NCDOT
Location & Surveys Uni
SharePoint Guidelines

Version 1.0




Table of Contents

Document Introduction and Notes Page 3

Accessing SharePoint on Connect NCDOT Page 4

Preconstruction Projects Home Page Page 6

Searching to find your Project Site Page 7

Location and Surveys — Discipline Page 10
Location and Surveys — Topics and States Page 11
Uploading Files to SharePoint Page 13
Viewing and editing file properties Page 17
Viewing file version history Page 20
Checking out files - Review or Revise Page 21
Checking files back in - Versioning and Comments Page 22
Consultant Submittals - Document Sets Page 24
Right of Way Plans Page 27
Right of Way Revisions Page 31

Appendix
NCDOT Location and Surveys File Naming Convention Page 41

2 | NCDOT Location and Surveys SharePoint Guidelines Version 1.0




Document Introduction and Notes

NCDOT is constantly changing to better serve and connect with our Customers and Business Partners and thus is
transitioning to Connect NCDOT Site’s “SharePoint” for Project Management and Delivery.

++ This documentation is provided specific to the NCDOT Location and Surveys Unit and our Business Partners as
we transition our unit’s Project Development and Transmittal Process to SharePoint.

R/

#* The Location & Surveys Unit will be utilizing SharePoint for project delivery of Data and also CADD files until
such time as we switch to Bentley - Geopak “Project Wise” to manage CADD files.

R/

+* Understanding SharePoint “structure” and at what level we work as L&S Users is critical to using SharePoint
effectively.

* The Location and Surveys Unit is a member of the “Preconstruction” Team Site on SharePoint and is
represented across all Projects as a specific SharePoint “Discipline” — Location and Surveys.

R/

+* The Location and Surveys Transmittal Database will continue to be used in coordination with SharePoint.
0 A PDFfile of the transmittal will be created and placed in the L&S Topic “DOT Transmittals.”

R/

+» This document creates a “new” Consultant (PEF) Submittal Process.

e ALL Consultant (PEF) deliverables will be uploaded to the L&S Topic “Consultant Submittals.”
0 This will be the Storage Bin for ORIGINAL consultant files as delivered.
0 Files should be placed in a “Document Set” (tip#_type_firm_date).
= TIP = Project Number
=  TYPE = Survey Type
=  PEF = 3 digit PEF designator
= DATE = Date transmitted

Consultant files will be downloaded and reviewed at the local level.
0 A “Redline” file may be created if significant edits are needed.
0 The PEF will make necessary edits and Re-Upload the file into the “same” Document Set.
0 This will allow SharePoint “versioning” to document changes.
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Accessing the Connect NCDOT Home Page

1) To access the Connect NCDOT Home Page - Simply hold your Ctrl “key” down and click on this link ...
https://connect.ncdot.gov/Pages/default.aspx
2) Sign-in as a Team Site User to access SharePoint.

PEFs - For help signing in - See the following Quick Reference Link

https://connect.ncdot.gov/site/preconstruction/Preconstruction%20Help/Quick%20Reference%20for%20Consulting
%20Firm%20Users.pdf

BUSINESS PARTNER RESOURCES A Home "™ Help ® SiteMap

Doing Business  Bidding & Letting Projects Resources Local Governments . a

Connect NCDOT Home
Bringing Business and Government together with online
collaboration.

5. =,
~ S T .

I’ '| Browse All Sections % More Site Content

Doing Business Manuals

Maps

Training

Projects
Fort Groups &
Resources -~ .
Data and documents Events

Upcoming meetings, co ferences, an
Local Government

t Contenido en Espanol

Contenido para nue

L Team Site Users: Sign in Here

You are not signed in.

Please sign in to your account . If you would like an account,
please click the ‘Get An Account’ button below.

2 EETEE

Can't access your account?

Was this page helpful? c 0

A ConnectHome X Signlin -2« Employee Directory & ncdotgov

© North Carolina Dept. of Transportation | Privacy Statement | Accessibility
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Accessing the Connect NCDOT Home Page - Continued

++ The Location and Surveys Unit is a member of the “Preconstruction” Team Site on SharePoint and is
represented across all Projects as a specific SharePoint “Discipline” — Location & Surveys.
3) Click “Preconstruction.”

Connect NCDOT , .
BUSINESS PARTNER RESOURCES # Home ™ Help P TeamSites & SiteMap

Doing Business  Bidding & Letting Projects Resources Local Governments

Connect NCDOT Home

Bringing Business and Government together with online
collaboration.

