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This document has been prepared for the Oklahoma Department 

of Transportation by: 
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 Office Services Division 

 200 NE 21st Street 

 Oklahoma City, Oklahoma 74105 

Copyright 

Copyright © 2018 Oklahoma Department of Transportation.  All Rights Reserved. 

Many of the designations used by manufactures and sellers to distinguish their products are 

claimed as trademarks.  ProjectWise, MicroStation, Inroads are trademarks of Bentley 

Systems Incorporated.  Where other designations appear in this book, and authors were 

aware of a trademark claim, the designations have been capitalized. 

The Oklahoma Department of Transportation (ODOT) has accepted this document.  By 

accepting this document, ODOT assumes ownership and all responsibilities associated with 

this document.  The information contained in this document is subject to change without 

notice.  

Disclaimer 

Notice of Disclaimer: ODOT provides documents on an “as is” basis. All warranties and 

representations of any kind with regard to said documents are disclaimed, including the 

implied warranties of merchantability and fitness for a particular use. Under no 

circumstances will ODOT any of its officers or employees be liable for any consequential, 

incidental, special or exemplary damages even if apprised of the likelihood of such damages 

occurring. ODOT does not warrant the documents against deficiencies of any kind. The use 

of any of these documents for work which is under contract with ODOT does not relieve the 

contractor from any obligation assumed by the contract, or from complete and proper 

fulfillment of the terms of the contract, nor does it entitle the contractor to compensation 

for damages or loss which could be attributed to such use. 

Notice 

This manual may be freely copied or distributed for the purpose of providing the Oklahoma 

Department of Transportation and Oklahoma customers a consistent guide to using 

ProjectWise to meet ODOT’s Deliverables Standards. 

Software Versions: 

ProjectWise Design Integration 10.00.02.265 
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Document Conventions 

There are several conventions that are used throughout this document to indicate actions 

to be taken or to highlight important information.  The conventions are as follows: 

 ITEM    MEANING 

Click OK   A command name or a file that you are to select 

Tools > Options A command path that you are to select – usually from 

pull down menus 

 Document Name  The name of a document that is not hyperlinked 

 Emphasis   Style used when referring to important words/phrases 

 Hyperlink   Style used when a direct link is available 

 Key in    Entering data with the keyboard 

 Note:    Text information you should pay particular attention to 

 1.  Numbered Step  Actions that you are to perform in sequence 

 JP    Job Piece – a 7 digit numerical code 

Alt – Left Arrow This will return you to the original document after 

clicking a hyperlink located in this document.   
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INTRODUCTION 
ProjectWise is a Bentley Systems, Incorporated software package that serves as a document 

management system to manage engineering project documents.  Oklahoma Department of 

Transportation (ODOT) has implemented ProjectWise to manage documents including 

MicroStation and InRoads files, Microsoft Office Documents, as well as project photos and 

aerial images.  Other software such as the Microsoft Office Suite can also be integrated into 

the ProjectWise environment. 

ProjectWise provides a secure environment where project information can be stored. 

Individuals can check out a document for revisions and check it in when the revisions are 

completed. Others can read the document while the document is checked out but cannot 

revise it. 

The purpose of this reference manual is to present general practices and procedures for the 

implementation and use of ProjectWise for service providers. 

The guide is made up of two important sections. The first section covers material specific to 

ProjectWise like terminology, security and information on how to use and access project 

folders and documents. 

The second section of the reference manual covers additional helpful information including 

using workflows and document manipulation. 

Service Providers working on a project managed within the ProjectWise environment will 

notice the following benefits: 

 Provides a single source for all project data 

 Improved communication and access to up to date files 

 Automatic backup of project data 

 Multiple levels of security to fine tune who has access to what 

 Easily verify the integrity of project data by evaluating the audit trail of actions 

performed on folders and files 

 Virtually eliminates lost reference files 
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GETTING STARTED WITH PROJECTWISE 

ProjectWise Terminology 

The following are a few general terms and definitions relating to ProjectWise. 

Document Name vs. File Name 

Documents are files pertinent to the project including drawings, design details, 

correspondence, reference files or even empty documents that have been created as place 

holders for future documents. 

 

 The Document Name is a place holder in the ProjectWise Database. This is the 

name that the sql server will use and the name that will be seen in the ProjectWise 

explorer. 

 

 The File Name is the name attached to the ProjectWise document when it is 

checked out of ProjectWise. When a document is checked out of ProjectWise, a 

local file is created and the file name is then assigned to the document. 

