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Check In is for checking in a document after you have saved new changes to the
document.

Update Server Copy is when you are editing a document and someone needs to
read updates to the document. (To use this option save the document like normal right
click document in ProjectWise and select update server copy. This will allow you to
continue editing and save your changes that have already been done to ProjectWise.)

Free is for if you open a document make changes to it and realize you have the
wrong document or for some reason you do not want to save the changes to the
document.

Cancel is just that cancel it will stop the process and no changes will be saved
and you can continue working on the document.



If you have multiple documents opened at once when you close a document the check
in window well not appear tell you close the application. In this case you can also check
in a document by right clicking the document in ProjectWise and choose any of the
preceding options.
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2. Documents Icons

Check Mark - Indicates document is checked out to you

v

Lock — Indicates document is checked out by another user

&

Pencil — You have read/write access to document
7

Open Book — Document is read-only

B

Disk — Document is exported

Tag — Document is in Final Status

%



3. When bringing in multiple documents at one time and they have similar attributes and
you can highlight all the documents at once and Drag and drop them into ProjectWise.
Go through the document wizard until this screen.

r ~
Advanced Document Creation Wizard @

Create a Document
Verify entered document properties
and complete creation process by clicking Next. &

Wizard will create a new document with the following specifications:

Target Folder :
+ Name : Doc Type Duplications =
+ Description :

Template
+ MName : Report=xlsx

+ Description : Bxtemnal template (05 file )
+ Folder Name C:\Users'\garywiliams COUDOT\DesktopDoc Type Duplications
+ Folder Description : OS Path

Document Attributes :
+ Label PERMIT_CONTACT_ADDRESS
+Value :
+ Label
+Value :
+ Label PERMIT_REQUEST_NUMBER
+Value :
+ Label REVISION_6_REMARKS
+Value :
+ Label REVISION_4_REMARKS
+Value :
+ Label QUANTITY_DATE
+Value :
+ Label CO_DESCRIPTION
+Value :
+ Label Doc. Mutiple Subtype
+Value :
+ Label CUSTOMER_NAME
+Value :
+ Label ROUTE_EDITABLE

[ Launch associated application
I%Appry selected options to succeeding documents

[ <Back |[ Nea> | [ Cancdl |

On this screen put a checkmark in the box next to Apply selected options to succeeding
documents. This will attribute all the documents that you have dragged with the same
attributes



4. Modifying multiple documents at once inside of ProjectWise. First thing is highlight

the document you want to modify
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The following dialog box comes up
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After it comes up click on the UDOT Project Tab this will take up to a couple of minute
to switch to this screen.

[ Meodify documents ﬂﬂ
ADDENDUM_CHECKLIST: o - |:|
ADVERTISED_CHECKLIST: mo -
Advertisement Submission: 0 Ii
ADVERTISEMENT_TYPE: [l :}
AGREEMENT_NUMBER: B li ﬂ
ASSIGNMENT_LOG: m li ﬂ
AWARD_CHECKLIST: mo -
BEGINMING_MP: m
BIDITEM_DESCRIPTION: & '7 ﬂ
BIDITEM_ITEM_NUM: m li ﬂ
BIDITEM_SEQ_NUM: D i

[ OK J [ Cancel Apply

b

On this screen you change all of the UDOT attributes that you have rights to change.

5. To send a link to a document right click on the document in ProjectWise and go down
to the bottom of the window and click on Copy Gmail URN to clipboard.

Send Ta
Copy List To
Altekuiel
Change Sate

* F T ¥

Eisich Pt B
imadel Fackage ¥
Furqpeerties-

Dt Fricnca Winidow

Copy Ghlasl LIRN to Clpbosrd L}
Copy Ghissl RN to Chphosrd [Bare)
B T Pt San

Expoet v




This create a link that you can paste into Gmail.

6. When you get a link from someone double click the link. Between IE and Chrome you
need to different things to open the link.

