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Logging in and changing your password using the Web Client

You will need an account to access ProjectWise.

e UDOT employee you should already have an account.
0 If not contact ProjectWise support and let us know.
0 On the login box it says you can sign in with single sign in this doesn’t work so
you need to use UTAH\username.
e Consultants need to fill the Consultant User ProjectWise Access Request.pdf to get a
user account or if you already have a login name the login account will work here
https://pw.udot.utah.gov/login.aspx
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e For consultants to change your password when you are logged in go to Tools>Change
password.

e [f you are a UDOT employee there isn’t any reason to change password you will use your

LAN Password.
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Changing Interfaces and Views

Once logged in and getting started you will first need to see what interface and view you have
associated to your account.

e By default the Director’s office interface is selected you need to change this to your
discipline.
0 To do this you need to go to View> Interfaces to change your interface
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Click on your interface that you want to use and this will change it in this example
Roadway Design is selected
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To change your view do the same thing but click on view and choose your view.

Uploading and attributing documents
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On Internet Explorer you might need to change a setting to allow Active X programs to
run.
First see if these options are active or greyed out

(3| (8

If they are greyed out follow the following steps

ert |+ Select

Go Internet Options which is under the gear icon
Select Internet Options > Advanced tab

r B
Internet Options M

| General | Security I Privacy I Content I Connections | Frograms | Advanced l

Settings

Play animations in webpages™® -
Play sounds in webpages
[7] show image download placeholders
Show pictures

ﬁ Security
[] Allow active content from CDe to run on My Computer®
[T] Allow active content to run in files on My Computer®
[T] Allow software to run or install even if the signature is inv
Always send Do Mot Track header®
[7] Blodk unsecured images with other mixed content |
Check for publisher's certificate revocation
Check for server certificate revocation™
Check for signatures on downloaded programs
[ Do not save encrypted pages to disk

1| n [ 3

*Takes effect after you restart your computer

[ Restore advanced settings ]

Reset Internet Explorer settings

Resets Internet Explorer's settings to their default
condition,

‘fou should only use this if your browser is in an unusable state,

[ Ok ] [ Cancel Apply




0 Under the Security options make sure Allow active content to run files on my

computer*. The “*” means you will need to restart your PC after you apply this
setting

Far

e The first one is new and the other is upload

e To upload a new document means is to upload an existing document and you can
rename and attribute it.
0 This will open in a new window it will take a short amount of time for this to load
and it look like this.
(= lE )
S5 || B https://pw.udot.utah.gov/Resources/WebPages/ProjectWise/Createlnstance.aspx?Connectic O ~ @ € H B8 ProjectWise Web Server B ProjectWise Web Server x ‘ T St 588
x Google ~ | *9 Search ~ ‘ [ 3 ‘ 5§ Share | More > & gerywill.~ X - x @iConvert ~ [ Select
5 W MSN [2] Suggested Sites v [ Utah-ID Login [ Utah-ID Login (2) I8 The Highwaymen - Ameri.. [a LiveCycle ES2 AdobeLive... [\ Adobe Forums Please Hel.. £ QDeveloper Forum - Cop... *§ while creating 2 form in li..

B Document

Document Name )do(OOGDl X ‘
Document Description )dOCOOUUl (desc) ‘
Application <none>
Department <none>
Path UDOT Projects\Statewide Projects\Training\User2\ROW_Test_User2\Hydraulics
B File
Attach 3 file ‘ | [ eromse.. |
File Name ‘ ﬂ ‘
Bl Attributes
Right of Way A
Document Type Filter
Right of Way ]
Type (Req'd) Document Subtype Doc. Multiple Subtype
Document Phase ROW Summary Number Qunership Name
il |
Submit to Elecironic Flan Room Fiscal Year Sold Ounership Number
[
[ Mark for Addendum? [ Mark for Award? TexID
e ? 0
[ Mark for Advertisemert? [ Include in Plot Set Tourshp
Organization
=] Rarge
Municipality .
Section
[ 0l /