 

 

All documents have Properties associated with them. These properties include the 

document name, the person who created the document, when the document was created, 

when it was last updated, and more. 

When a document is selected, the properties show up in the Preview Pane at the bottom 

right in ProjectWise explorer. 

Documents will also have Attributes assigned. Attributes are custom properties used to 

organize information in ProjectWise such as the Project Code, Region, Resident Engineer, 

etc., that can be used to search for a document. Attributes are also used to integrate 

information into MicroStation Title Blocks. 

Then there is the Datasource. This is a container of folders and documents in which the 

users will be able to access project data. 

The final term to remember is Environment. A ProjectWise environment defines the 

Attributes that can be associated with a document. 
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Folder Properties vs. Document Properties (attributes) 

Properties:  The general term for all of the general and custom attributes which can 

define a document, folder, or project. 

Project Properties:   Information containing specific project information.  Example:  Letting 

Information and Project Number. 

Folder Properties:  Information containing the who and when a folder was created, 

updated information, environment and workflow. 

Document Properties (Attributes):   Documents may have several properties, or attributes, 

tied to them as meta tags.   This information is saved 

onto a document in ProjectWise using interfaces. 

 

ODOT Datasources 

A datasource is a container for related data (files) organized into folders.  Each datasource 

is also supported by a database and administrative items such as user lists, security 

control, attributes, etc. Datasources are listed in the left pane of the ProjectWise Explorer 

window and are identified by an icon representing a container. 

ODOT currently has two datasources, one for active projects and one for archived projects. 

 

  

 ODOT Projects is used for active projects.  A project will be stored in this 

datasource during the concept, design, advertising, and construction phases of a 

project.  This datasource also contains templates for new projects including the 

folder structure and standard seed files. 

 ODOT Projects Archive is used for storing projects that have been 

completed.  Access to the files in this datasource is generally set to read-only. 

http://www.okladot.state.ok.us/projectwise/populating-document-attributes/
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Datasource Structure 

At the top level, each datasource is comprised of the same standard structure consisting of 

the following items: 

 

Datasource Folder Structure 

 Documents – This is the folder where the project data is stored. 

 Custom Folders – A folder used to store and organize links to frequently used folders 

or documents.  Items in this folder are really just pointers to the real data located in 

the Documents folder. 

 Saved Searches – This is the folder for saving search criteria as a saved 

search.  Clicking on a saved search name will automatically run the search.  This is a 

quick way to perform a search.  This folder is broken into Personal and Global 

searches.  personal saved searches can only be used by the user who created 

them.  Global searches can be used by all users. 
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LOGIN TO THE ODOT PROJECTWISE ENVIRONMENT 

Service Provider Sign On 

ProjectWise requires a secure login to access documents stored in the ODOT ProjectWise 

Environment.  In order for a user to login to the ODOT ProjectWise Environment, the user 

must have an active ODOT user account. 

To login to the ODOT ProjectWise Environment: 

1. Right Click on the “ODOT Projects” datasource  > Login … 

2. Choose datasource: ODOT Projects 

3. Choose Authentication: ProjectWise 

4. Type username: (Example  John.Citizen) 

5. Type password 

6. Click > Log In 

 

Note:  Depending on the version of ProjectWise installed, the login dialog box may 

vary. 

Temporary Data Folder 

ProjectWise copies documents to the user’s machine for the user to modify them.  Once the 

document has been modified, the user has an option to overwrite the server copy using the 

check in commands. 

For this to work properly; upon the first login for the user, ProjectWise will attempt to create 

a temporary working directory.  Allow this action.   The temporary directory location is set 

up by the ProjectWise Administrator and should not be moved. 
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PROJECTWISE EXPLORER INTERFACE 
When you launch ProjectWise, the ProjectWise Explorer is displayed. The ProjectWise 

Explorer is similar to Windows Explorer in appearance and function. The ProjectWise 

Explorer displays the folders and documents contained in the datasource you logged into. 

The ProjectWise Explorer interface is broken up into four main areas: 1) Datasource and 

Folder, 2) Document List, 3) Preview Pane and 4) Toolbars. 

 

In this example, the Datasource is ODOT Projects, the selected project folder is JP21860-04 > 

Bridge > Plan Sheets 

 Datasource and Folder (Area 1) – This area shows all of ODOT’s datasources that can 

be accessed and folders for those datasources. 

