 Electronic Final Plans
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Creating Sealed Plans for Construction.

Effective with for the November 2014 Highway Letting, Roadway Design final set of plans will signed and sealed electronically and used by Contracts and Standards for advertising. This effort will reduce reproduction cost, make plans available to everyone quicker, and produce intelligent searchable files that enable a user to find information faster. 


Section I	- Creating Files for Signature


Section II	- Signing and Naming Files


Section III	- Highway Letting Preparation



REVISIONS





09/15/2015 - Section III – Keeping file size under 50MB
06/01/2015 - Section III - Move PDFs – PDF portfolio replaced with combined PDF
11/06/2014 – Section II  - Renaming Plots - Updated file naming spacing recommendations

[bookmark: _Section_I_]Section I		Creating Files for Signatures

Add PE Seals

Roadway Design will add the PE seal into each CADD plan sheet that needs to be sealed, including the Hydraulic and Pavement Management engineer seals.

A folder has been created on the Share drive called “PE Seals” that includes cell libraries for the Hydraulic and Pavement engineer’s seals. If you happen to acquire a seal that does not currently exist, please submit to CADD Support to help keep the directory up to date.

[image: ]






Blank Seal

[image: ]There is a blank PE seal in the Roadway folder that includes instructions on how to edit the PE cell with the engineers name and number (1:1 & 50 scale)






PDF File Location

Save PDF files under the “TIP#\Roadway\PDF_Distribution\” folder called:
“100 Let Plans – Not for filed use” and
“300 Let Cross Sections – Not for field use”.

[image: ]

[bookmark: Spreadsheet]Creating PDF Files from Spreadsheets
[image: ]
Go to the “Print” function and select a print queue that supports full size (22”x34”) plots such as the RD-Oce860-34.


Make sure Landscape and ANSI D (22”x34”) options are selected. 


















[image: ]Select the “Save As” command.


In the “Save as type:” dropdown,
select “PDF (*.PDF)”






Then name your file and save it in the correct folder.





Creating PDF Files from Iplot
[image: ]
Open your full size IPS file in Iplot Organizer. Select the files you want
to convert to PDF and click on the 
“PDF” icon. 

[image: ]







In the “Export PDF” dialog box, select the separate PDF file for each plot.

Then select PDF Format Configuration
[image: ]




Make sure “Rotation” is set to “0” (for full size sheets) or “270” (for half size x-sections) and that “searchable Text” and “Levels/Files” boxes are checked. 


Click “OK” and click on “Create PDF”.

Save files to appropriate folder.



Print a full size set of plans from the PDF’s for Plan Checking. You may want to rename your files (information on how to do this below) so that they will print in the correct order. It is important that a printed copy of the PDF’s are reviewed by Plan Checking and used to create the project proposal. The PDF file is going to be signed electronically and used for advertising.

[bookmark: Formatting]It is imperative that your PDF’s meet the following format compliancy:
· Print at the appropriate scale
· Are text searchable (intelligent file, not scanned)
· Saved in landscape view or 0 degree rotation
· One PDF for each plan sheet
· Full size PDF (22”x34”) unless cross sections > 30 sheets

[bookmark: _Section_II_]Section II		Signing and Naming Files


Digital Signatures

DocuSign is the vendor that the State of North Carolina (and subsequently NCDOT) selected to use for digital signatures.

· After final submittal to Plan Checking, upload your PDF’s* to start a DocuSign envelope to collect required signatures for the PE seals (YouTube video’s on using DocuSign on CADD IT website). 
· After all sheets have been signed, you will receive an email notification. 
· Download the combined zipped file of the PDF’s (we need the individual PDF’s for each sheet, not the one PDF of the whole project). 
· Extract the individual PDF’s to the folder “TIP#\Common\Final Plans\100 Roadway Plans” and “300 Cross Sections Plans”.
· Delete the original temporary PDF’s in the “PDF_Distribution” folder that were used to upload to DocuSign. They are no longer needed and do not have the preliminary sticker on them.

*You don’t have to submit cross sections for signatures since they aren’t signed. It is up to you and your project engineer if you want to include the cross sections as part of the project submittal through DocuSign. 


Rename Plots

Verify you have collected all the PDF’s from other units (i.e. Special details, Geotechnical details, Noise wall, Survey Control, summaries, etc.). 

You have to have all of your files in the “Roadway\PDF_Distribution\100 Let Plans” folder or “300 for Cross Sections” before you rename them.

[image: C:\Users\JMCMEL~1\AppData\Local\Temp\1\SNAGHTML5e2bad4.PNG]



· Start the Plan File Renaming Utility application. Click on link to install.

· Additional help on this application is available in the taskbar (or contact CADD Support).

· Select a number spacing of 3 for Plan Sheets; 1 for Cross Sections for the file names. This spacing will allow for future construction revisions. 
[bookmark: Rename][bookmark: Revision1](Updated 11/6/14 to eliminate file names exceeding 1000 and creating sorting issues with the portfolio.)


[image: ]



[bookmark: _Section_III__1]Section III		Highway Letting Preparation

Move PDF’s

After renaming the files correctly, move them (not copy) over to the “Common\Final Plans” folder. Contract Standards (CS&D) gathers these files, along with the other units, and moves them to two separate folders on the construction team site;

1. Individual Sheets: This folder contains the original digitally signed PDF’s and they remain individual PDF files. This is the official repository of our sealed plans.

2. [bookmark: Revision2]Roadway: This folder contains the individual files consolidated into larger groups of PDF’s. Combined PDF’s (which replaced PDF Portfolios in June 2015) are easier to scroll through and print. These files are the ones generally used in the field. However, when combining them, the original digital seal is broken so these are not our officially sealed set of plans. A cover sheet with a disclaimer is added at this point by CS&D. 
[bookmark: _Section_III_]
[bookmark: Revision3][bookmark: _GoBack]*For large projects, these combined PDF’s can become very large file sizes and unusable in the field. To help address this issue, anytime a folder becomes larger than 50MB, each unit should split the folder into manageable subfolders (101, 102, 103…) since CS&D will not know where to split a project. To determine how large your project is, hold your mouse over the folder until the pop-up like below shows:

[image: ]

As in the example above, the files for this project should be broken into at least two sub-folders numbered 101 and 102 under the 100 Roadway Plans folder.



Life After Moving

· Contracts Standards and Development creates the project proposal. 

· All project PDF files checked for formatting compliancy as discussed earlier.

· After the Highway Letting, the PDFs are moved to the Team TIP Construction site created for all new TIP projects.

· All construction revisions will go through the same process to assure that our electronic plans are always up to date.
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