I’ '| Browse All Sections More Site Content
Doing Business ) Manuals

Maps

Build and Bridge & Culvert Lets Training

Projects

For businesses wo Groups & Committee
Resources S

Data and documents neede Events
Local Gov it
Munic s Contenido en Espanol

|- Your Team Sites -, Support & Help

Find yourteam site | EAEETIST S v ||

Co 3 Preconstruction

Century Center
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Preconstruction Projects Home Page

4) Preconstuction Projects Home

» For QUICK Access to Preconstruction Site - Simply hold your Ctrl “key” down and click this link ...
https://connect.ncdot.gov/site/preconstruction/SitePages/Home.aspx

Connect NCDOT

BUSINESS PARTNER RESOURCES
Doing Business Bidding & Letting Projects Resources Local Governments
Preconstruc Preconstruction Projects Home

Preconstruction information for NCDOT Highway and Bridge projects. Send any problems or concerns to
preconstructionhelp@ncdot.gov.

ﬁ, > Preconstruction

SharePoint Help Find a Site

Discipline Specific Links

Devision Spediic Guidance 15BPR.11 Camden 43 and 44
Division 01
equests 15BPR.41 Dare No.9

e Pivision’02 15BPR.7 Currituck No 15

Consulting Firm Access Requests
6 2

> — o 17BP.1.R.76 Gates 20

fecomstation Tee 17BP.1.R.77 Gates 27

n 04 .
Preconstruction Search Grson 08 17BP.1.R.78 Gates 29

Usage Assessment Division 0 e R

17BP.1.R.85 Camden 19 (B-4453)
Division 06 =
17BP.1.R.86 Martin 71 (B-4577)
Division 07 17BP.1.R.87 Tyrrell 17 (B-4648)

17BP.1.R.88 Pasq 5 (B-4783)
Division 08
R.89 North 14 (B-4919)

Division 09 R.90 North 15 (B-4920)
R.91 (B-5501)

Division 10
R.91 Chowan 3 (B-5501)
Division 11 R.92 North 13 (B-5502)

. R.93 Perq 29 (B-5416)
Division 12
R.94 Hyde 21 (B-5508)
DivisionAs R.95 Hert 10 (B-5608)

Division 14 R.96 Martin 194 (B-5955)

R.97 Pasq 15 (B-5969)

R.98 Hertford 97
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Searching to find your Project Site

For the purposes of this manual; the “Training02” project site will be used. This would normally be the
project TIP number ... B-3159, etc.

For QUICK Access to Preconstruction Site - Simply hold your Ctrl “key” down and click this link ...
https://connect.ncdot.gov/site/preconstruction/SitePages/Home.aspx

1) Find your project on the NCDOT Preconstruction (SharePoint) Site. Type in your project name in the “Find a
Site” search box.

Connect NCDOT

BUSINESS PARTNER RESOURCES

Doing Business  Bidding & Letting Projects Resources Local Governments

Preconstruction + Preconstruction

Find a Site
l Type in [TIP number here  i— X ‘ Ex = Training02

SharePoint Help

Discipline Specific Links 15BPR.11 Camden 43 and 44
Division 01
15BPR.41 Dare No.9

Division Specific Guidance

vision 02 2
S 15BPR.7 Currituck No 15

Site Requests
Division 03 17BP.1.R.76 Gates 20

Consulting Firm Access Requests 17BP.1.R.77 Gates 27
Division 04

Preconstruction Help 17BP.1.R.78 Gates 29

Division 05 17BP.1 R.84
Preconstruction Search
Division 06 17BP.1.R.85 Camden 19 (B-4453)

17BP.1.R.86 Martin 71 (B-4577)
Division 07
17BP.1.R.87 Tyrrell 17 (B-4648)
Bivisian 0% 17BP.1.R.88 Pasq 5 (B-4783)
Diision 09 17BP.1.R.89 North 14 (B-4919)
17BP.1.R.90 North 15 (B-4920)
Division 10
17BP.1.R.91 (B-5501)

Division 11 17BP.1.R.91 Chowan 3 (B-5501)
Division 12 17BP.1.R.92 North 13 (B-5502)
17BP.1.R.93 Perq 29 (B-5416)
Division 13

17BP.1.R.94 Hyde 21 (B-5508)

Division 14 17BP.1.R.95 Hert 10 (B-5608)
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Searching to find your Project Site - Continued

2) Our search for “Training02” brings us to the corresponding project site.