 Document List (Area 2) – When a folder is selected in the Datasource and Folder area, 

sub-folders and documents under that folder will appear.  This area is where 

documents are accessed.  Columns can be sorted by selecting the column header and 

dragging it to a new location. 
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 Preview Pane (Area 3) – When a folder or a document is selected, detailed information 

on the folder or document is shown here. 

o Document Properties – Displays the properties of the selected 

document.  This tab is not available if a folder is selected. 

o Folder Properties – Displays the properties for the selected folder or the 

parent folder of the selected document. 

o Photo Preview – Displays a preview for any standard image type (jpeg, bmp, 

png, tiff, etc.) 

o Dependency Viewer – This tab will show a schematic layout of all dependencies 

of the selected document.  This is a good tool for finding references for 

MicroStation drawings. 

 Toolbar Section ( Area 4) – There are several toolbars available to help the user work 

within ProjectWise. 

Toolbars 

There are several toolbars (Area 4) available to help you work with ProjectWise. You can 

toggle toolbars on/off by right-clicking in the toolbar area and checking/unchecking the 

toolbars you want to view. 
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The Toolbars Worth Noting At This Point Are: 

1. (1) Address – Shows the complete path of the folder or file selected. You can use the 

path to send a link via e-mail. Copy the address and place it into an e-mail message 

as text. The recipient can then copy the text from the email and paste it into the 

address bar. The address bar also keeps track of the most recently used files. This list 

is shown by clicking on the down arrow at the end of the address field. 

 

  

 (2) Search – Use this toolbar to perform a quick search in ProjectWise or click on the 

binoculars to perform an Advanced Search using the more powerful Search by Form 

dialog box. At this time, the Search Builder option is not used. 

 

  

 (3) Interface – Use this toolbar to change what attributes are accessible and how they 

are shown in the properties dialog box for folders and documents. Custom interfaces 

have been created for many of the Specialty Groups. Attributes and properties will be 

covered later in the Specialty Group sections of this online manual. 

 

  

 (4) View – Use this toolbar to change what information is presented in the ProjectWise 

Explorer window (i.e. what columns are displayed). You can create as many 

customized views as you need. The process for creating custom views is explained in 

the section titled Custom Views. 
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Quickly Find ALL Assigned Projects 

If the user would like to see all projects assigned to the specific service provider, the user 

should direct their attention to the Saved Searches located in the datasource and folder 

pane (Area 1). 

 

 

The process to find all projects is below: 

1. Expand > Global 

2. Expand > Consultant 

3. Click > on specific service provider name 

Note:  Service providers cannot see projects or documents associated with another 

service provider. 

 

 

REQUESTING PERMISSION FOR SPECIAL CIRCUMSTANCES 
There will be times when users need access to folders that they do not normally have 

permission to work in or read.   

In order to grant a user or group permission to a folder, a request must be made through 

the ODOT Project Manager or ODOT Engineering Manager through email.  Once permission 

is granted, that email shall be forwarded to the ProjectWise Administrator for review.   If the 

request does not violate security profiles, access will be granted.  A confirmation email will 

be sent to all parties involved.  
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PROJECTWISE SECURITY 
 

General Information 

The access and security of project documents placed in ProjectWise is controlled with 

ProjectWise security settings. Permissions to access folders and documents in ProjectWise 

are set when the project is created. Permissions to folders are granted to the Specialty 

Groups to which the project is assigned.  

Groups 

Each employee at a service providers company is added to their specific company’s group. 

The easiest way to see what groups you belong to is to view the Member of tab from 

the Tools > Options dialog box as shown below.  This information is useful in identifying 

any permissions related issues. 
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Audit Trail 

The Audit Trail tab displays a history of activity within a selected folder.  This history includes 

any action performed on documents or folders.  The information shown in this tab can be 

customized to show various columns of data by clicking on Customize. 

The column Object Type refers to whether an action was performed on a Document of a 

folder, the column Action Name list the action that was performed, and the column Object 

Name lists the document or folder that the specified action was performed on. 

The Audit Trail can be used to see when an object (document or folder) was created, who 

has accessed the object by viewing it, checking it or copying it out, and whether an object 

was deleted.  If a document is viewed by using the “photo viewer” located in the preview 

pane, the user and the action will be record in the Audit Trail.  This action is referred to in 

the Audit Trail as “Copy Out“.   ProjectWise tracks the username and timestamp for all 

actions. 

