigovsharepoint.com/x:/r/sites/dot-dtsd/scr/_luyouts/15/Doc.aspx?sourcedoc=%7BA7DCE7C8-4546-4599-839A-694A8.. w W :
% Excel Structures Construction Records * dt23...
File Home  Insert Data  Review View  Help Tell me what youwanttodo  Open in Desktop App 7 Share [ Comments
X o
iE : ] = & =
Paste & Conditional Insert Delete Format &~ Find & Select ~
- a4 Formatting « v - v
Undo Clipboard Font Alignment Number Tables Cells Editing ~
A24 * & G102
A B © D E F G H | J K L
19 acMm | First Last Name -
20
MATERIAL AT @ GALVANIZER
5 —— SHOP FLOOR CUTTING WELDING ASSEMBLY SURFACE PREPARATION PAINTER
Description or Date Date Date Date Date
C
Number Delivery | P® Started/ pate Started/ pate Started/ pate Started/ pate Date
Designati o Delivered mm/ L \Completed mm| . ICompleted mm . Completed mm . \Completed mm| Shipped Returi
lon Anticipated ) Anticipated Jdd) Anticipated Jddf Anticipated 1dds Anticipated Jddr mm/dd &
2 mm/dd/yy g mm/dd/yy g mm/dd/yy KA mm/dd/yy o mm/dd/yy i L
23 G101 02/31/19 3/4/19
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Editing the Fabrication Status Report in Microsoft Excel Desktop Application.

Vd3g
TATION

1) Click Open in Desktop App

nﬁ Excel Structures Construction Records >

File Home  Insert Data  Review View  Help Tell me what you wanttodo | Open in Desktop Aop & share [ Comments
—
o & B R E
Paste L-E Conditional Insert Delete Format &~ Find & Select «
~ Formatting v - - -
Undo Clipboard Font Alignment Number Tables Cells Editing -~
A42 o
A B C D E F G H | J K L

8 |l certify to the best of my knowledge that the information below is correct. -
9

10

11 (Fabricator’s QC Manager — E-Signature)

12

13

14 Last Updated 1/1/2019

15 Project ID 0000-00-00

16 Structure ID | B-XX-XXXX

17 Fabricator | Company Name

18 Job Number | ####

19 QC Manager | First Last Name

20 -

4 »
Progress Report &
v Help Improve Office

2) Select Open Excel 2016 (Year may vary depending on the version installed in your computer;
must be 2013 or later)

Open Excel 20167

Structures Construction Recor
Open Excel 2016 m
File Home Insert Data Review > )

p App |&Y Share [ Comments

A | s c We're opening this in Microsoft Excel... K L
8 |l certify to the best of my knowledge that the inf{ o

10 Matt Frikson
(Fabricator’s QC Manager — E-Signature)

) o

Resume editing here

14 Last Updated 1/1/2019
5 Project ID 0000-00-00
16 Structure ID | B-XX-XXXX
Fabricator | Company Name
Job Number | ###
QC Manager First Last Name

Tell us what you think of Excel

Progress Report
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3) MS Excel will open. To edit the spreadsheet, click Edit Workbook.

dt2335.xIsx [Read-Only] - Excel O
Insert Page Layout Formulas Data Review View Developer BLUEBEAM Acrobat Power Pivot Q Tell me & Share ‘I\
% lcation -0 - ) ab E @ |23e B Create PDF
Ea - = - M- @ Change Settings
L« = Find &
~ B I U A $ [®lFormat~ & - Select - Batch PDF

Clipboard = Font Alignment Number Styles Cells Editing Bluebeam ~
0 READ-ONLY We opened this workbook read-only from the server. Edit Workbook X
A4z < Jr v

A B | C | D | E | F | G | H J | K L -
1 FABRICATION STATUS REPORT - PREFABRICATED STEEL TRUSS PEDESTRIAN BRIDGE
_2 _ Wisconsin Department of Transportation
3 |DT233s 122018
4 —
5 |Complete, sign and submit this form to the corresponding structure folder in the SharePoint Fabrication Library
6 7This form shall be submitted to the Fabrication Library on a weekly basis. Create additional lines as needed.
7 —
8 |l certify to the best of my knowledge that the information below is correct.
9 —
10 Matt Erikson
11 (Fabricator’s QC Manager — E-Signature)
12|
13 -

[
Progress Report @ q »

Ready % i @) = 1 + 100%

4) To add sheet rows, navigate to the Home Tab > Cells. Click Insert and select Insert Sheet
Rows from the drop-down menu.