Trainit ~. » Training02
Training and Demonstration project
Carteret

# » Division 02 Preconstruction Trainingd2

Project Site ' General

truction Home

' Disciplines
* Collaboration

" LET Preparation

Precon Project Map

There is no Map for this TIP

Version 1.0




Searching to find your Project Site - Continued

«+ If the site has not been created ... Click this link for instructions on how to request a preconstruction site.
> https://connect.ncdot.gov/site/preconstruction/Preconstruction%20Help/Quick%20Reference%20for%20Preco
nstruction%20Project%20Site%200wners.pdf

Reference for DOT Preconstruction Project Site Owners

Site setup and access procedure
Check if a precon project site already exists for your project.
Create Site Request
Grant access to the consulting firm(s) involved
Inform the consulting firm(s) that the site will shortly be available for their
use. Provide them with a link to the site and the Quick Reference for
Precon Site users.

1. Finding Preconstruction Project Sites
From Connect.ncdot.gov, look for “Preconstruction” under Your Team Sites or go
directly to https://connect.ncdot.gov/site/preconstruction/SitePages/Home.aspx.

From the Preconstruction home page, you can navigate to your division and select
from the list of sites shown, or you can use the “Find a Site” search box to find your
project site. If you will only be working with a few projects, you may want to add
favorites in your browser for those projects individually.

Clicking on the project ID will open the project site and display the document
libraries for that project.

2. Requesting New Preconstruction Project Sites
If the project you want to work with does not already have a preconstruction
project site:
e (Click BIGREHIESS] from the left menu.
e Click(®) new item to open the request form.
e Provide the TIP and/or WBS, if there is one.
e Use WBS Extension to:
o Provide a short project name of convenience appended to the TIP or
WBS
o Differentiate between projects that share a WBS
o Be the project identifier for non-TIP/non-WBS projects
Select the Division where the project will be built
Select and the counties where the project will be built
Provide a brief Project Description
Click m (Do NOT change the Status.)

The request will be marked complete when the site is created, normally within
2 working days.
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Location and Surveys — Discipline

3) Once inside your Project Site - Drill down into “Disciplines” to ...
4) “Location and Surveys” to manage the project.

» Add project site to favorites menu for easy access in the future (STEP not shown).

Training02 + Training02
Training and Demonstration project
Carteret

A » Division 02 Precd \/ > Training02

Project Site > General

Consulting Firm A

= Lock/Unlock Plans or Provisions Congestion Management (3)
Erosion Control (1)
Geoenvironmental (0)
Geotechnical (10)
* Preconstruction Help Human Environment (36)

roject Commitments Hydraulics (6)
Intelligent Traffic Systems and Signals (0)
Location and Surveys (0)
Natural Environment (10)
Project Development (24)
Rail (0)
Right of Way (1)
Roadway Design (14)
Signing and Delineation (2)
Structures Design (31)
Utilities (43)
Work Zone Traffic Control (31)

Key Documents

discipline Specific Links

roject Contacts

Project Structures

Recently Modified

* Collaboration

* LET Preparation
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Location and Surveys — TOPICS and STATES

++ Location and Surveys will use SharePoint “Topics” to manage project structure.
1) LS “Topic”

Connect NCDOT

BUSINESS PARTNER RESOURCES

Doing Business  Bidding & Letting Projects Resources Local Governments

Training02 - New Document

ﬁ » Division D2 Preconstruction » T

?Spe:”ng .

Lock/Unlock Plans or Provisions

Consultant Attesiations
Consultant Submittals
Discigline Specific Links Comespondence

DOT Transmittals

Final DTM and TIN files
Precon Notes Final Surveys

Properiy & RAV

Quality Control
Reference info and Links
Survey Control

Recently Modified L"]ll[]f Data

Working Files

Key Documents

Description

A description of the Document Set

SharePoint “Topics” with a description of each.

Consultant Attestations — May contain signed and sealed “PDF” files of Consultant deliverables.
Consultant Submittals — Will now contain “ALL” Consultant Deliverables as transmitted.
Correspondence — May contain important project documentation (Emails, etc.).

DOT Transmittals — Will now contain PDF file of Transmittal from L&S Transmittal Database.