  

Important! Unlike Windows, when a document or folder is deleted from ProjectWise there is not 

a Recycle bin or Undo feature that will allow the object to be retrieved. This must be done from 

the backup. If no backup was created prior to the deletion, the object cannot be restored. 

  

The Audit Trail can be used to: 

 Identify who has worked on a particular document or folder. 

 Identify any missing files or folders by looking for the Deleted action. 

 Read the comments that have been entered to the documents. 
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WORKING WITH FOLDERS IN PROJECTWISE 
 

Folder Types 

ProjectWise, unlike Windows, has more than one type of folder. ProjectWise folders have 

more associated properties than do windows folders. 

Included in every ODOT datasource are the following types of folders.  

 used to store project related content    

 custom folders to create links to frequently used projects   

 used for saving searches    

Note: ODOT does not use the components folder; therefore, its function and use will not 

be covered in the reference material. 

 

 

Important!  No matter the datasource your are working in, all content will be saved in the 

…Datasource/Documents/Projects  folder.  
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Each type of folder is indicated by a unique icon.  A list of those icons and their descriptions 

are shown below.  

 

  

 

 

 

 

  

 

 

Project Folder Structure 

Each ODOT datasource contains a Documents folder.  This is where all project content is 

stored.  The Documents folder within ODOT Projects is organized into subfolders for each 

ODOT Project.   Projects are organized by JP number.  The consultant folder structure is 

shown below.  Please note, several specialized folders may not be displayed. (Bridge, 

Roadway, Traffic…) 

 

Icon  Description 

   

 
 ProjectWise datasource – not logged in 

 
 ProjectWise datasource – logged in 

  ProjectWise Project / Work Area 

 
 Parent or Subfolders 

 
 Custom Folder 

  Search Folder 

30% Deliverable: Single PDF of Plans, Estimate & QCQA, CADD Docs in DGN Folder 

 
60% Deliverable: Single PDF of Plans, Estimate & QCQA, CADD Docs in DGN Folder 

 No Content in this folder 

 DGNS for R/W Final Submittal 

 Single PDF of the Plans, An Estimate, PCN, and checklist 

 90% Deliverable: Single PDF of Plans, Estimate & QCQA, CADD Docs in DGN Folder 

 PSE Plans; Single Sheet, using naming conventions 

 CADD Documents 

 PSE Documents including all applications, forms, NOI, 404 Permit & etc … 

 

Used as a secure large file transfer 
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Folder Properties 

ProjectWise uses Document and Folder properties enabling tracking and security on each 

file and folder. Folder security settings are used to control access to the files within the 

folder. Properties include information on who created the document/folder, who last 

updated the document along with comments on what was completed. 

There are many properties associated with a folder in ProjectWise. When a folder is selected, 

many of these properties (such as the folder name, owner, and usage of disk space) are 

shown in the lower right pane of the ProjectWise Explorer window as illustrated below. 
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To access additional folder properties, right-clicking on a folder and select Properties … or 

right-click on the folder and press the space bar.  The Folder Properties dialog box will be 

displayed and is similar to the files properties menu. 

 

 General – contains basic folder properties 

 Spatial – ODOT is currently working on creating spatial data to be used in 

ProjectWise.  This data will include an aerial background map and coordinate 

system for the project. 

 Statistics – contains information about the folder including who created the folder, 

when the folder was created, and the number of documents in it. 

 Workflow & State – Standards set to move documents through a specific set states  

 Project/Folder Security – security options that have been set for the folder showing 

users, groups, and user lists that have access to the folder. 

 Document Security – document security settings that are applied to the documents 

within the folder. 

 View – shows personal and global view settings to the folder.  See Custom Views to 

learn how to create a custom project view. 

 Audit Trail – shows audit information 

 Workspace – this tab shows whether an unmanaged workspace profile has been 

assigned to the folder or a managed workspace. Managed Workspaces are used to 

assign ODOT CAD standards. ODOT ProjectWise Administrators are currently setting 

up Managed Workspaces for different specialty groups. 

  

http://www.okladot.state.ok.us/projectwise/custom-views/
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WORKING WITH DOCUMENTS IN PROJECTWISE 
 

Document Status and Type 

Each document listed in the ProjectWise Explorer window will begin with two icons.  The first 

icon identifies the Status of a document; the second icon identifies the document Type. 

The following table identifies the status icons and their meaning. 