Insert Page Layout Formulas

ol
& Calibri

D .
Paste B I U A

~

Clipboard = Font Alignment

A43 - 3

Data

dit2335dsx - Excel

BLUEBEAM Acrobat  Power Pivot Q Tell me

Review View Developer

MNumber

Styles

Q Insert Sheet

H | J

O

& Share D)

™ M Create PDF
¥ Change Settings
Batch PDF

Eluebeam ~

34

35

36

37

38

39

40

41

42

43
44
45 |
46

47

Progress Report @

Ready

H B\ - 1

+ 100%
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5) Continue editing the workbook. When all information has been entered, click the Save icon.
The workbook is saved and automatically synced with the SharePoint copy.

dit2335xIsx - Excel

O
Formulas Data Review View Developer BLUEBEAM Acrobat Power Pivot Q Tell me & Share U
Save this document and refresh it - - Create PDF
with updates made by other z B B @ Change Settings
authars. . =n Find &
A [0 Format ~ @ Select - Batch PDF
Clipboard % Font Alignment Number Styles Cells Editing Bluebeam A
A24 = Je G102 v
A B € D E F G H J K L -
19 QC Manager First Last Name
20
MATERIAL AT @ GALVANIZER
CUTTING WELDING ASSEMBLY SURFACE PREPARATION
21 Member SHOP FLOOR PAINT
Description or Dat Dat Dat Dat Dat
Numbes .a < Date e Date are Date are Date axe Date Date
lumber Delivery ; Started/ Started/ Started/ Started/ }
. . . Delivered . Completed . Completed . Completed . Completed Shipped
Designation Anticipated Jdd) Anticipated Jdd/ Anticipated Jdd/ Anticipated /dd/ Anticipated /dd/ /dd/
mm, mm, mm, mm, mm, mm,
2 mm/dd/yy | | | R e e o Y
23 G101 02/31/19 3/4/19
24 G102
25 G103 |
26 | N
27 |
28| | -
Progress Report @ q »
Ready Count: 2 JEss| [ - [ ] + 100%
6) Return to the internet browser. Close the pop-up window, then close the tab.
ng Excel Structures Construction Records * dt23..
File: e v Hol Tell W ! n ;
A All done. You can close this file now.
4 } !
[ l’ We opened this file in Microsoft Excel on your computer. I
Resume editing here
2 Tell us what you think of Excel
42
- Tr — o =
B Structures Construction Records X ER dt2335.dsx N+
€ > C O & wigovsharepoint.com/x:/r/sites/dot-dtsd/scr/_luyouts/15/Dec.aspx?sourcedoc=%7BA7DCE7CE-4546-4599-839A-694A8... v [ H
Progress Report
nﬁ Excel Structures Construction Records > dt23...
File Home Insert Data Review  View Help Tell me what you want to do Open in Desktop App 1 Share {J Comments
< = B
o iz & = H
baste |1 Conditional Insert Delete Format @« Fing & Select «
- 9 Formatting M . M
Undo Clipboard Font Alignment Number Tables Cells Editing -~
A24 v kG102
A B 9 D E F G H I J K L
19 QC Manager ‘ First Last Name -
20
MATERIAL AT @ GALVANIZER
o . SHOP FLOOR CUTTING WELDING ASSEMBLY SURFACE PREPARATION PAINTER
Description or Date Date Date Date Date
Number | peivery | ® Started/ | D% started/ | % sared/ |7 sareq/ | D2 | O ;
Designation Anticipated Delivered mm/ Anticipated Completed mm) Anticipated (Completed mm) Anticipated (Completed mm Anticipated (Completed mm|  Shipped | Retur
- i | | G || AR | e | | G | B0 | ey | 6 | e |
23 G101 02/31/19 3/4/19

49



	How-to Guides
	How to upload a document?
	How to upload a quality assurance (QA) inspection report?
	How to edit document properties?
	Changing document properties from the Fabricator Folder
	Changing the document properties from the All Document view.

	How to check in a checked-out document?
	What are New Experience and Classic SharePoint? How does it affect the tools available in the Fabrication Library?
	How to change views?
	How to download a document?
	From All Documents View in New Experience Interface
	From Fabricator Folder or All Documents in Classic Interface

	How to search, filter and sort?
	How to update review status for Project Manager/Leader?
	How to add review comments?
	Method 1 (Preferred): Bluebeam – SharePoint Link
	Method 2: Adobe Acrobat DC – SharePoint Document
	Method 3: Adobe Reader – Manual

	How to update an Excel Fabrication Status Report?
	Editing the Fabrication Status Report from the internet browser
	Editing the Fabrication Status Report in Microsoft Excel Desktop Application.