e First upload a document by clicking the browse button /
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@ Select File to Upload ﬂ
Look in: I- Diesktop j @ I’ (v
T Name ) Size Item type Date modif *
s
Hec;; o ﬁ\"ou cher for.pdf 123KB Adobe Acrobat..  8/20/2014 Z|ﬂ
8% Utah_Carriers.sdsc 748 KB Microsoft Excel.. 5/23/2014 81
< (' UDOT-131636-01 ProjectWiseDistribution System for Adverti... 2KB  Shortcut 5/8/2014 8
_- ﬁ UDOT_PW_Setup.pdf 206 KB Adobe Acrobat.. 7/16/20141
Desktop UDOT_PW_Setup.dac 7246 KB  Microsoft Wor...  7/16/20149
|@UDOT Unit List 2015 Quick Reference.xls J3KB Microsoft Excel... 7/8/2014 10
- UDOT ProjectWise Consultant Initial Setup Instruction.docx 520KB  Microsoft Wor...  7/16/2014 1
Ligmries @ UCI Scans - unknown_04-01-14 xIs 43KB Microsoft Excel... 5/23/20148
@Traming Summary for Utah DOT as of 4-1-2011.xs 358 KB  Microsoft Excel..  5/14/2014 8
LL @Traming Comparisions 2011.xls 87KBE Microsoft Excel...  5/14/2014 8
~ ﬁTicketOrd er20140620-413366.pdf 143KB Adobe Acrobat.. 6/20/20141
My Computer - ﬁ_"‘ Storagexdsx 9KB Microsoft Excel.. 6/9/2014 &:
SEDOT-DOTM-...
oy, I:l__L]Storage (1) adsx 9KB Microsoft Excel.. 6/9/201410 ~
iu; < 1 ] r
Network g rame [UDOT Unit Lst 2015 Guick Refernce s =] Open
Files of type: | | Cancel |
\,

e Click Open and this will upload the document once uploaded
0 Name the document using naming conventions (where applicable)
0 Give the document a description (where applicable)
0 Then give the document the correct attributes

Bl Attributes

Right of Way

Document Type Filter

|Right of iy =

Document Type (Req'd) Document Subtype Doc. Multiple Subtype

| ] | bl | el
Chamership Name

Document Phase RCW Summary Number E

| [~ | I

Submit to Electronic Plan Room Fiscal Year Sold ol b ks

| e
TAXID

[ Mark for Addendum? [] Mark for fward? I:I

et 7 in Blot Sef?
[ Mark for Advertisement? [ Include in Plot Set? T

O [ &

| |:|| Range
|M unicipality |_|| =
Transaction Nbr Transaction Name :

0 Then click save the window will close and save the document to ProjectWise

e To upload a document the second one
0 Click on button the select File to Upload appears window appears
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Hame ' Swe Bem type Date medd =
Rocs paces (B WatCGE {utstsrcons23) - Shortcut 2KB Shereut 91220385
B Weropace KB Shorteut 3/5/2018 34
3 Windows .1 Pro (s64).is0 3215304 KR PowerdS0 File BATMA
|/ 4 Windows § Pro (88)iso LU4SE0KD PowedSOFile  627/20141
Deskiop 3 Windows & Pro (é4)iso LIATIEKD PowedSOFile  6/2/20141
HLw_cush3s par 186KE  Adehe Acrobat.. 6/9/201412
‘_i-_v{ll)ill!l for.pdf 113 KB Adobe Acrobat.. B/720/2014 2
0 Utsh Carmersadx TEKD MicrosohtEcel.. 52320148
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A W UDOT_PW._Setuppdf 26KE Adobe Acrobet..  /16/20141
& UDOT_PW,_Setup.doc TMEKE MecrcsoftWor /1620149
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% 85 UDOT Propectiise Consullan Inial Setup Instrue SHKEE  Mucrosoft Ve 0141 -
o e 2 [o= ]
Fiea o bypes [ B Carcel ||

0 Select your file or files to upload and select open

@]

You will not be able to name or attribute files using this method you will have to
go in after and check the file and click on the property button

@ 2 @ |4 =y

[ ] Mame Document Subtyp)

il EE I / UDOT Unit List 2015 Quick Reference.xls Access

- UDOT PW Setup.pdf

0 The properties will open in a separate window and make take some time to open
0 Once opened you will be able to name and attribute like before.

Downloading and Exporting Documents

e To download a document check the documents you want to download and click on the
Document pull-down and click on download. The browse for folder will appear
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-
Browse For Folder M

Select a directory to download files to

|- Daktop| -
I* 4 Libraries
I & Gary Williams
I |8 My Computer - SEDOT-D01M-0FHZ - 168.1
€l Network

b C++
[+ . Desktop

m

[+ 1) Executive Secretary Files

[ - [

4| 1] 3

Folder: Desktop

| MakeNewFolder | | ok || cancel |

0 Choose where you want to download the document to and click on ok. If this is
location where you uploaded it from you might get this window

Confirm -

o Cne or more files were locally modified, Do you want to overwrite them?

UDCT_PW_Setup.pdf

O You can either overwrite or choose a new location
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e To export a document do the same as above except select Export

24& ProjectWise ‘

@ a2 & 2 2 2
L 1

w7/
a7/

0 Toimport do the same as Export except select Import go to the folder
you exported too and select the file to import.

To Delete a File

e First thing you must be the owner of the document

e Group rights are not used to delete a document in the web client.

e Check the document to be deleted and click the Document pull-down and click on
Delete
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e The confirmation window appears to make sure you want to delete and when you say
yes the file is deleted

Confirm 23

o Do you want to permanently delete selected document(s)?

Mo
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