 Pencil icon - Document is available for checkout 

 Open Book icon - Document is open for read access 

 Lock icon - Document is checked out by another person 

 Red Check mark icon - You have this document checked out 

 Exported icon - You have this document exported 

 Final Lock icon - Document is final 

 

Common Document Types 

 

 InRoads Document 

 MicroStation Document 

 MicroStation Document with Reference files attached 

 Microsoft Word Document 

 Microsoft Excel Document 

 Adobe PDF Document 

ProjectWise Document Set 
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Checking Out Documents 

Checking out documents should always happen from within the ProjectWise interface. 

Always start ProjectWise, navigate to the desired document, and double click to open/check 

out. When opening MicroStation (or any integrated application) first, the ProjectWise login 

dialog box, shown below, is displayed. 

 

Note:  You can only check out documents to edit for which you have write privileges and are 

not opened and locked by another user.  Users who can see documents for read only can 

always open to the document to read. 

Once editing of the document is complete, simply exit the application, or, in the case of 

MicroStation, open a new drawing, and ProjectWise will display a dialog box asking the user 

how to handle the finished document. If changes have not been made you can select Free 

to release the checked out document back to ProjectWise. If changes were made to the 

document, select Check In to check the updated document back into ProjectWise. If changes 

have been made that need to be seen by other members of the design team, select Update 

Server Copy. This option allows other users to open the file as read only or reference the 

file with the latest changes while continuing work on the file. 
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Opening And Closing A Document In ProjectWise 

 

To View The Active Version Of A Document (open): 

1.  Double-click on the desired document.  This checks out the document and opens it 

using the appropriate software. 

Note: When a document is checked out from ProjectWise, the document is placed into a working 

folder on the C drive.  When a document is Exported out of ProjectWise, the document can be 

placed into a designated folder. 

When finished viewing the document, it can be closed.  If the document was modified, then 

the file should be saved. 

2. Exit document normally.  Upon exiting the document the Check In dialog box is 

displayed. 

3. If the document was modified, click Check In.  This will write the changed document 

back to the document in ProjectWise. 

 

4. If the document was not modified then either Check In or Free can be selected. 
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To View A Read Only Version Of The Document 

5. Double-click on the desired document.  This displays a message window indicting that 

the document will be opened read only. 

1. Click > OK on the message box and the document will open. 

 

2. When done reading the file, close it as normal. 
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Local Document Organizer 

The Local Document Organizer is a tool in ProjectWise that facilitates the management of 

documents that you have checked out, exported, or copied. Based on the status of a 

document you can use the Local Document Organizer to check-in, check-out, free, or 

update a server copy of the document. 

  

1. Select Tools > Local Document Organizer from the ProjectWise menu bar. 
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Uploading Documents To ProjectWise 

Uploading or moving documents into ProjectWise is as simple as using normal windows 

commands.  

1. After logging into ProjectWise, navigate to the folder you wish to upload 

content into. 

2. From any WINDOWS EXPLORER window, highlight all documents you wish to 

upload. 

3. Drag and drop the highlighted content in the WINDOWS EXPLORER window to 

the ProjectWise window.  

Deleting Documents In ProjectWise 

Important! Deleting a document in ProjectWise is a permanent action. A deleted document 

cannot be undeleted. If the document is older than a couple of days, there is a possibility 

that a backup copy exists. In order to retrieve a backup copy, contact the ProjectWise 

Administrator.  

To delete a file in ProjectWise the user must have the correct permissions to delete or have 

been the user who created the file. If the user is unable to delete a file, contact the 

ProjectWise Administrator to delete the file. 

 

To delete a document … 

1. Highlight the document > Right Click > Choose Delete 

2. ProjectWise will prompt the user if they want to delete the document.  Click > yes 

and ProjectWise will delete the highlighted document. 
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Replacing Documents 

From time to time it will be necessary to replace an already created document.   These cases 

range from simple corrections to revisions.  The user must have the ability to write to the 

document that needs to be replaced. 

To replace a document … 

1. Highlight the document in question. 

2. Right Click > Properties > General Tab 

3. Locate the “File” subset menu and the Advanced Select box 

4. Choose either import or replace 

 Import – browse to document outside of ProjectWise 

 Replace – browse to document inside of ProjectWise 

 Note: Cannot be the same folder within ProjectWise 
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5. Browse to document you want to replace the ProjectWise document with 

6. Select Document and click Open 

 

 

 

7. Once you click open, ProjectWise will display a dialog box asking the user to 

Synchronize Names.  In most cases, the user will need to select the first 

option. 