Final DTM and TIN files — Will now contain the “final” DTM and TIN files formerly stored on Project Share.
Final Surveys — Will now contain the “Final Survey” file. (formerly stored on Project Share)

Property & R/W — Includes Original DGN files needed for future R/W Plans and Revisions.

Quality Control — Will now contain the EDM Calibration Report and the Project Review Checklist (PRC)
Reference info and Links — May contain Project related “Data” files not placed elsewhere.

Survey Control — Will now contain Project Control Data.

Utility Data — May contain Utility Data

Working Files - Area for files shared with Consultants and/or others.
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Location and Surveys — TOPICS and STATES - Continued

+» Location and Surveys will use SharePoint “States” to designate the status of a file.
3) Document “State”

LOCATION AND SURVEYS - B3159 NCDOT_FS5.DGN

H B e

Sawve  Cancsl Paste

Cornmit

@ The document was uploaded successfully. Use this form to update the properties of the document.

Content Type LS Document|~|

reate 3 locat

B3159 ncdot fs

LS Topic
State

Precon Motes

SharePoint “States” with a description of the use of each one.

Draft — Used if the reviewer returns the file for corrections or feedback.

Submitted — Used for all “Consultant Submittals.”

In Review — Used to show that a file is currently being reviewed.

Final — Used for “final” files that the field office has checked and uploaded to applicable SharePoint topic.
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Uploading files in SharePoint (Using Drag and Drop)

Files OR “documents” can be dragged and dropped into any document library or document set that you
have contribute access to. The files will show up in the library without Topic or other values set. If dropped
into a document set the files will acquire the “State” property of the document set.

1) Highlight file in Windows Explorer
2) Drag
3) Drop into Location and Surveys

Training02 - Location and Surveys

# » Owvision 02 Freconstruction » Traimingd2

@ new document or drag f
By Topic
v [ Name Modified
LS Topic : Consultant Attestations (1)
LS Topic : Consultant Submittals (1)
LS Topic : Correspondence (1)
LS Topic : DOT Transmittals (4)
LS Topic : Final DTM and TIN files (2)
LS Topic : Final Surveys (1)
LS Topic : Property & RIW (3)
LS Topic : Quality Control (1)
LS Topic : Reference Info and Links (3)
LS Topic : Survey Control (4)
LS Topic : Utility Data (1)

LS Topic : Working Files {1)

4 Commecthome & ViewMyProfle § Manage My Aleds
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@uv| « B3159 (\DOT\DFSROCTOLProjStore\proj\ TPPrajects-B) (R # Finalsurvey » -]

Organize s Open with MS_START = Print New folder
ke Fassiies Name Date modified Type
Bl Deskiop 6/25/2015 File fol

Brs » lighlight :
e g B B oo ayinls 6/ 15 M Micros

& North Carofing

s J) B3159_ncdot. Fsdgn TWA/1T 1022AM  Bentle

. Libraries
ll Documents
)) Music
=] Pictures

B videos

8 Computer
&, svsTEM (C)
# B3159 (\DOT\DFSROOTOLY
58 GROUPS-LSCC (\\DOT\DFSH
59 sed workspace (\\dot\dfsror
5 khudson (\DOT\DFSROOTC

& Network

B3159_ncdot fs.dgn Date modified: 11/8/2017 10:22 AM Date created: 7/10/201510;
Bentley MicroStation Design Size: 776 KB Offline availability: Not available
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Uploading files in SharePoint (Using Ribbon)

1) Using the FILES tab from the ribbon in the top left corner above the Connect NCDOT logo.

2) Choose Upload Document.

3) Select Browse to choose the file you want to upload.

ion/div02/ Trainingl2/Location¥:20and*205urveys/Forms/By 320 Topic.aspx {2 Location and Surveys - By T... *

% Alert
Discard Check Qut | Pr es L OCHmen Me -

Open & C Ot {arage Share & Track.
Connect NCDOT
BUSINESS PARTMER RESOURCES

Doing Business  Bidding & Letting Projecis
Training02 - Location and Surveys

# » Division 02 Preconstruction ® Trainingd2

@ new document or dr

By Topic  All Documents ... Find & file

Training0Z/Location%20and %205 urveys/Forms/By %:20T opic.aspx P~ad || & Location and Surveys - By T... | |

WVersion History Send To Unpublish

Shared With Manage Copies
New Upload  New Share i i Workfiows Publish
Document~ Dotument Folder | Docum st D atimeid -