In Chrome

The links will look like this

6813_[-70_WILDLIFE CROSSING _AND _FEMNCIMNG

It will open a new window and were you want to put the link

| save mine in the download folder but it doesn’t matter where you save them.

F' I
€ Save As M

———
N | A v Gary Williams » Downloads - |+ Search Downloads B |
D78 sy ?
Organize * Mew folder Sl @
-~
v Favorites = MName Date modified Type i
Bl Desktop GmailURN (1).vbs 7/31/2013 2:09 PM  VWBScript Script File
& Downloads = GmailURM (2)wvbs 8/1/2013 11:21 AM  VBScript Script File
¢ Dropbox 2] GmailURN (3).wbs 6/27/201311:15 AM VBScript Script File
P L

U
= Recent Places

7/31/2013 6:35 AM
7/31/2013 6:39 AM

VBScript Script File
VBScript Script File

m

- Libraries GmailURN (6).vbs 7/31/20136:39 AM  VBScript Script File
@ Documents GrailURM {7).vbs 8/8/2013 6:19 AM VB5cript Script File
J’ Music GmailURM (B).wvhbs 8/8/2013 6:19 AM VBScript Script File —
[ Pictures GmailURN (9).vhs 8/14/20139:02 AM  VBScript Script File
H Videos GrailURM {10).vbs 8/16/20137:43 AM  VBScript Script File

1% My Computer - SEDOT-DO1M-0FHZ - 168177
5 Deeds (WUTSTSRCOMS03) (B:)

ARG mailURN (18) .vbs|

Save as type: [VBScript Script File
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After you save it will show up in the download bar at the bottom of your window

© Amanda Holm

® Amber Routson

@ Barry Axelrod

@ Bob Peterson

54 Brian Winn
Yes?

[B] GmailURN (18).vbs

& Showall downloads... % |

Double click on the link and it will open ProjectWise and go to the document or folder.

In Internet Explorer

It will open a new window and send you to the folder that it saves in which is the
download folder click on open and it will open ProjectWise and go to the document or
folder.

View and track your downloads

Name
GmailURN.vbs 242 bytes Do you want to open or save this file? 7]
7 Opgy, || save |7

puw.udot.utah.gov

Options

6. Creating a desktop icon to a folder or document

First highlight the document or folder you want to create the shortcut to and drag to
desktop. It will look like this.
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[

2039_MEW...

You can create a folder to put these in to keep them together.



7. Add the Quick Launch Bar to the Taskbar in Windows 7

You should note that the new Windows 7 taskbar allows you to dock items to the
taskbar, combining the features of both the normal taskbar as well as the Quick Launch.

The above screenshot is the Windows 7 taskbar
Adding the Quick Launch Bar Back to Windows 7

To add the toolbar back, you'll want to right-click on an open area of the taskbar, and
choose Toolbars \ New Toolbar from the menu. You should probably also unlock the
taskbar at this point.

Address Toclbars
Links
Tablet PC Input Panel

Cascade windows
Show windows stacked
e Show windows side by side

Show the desktop

Desktop

Mew toolbar...

Start Task Manager

Lock the taskbar
Properties

Now is the slightly tricky part... you’ll want to paste the following path into the location
bar:



New Toolbar - Choose a folder ]

v]_-)l I Search My Documents o |
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Folder:

[Select Folder v] [ Cancel

Make sure that the location bar shows the full path, like the next screenshot, before you
choose the “Select Folder” button.

New Toolbar - Choose a folder
@vl 1o« A?PData > le_n'lin_g_ » Microsoft » lntemetEx_PIorer » Quick Launch v | ¥
Organize v New Folder
%l RecentPlaces  *  Name 3 Date modified i

You'll immediately notice the Quick Launch toolbar on the taskbar,
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Once you're sure it's the way you want it, you should check the “Lock the taskbar”
again.

| : | - .
M Pictures E_-,l Screen Resolution

And there you are, the quick launch bar has returned.