 Use original document name – doesn’t change the name of the 

document presently in ProjectWise 

 

 Use new file name – changes the name of the document in 

ProjectWise to the name of the document being uploaded. 

 

8. Click > Ok 

9. Click > Save on the document properties dialog box to save the document to 

ProjectWise. 



Oklahoma Department of Transportation  29 | P a g e  

 

Exporting Documents 

From time to time, the user may to send a document from the ProjectWise Environment 

when a link will not work.  ProjectWise makes exporting documents from the environment 

simple.   

1. Highlight the document(s) you wish to export 

2. Right Click > Export 

3. Choose the second option. “Send to folder ..” 

 

4. Click > Next 

5. Choose a location by browsing to where you want to save the document(s) 

 

 

6. Click > Next 

7. ProjectWise will now export the documents you highlighted previously to the 

location you browsed to above. 
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WORKFLOWS AND STATES 
 

General Information 

Workflows are created by the ProjectWise Administrator. Workflows guide documents 

through phases or states such as; Active, In Progress, In Review, Completed. As work is 

completed on a document, the user can change the state to move it forward. Once the 

document has reached its final state in the workflow, it is set as completed and this prevents 

it from being edited. 

Each milestone delivery folder has its own workflow specific to the folder it is assigned to.  

Not all workflows are created equally.  

Introduction To Workflows 

Workflows will help users to collaborate on documents and to manage project tasks by 

implementing our milestone processes on documents and items in a ProjectWise 

environment. Workflows will help them to adhere to consistent milestone processes, and 

improve organizational efficiency and productivity by managing the tasks and steps involved 

in our design processes. This enables the CADD users to perform these tasks to concentrate 

on design work rather than managing the workflow. 

The primary benefits of using workflows are to facilitate design processes and improve 

collaboration. 

What Are Workflows? 

Workflow is sometimes described as a series of tasks that produce an outcome. In the 

context of ProjectWise, a workflow is defined more narrowly as the automated movement 

of documents or items through a sequence of actions or tasks that are related to 

a milestone process. Workflows can be used to consistently manage 

common milestone developments within our organization by enabling the users to 

attach milestone logic to documents. Milestone logic is a set of states that specifies and 

controls the actions that happen to a document. 

Workflows can streamline the effort required to coordinate common business processes, 

such as project approval or document review, by managing and tracking the users tasks 

involved with these processes. For example, in a ProjectWise environment, the user is 

working a workflow assigned to a folder that routes documents to a group for approval. 

When the document users’ start this workflow on a document, the workflow creates approve 

or revise tasks. When changing the assigned tasks to the workflow, users can visually see 

which state the documents reside in. While the workflow is in progress, the supervisors or 
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work leaders can check the state of the documents and its contents for approving or revise 

and to see which users have completed these workflow tasks. When the workflow users 

complete their tasks, the workflow ends, and the team can see the workflow has been 

completed. Workflows are a tool that helps our users to see the documents in their current 

states, whether you’re managing the users’ process, or you’re one of the users. 

How Do They Work? 

Your ProjectWise administrators set up the workflow templates to cover the different 

document processes you will use on the project. The Initiator starts the workflow and 

manages the documents through the design process. Observers see documents awaiting 

states through on their user access to the project. These documents are reviewed as part of 

the workflow. You can also search and report on the progress of workflows that users are 

involved with. 
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Working With Workflows 

Specific workflow steps are covered in labs and modules.   However, the basic steps to 

progress a document through a workflow are below. 

 

1. Highlight the specific document or documents you wish to move through the 

workflow associated with the folder the documents reside in. 

2. Right Click > Change State 

3. Choose the option needed to move the document to the next step or state. 
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4. ProjectWise will prompt the user before the action is taken on the document(s). 

5. Click > YES 

 

Note: If no action or permissions are available, ProjectWise will notify the user.  
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DOCUMENT NAMING CONVENTIONS 
 

Sheet Naming Convention 

Sheet Identifiers are placed in the Title Block (lower right) of the drawing sheet.  Sheet 

Identifiers contain a single position alpha code and are immediately followed by the drawing 

sheet sequence number.   The alpha code references the discipline the sheet represents. 

Digital storing of the final deliverable digital plan sheet shall be completed in .pdf form, 11×17 

(scaled appropriately) and a single document per drawing sheet at 600 dpi.  The below 

standard naming convention has been established. 