Connect NCDOT
BUSINESS PARTNER RESOURCES

Doing Business ~ Bidding & Letting  Projects Resources  Local Governments

Training02 - Location and Surveys

& > Division 02 Péeconstrustion T
ADD A DOCUMENT

Choose a file

Destination Falder

Version Comments

anty Modified
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Uploading files in SharePoint (Using Ribbon) - Continued

4) Choose the file you wish to upload.
5) Select OPEN.

nect nedotgovsite. = @ G | & Location and Surveys - By T,

& Choose File to Uplosd

AReCt NI G-

BUSINESS PARTNER RESOURCES Organica = New folder

& lefiing Propcts Resources  Loca mments Frvorbes

I Desitop oid

Training02 - Location and Surveys i S S0 P2 ook
Recent Plac BB 62138 ncdes isdgn

ADD A DOCUMEINT
4 Libraries

< Documents

Erowse

& Computer

e SYSTEM(C)

g* B3159 (\\DOT\DFSR!

(% GROUPS-LSCC (DX
pace (e

2% khudson (\\DOT\DF

g Metwork

T Gunlity Conrol 1

Haference ints and Links

Uiy Dt

3 Working Fées (1]

R Cometbome L View My Peolic ) Mo by Ao
File name: B3159_ncdot_fs.dgn - |l

—

<

L PISEIEEIE
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Uploading files in SharePoint (Using Ribbon) - Continued

6) The Notification of successful document upload and properties update form - b3159 ncdot_fs.dgn appears.
7) Choose the appropriate Topic from drop down — “Final Survey” in this case.
8) Set the State of File — “Final” in this case.

SAVE properties.

N iy shas Fallow D Workfiows  Publizh
Document » Document Do S et | P P .

Connect NCDOT
BUSINESS PARTNER RESOURCES

Doing Business  Bidding & Letting  Projects Resources  Local Govenments

Training02 - Location and Surveys

# » Division 02 Preconstruction - Trainingl2

e ot et et i
jocument or dra

By Topic  All Documents

LOCATION AND SURVEYS - B3159_NCDOT_FS.DGN

=om

H B

Save Cancel Paste p

Commit Clipboard

/ @ e  was uploaded fully. Use this form to update the properties of the document:

Content Type Ls DocumenlM

e a Loca

B3153 ncdot fs
Title

LS Topic | Final Surveys

<o
State W Final  [v]

Precon Notes

fErsportation | Privacy Statement | Accessibility
Hudson, Kenneth L

Bl T35
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Viewing and editing file properties

1) Highlight file
2) Choose the ellipsis “...” by the open button.

4| 5 Topic : Final DTM and TIN files (2)

b3158 I dim w5 days ago
b3150_ls_tin B3159_ncdot_fs.dgn

4 |5 Topic : Final Surveys (1) Changed by you on 5/22/2018 2:48 AM
ha with lois
B3158_ncdot_fs Shared with lois
hitps:ficonnect nodot govisite/Praconstructi
: Property & RIW {

B3159_Is_rwi1 “"’O‘EFE‘N

B3159_ls_rwl2c-1 e UEYEHGD

3) Choose View or Edit Properties depending on what you need to do.

b3158 Iz dbtm

View Properties

b3158 |z fin

Edit Properties

4 |5 Topic : Final Surveys (1) Changed

= he Ot
_ . Shared wj CheckOut
Ll B3159 ncdot fs san
P {3 a

htipsee ™" jor Versi onstruct
4 | 5 Topic : Property & RIW (15)

B335 s rwili
OPEN Compliznce Details

158 = rwl2c-1 ses D UAYSAYU ; -
Workfiows
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Viewing and editing file properties - Continued

4) View Properties Dialog Box
5) Notice that the “State” is incorrectly set to Submitted.
» This is a Final Survey file residing in “Final Surveys” Topic and thus should have a state of final.

%Trainingo?_ Location and Surveys

* ¥ Division 02 Preconsiruction B

*+ Preconstruction Home

Final Surveys

Submitted

=

Precan Notes

Content Type: LS Document

Version: 0.3

Created at 5/18/2018 3:41 PM by
Hudson, Kenneth L

Last modified at 5/22/2018 9:48 AM by T
Hudson, Kenneth L
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Viewing and editing file properties - Continued

«* Choosing “Edit Properties” in STEP “3” above allows you to both view AND edit file properties.
> Let’s change the “State” to final using Edit Properties.

6) Choose Final from the “State” drop down.

7) SAVE changes.