 

The sheet identifier does not necessarily need to be four characters long; however, the sheet 

identifier must contain the discipline code and sequence number as stated below. 

Sheet Identifiers with Discipline Codes 

Discipline Codes correspond to the discipline the specific sheet represents. The discipline 

drawing numbers are sequential only for that specific discipline.  These Standard Discipline 

codes represent most divisions within ODOT and shall be used.  For any division that is not 

listed, please contact the Office Services Division for the appropriate Alpha Drawing 

Discipline Code. 
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Approved Drawing Discipline Codes 
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PSE Documentation Naming Convention 

Supportive documentation to the PSE Submission includes, but is not limited to, 404 

applications, NOI, Estimates, etc …   Some documents must be named specifically and placed 

into the PSE Documentation folder prior to emailing the Project Manager upon PSE 

Submission.  You must follow this naming convention in order for the project to not be 

rejected by the Office Services Division.  The top 3 documents may not be changed in naming 

or in sequence. 

1-1234567-OE Submittal Letter.pdf 

2-1234567-Special Provisions.pdf  

3-1234567-Estimate.pdf (this is a place holder for Design staff to replace) 

All other supportive documentation must be given a number, such as; 

4-1234567-404 Permit.pdf 

5-1234567-NOI.pdf 

Other supportive documentation does not need a specific order, however, must be given a 

“sheet number”.  The order in which you place the documents, is how the project will be 

delivered to the Office Engineer. 

Digital Document Naming Convention 

Accurate digital storage of documents with naming conventions is a necessity for digital 

document retention and a standard in content management systems.  The ODOT 

ProjectWise Administrators elected not to use automatic document codes; however, we ask 

you to name your digital documents as the examples below.  The below examples are only 

for supportive documents to the PSE Plan PDF’s.  

 1234567-GENERAL PLAN AND ELEVATION.dgn 

 1234567-PLAN AND PROFILE SHEET 2.dgn 

 1234567-COMBINED SURFACE.dtm 

 1234567-CHECKLIST.wpd 
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BASIC DIGITAL SUBMISSION OF DELIVERABLES 
 

30%, 60% and 90% 

1. Locate your single PDF of the Plans, Single PDF of the Estimate and Single PDF of the 

QCQA and upload those documents into the deliverable folder you are submitting 

for (drag and drop). 

 

2. Locate your CADD documents and upload those documents into the DGN folder 

located in the deliverable folder you are submitting for (drag and drop). 

 

3. Back check your upload. If your upload/import is successful, proceed to step 4. 

 

4. Highlight all documents located in the DGN folder and Right Click > Change State 

 

5. Choose > Next 

 

6. Click > OK 

 

7. Highlight all documents located in the 30%,60% or 90% folder and Right Click > 

Change State 

 

8. Choose > Next 

 

9. Click > OK 

 

10. ProjectWise will change the state of all your documents to “Submitted to ODOT” 

 

11. Email the ODOT Project Manager associated with your project.  Include in the 

CC list; The Bridge EM (if applicable), The Roadway EM (if applicable), The Traffic 

EM (if applicable) and Environmental Representative (if applicable). 

 

IMPORTANT! The project is not formally submitted to ODOT until all these steps are complete.  

This includes the Email to the Team.  The Team is stated above in step 11.  
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65% Deliverable 

1. Locate your single PDF of the Plans, Single PDF of the Estimate and Single PDF of the 

QCQA and upload those documents into the  …Deliverables/65%/PDF folder (drag 

and drop). 

 

2. Locate your CADD documents and upload those documents into the 

…Deliverables/65%/DGN folder (drag and drop). 

 

3. Back check your upload. If your upload/import is successful, proceed to step 4. 

 

4. Highlight all documents located in the DGN folder and Right Click > Change State 

 

5. Choose > Next 

 

6. Click > OK 

 

7. Highlight all documents located in the PDF folder and Right Click > Change State 

 

8. Choose > Next 

 

9. Click > OK 

 

10. ProjectWise will change the state of all your documents to “Submitted to ODOT” 

 

11. Email the ODOT Project Manager associated with your project.  Include in the 

CC list; The Bridge EM (if applicable), The Roadway EM (if applicable), The Traffic 

EM (if applicable) and Environmental Representative (if applicable). 

 

IMPORTANT! The project is not formally submitted to ODOT until all these steps are complete.  

This includes the Email to the Team.  The Team is stated above in step 11.  
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Corrections To 30%, 60%, And 90% Deliverables 

Once your content has been marked as “Received by PM”, the following scenarios are 

approved. 

 Revert your documents back into the Initial Delivery state in order for you to 

replace them, or 

 

 You can email your documents to the Project Manager who will place the into the 

appropriate ProjectWise Folder, or 

 

 You can place the documents into the correspondence folder and email your 

Project Manager who will move the document into the appropriate folder. 

 

IMPORTANT! DO NOT DRAG AND DROP A NEW DOCUMENT! 

NOTE: 65% REVISIONS ARE NOT INCLUDED IN THIS DOCUMENTATION 
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PSE Deliverable 

1. Locate your single sheet PDFs named with the ODOT Naming Convention, and 

upload them to the PSE Folder (drag and drop) 

 

2. Locate your CADD documents and upload those documents into the DGN folder 

located PSE folder (drag and drop). 

 

3. Locate your PSE documentation named appropriately and upload them into the 

PSE Documentation folder (drag and drop). 

 

4. Back check your upload. If your upload/import is successful, proceed to step 4. 

 

5. Highlight all documents located in the DGN folder and Right Click > Change State 

 

6. Choose Approve 

 

7. Click > Yes 

 

8. Highlight all documents located in the PSE Documentation folder and Right Click > 

Change State 

 

9. Choose Approve 

 

10. Click > Yes 

 

11. Highlight all documents located in the PSE folder and Right Click > Change State 

 

12. Choose Approve 

 

13. Click > Yes 

 

14. ProjectWise will change the state of all your documents to “Submitted to ODOT” 

 

15. Email the ODOT Project Manager associated with your project.  Include in the 

CC list; The Bridge EM (if applicable), The Roadway EM (if applicable), The Traffic 

EM (if applicable) and Environmental Representative (if applicable). 

IMPORTANT! The project is not formally submitted to ODOT until all these steps are complete.  

This includes the Email to the Team.  The Team is stated above in step 15.  
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Corrections To PSE Plan Documents 

Corrections are not Revisions.  Corrections to the plans or plan documents can be made 

prior to formal submission to the Office Engineer Office.   Make sure your document is in 

one of the following states prior to attempting a replacement of a document. 

 PM Under Correction 

 EM Under Correction 

 OSD Under Correction 

Note: Consultants cannot make workflow changes in any of the above states.  Further, 

corrections do not create “versions” of the document. 

Important! Do not delete the revised sheet 

1. Highlight the document in question. 

2. Right Click > Properties > General Tab 

3. Locate the “File” subset menu and the Advanced Select box 

4. Choose either import or replace 

 Import – browse to document outside of ProjectWise 

 Replace – browse to document inside of ProjectWise 

 Note: Cannot be the same folder within ProjectWise 
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5. Browse to document you want to replace the ProjectWise document with 

6. Select Document and click Open 

 

 

 

7. Once you click open, ProjectWise will display a dialog box asking the user to 

Synchronize Names.  In most cases, the user will need to select the first 

option. 

 Use original document name – doesn’t change the name of the 

document presently in ProjectWise. 

 

 Use new file name – changes the name of the document in 

ProjectWise to the name of the document uploaded. 

 

8. Click > Ok 

9. Click > Save on the document properties dialog box to save the document to 

ProjectWise. 

10. Reply ALL to the email you received notifying you of the correction 

needed. 

IMPORTANT! DO NOT DRAG AND DROP A NEW DOCUMENT! 
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Revisions To PSE Plan Documents 

Revisions to Plan documents occur once the plan documents have been formally submitted 

to the Office Engineer.  Revisions to plan sheets require versions, or a copy of the original 

plan document saved for archival purposes.  When a revision is initiated in the ODOT 

ProjectWise Environment, an automatic version is created without the user having to do so.   

Revisions will happen while the documents are managed in the Office Engineer Division prior 

to letting and the Office Services Division after letting. 

To replace a plan document that has been opened to the consultant for editing, follow the 

same steps as if it were a correction.  However, the plan sheet will require the formal revision 

block, date and revision triangles as preformed in past practice. 

Prior to replacing your plan document, make sure the state of the document is in one of the 

following states: 

 OE Under Revision 

 OSD Under Change in Plan 

IMPORTANT! Once the replacement has been completed, reply all to the email you received 

notifying you of the revision needed. 

IMPORTANT! DO NOT DRAG AND DROP A NEW DOCUMENT! 
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