# » Division 02 Preconstruetion & T

i

Dialog|Box

Content Type LS Documentf] Edit Properties
— e N e o Sy

Name *

Title

Draft
Submitted
In ewew

LS Topic
State

Precon Notes

8) Viewing file properties now shows “State” is set to final.

ﬂ' # Division 02 Preconstruction = T

Final Surveys
Final _

Precon Notes
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Viewing file version history

1) Highlight file.
2) Click on ellipsis “...”
3) Choose “Version History”

4| 5 Topic : Property & RAW (15}

159 1S rwD2c-2 =ss G days ago

158 LS rwi2e-3 o B31 59_ iew Properties

Edit Properties
Changed )

- Shared wa
- /

hitps:ffcy FY ! onstructi

158 Is_rwid - (_—
(ﬁ;‘:.' Compliance Detalls

159_ks_rwiS en ruuyeuyge
Workfiows

159_Is rwiE «s« Sdaysago
5 days ago

5 days ago

Upon review - we see how “versioning” tracks revisions including edits to a file and its properties.

Version “0.1” — The file was uploaded.

Version “0.2” - The “State” was set to final by editing the file properties.

Version “0.3” - The “LS Topic” was set to Property and RW by editing files properties.

Both “State” and “LS Topic” could have been set at the time of upload but were left blank to show versioning.

B3159_Is_rw03e-1.dgn
Changed by you on 5/17/2018 9.29 AM Hudson, Kefineth L
Shared with lots of peopie

https:/fconnect ncdot.govisite/Prec onstructi

Hud=son, Kenneth L

Hudsom, Kenneth L

VERSION HISTORY

Hudson, Kenneth L
Property & RIW
1712018 9:25 AM Hudson, Kenneth L
State Final

572018 8:35 AM Kenneth L
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Checking Out Files - Review or Revise

SharePoint “CHECK OUT” allows you to designate that a file is in use by you as a user and WILL NOT allow the
file to be overwritten as long as you have it checked out.
The only way to insure that the file IS NOT overwritten while you are working on it is to check it out.
So if there is a chance that you might make revisions to the file; then check the file out.
Best practice is to be ready to make your revisions when you check the file out and then check the file back in
as soon as possible making sure to describe revisions in the comments box.
Highlight the file you want to check out
2) Choose the ellipsis “...” besides OPEN button
3) Choose “Check out.”

Training02 - Location and Surveys

& » Division 02 Preconstruction »

rk';."' new
By Topic

0O Name
LS Topic : Consultant Attestations (1}
LS Topic : Consultant Submittals (1)
L5 Topic : Correspondence (1)
LS Topic : DOT Transmittals (4)

LS Topic : Final DTM and TIN files (2)

View Properiies
4 | 5 Topic : Final Surveys (2) B3}59, ViR HIOREE
o - Edit Properties
B 7BO00T_NCDOT_FS Changed

v yi Check Out
v B3158 ncdot_fs % sas ”
s " Pubiish a Major Version

'hf_tps..-'icc

onstructi
LS Topic : Property & RIW (3)

Version

LS Topic : Quality Control (1) I
Compliance Details

L5 Topic : Reference Info and Links (3} WorkSows

LS Topic : Survey Control (4} Download a Copy

Shared With

LS Topic : Ufility Data (1}

Delete
L5 Topic : Working Files {1)

Notice the Green diagonal arrow that indicates file is checked out.

4| 5 Topic : Final Surveys (1)

L5 Topic : Property & RW (3)
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Checking Files Back In - Versioning & Comments

++ SharePoint “Versioning and Comments” will be used to manage and document file revisions.

» Once you are finished making revisions to a file — Check it back in and replace the file on SharePoint.
Highlight the file you want to check back In
Choose the ellipsis “...” besides OPEN button
Choose “Check In.”

Training02 - Location and Surveys

& » Division 02 Preconsiruction » TraininglZ

< L5 Topic : Consultant Attestations {1)
LS Topic : Consultant Submittals (1)
LS Topic : Correspondence (1)

LS Topic : DOT Transmittals (4)

LS Topic : Final DTMand TIN files (2) B3159 | View Properties

Edit Properties
4 LS Topic : Final Surveys (1) Changed

= wi Chedkin
Lm B3158 ncdot f= M ’
== | Discard Check Out

“https:ice reconstructi

LS Topic : Property & RIW (3)
Version History

LS Topic : Quality Control {1)

Compliance Details
LS Topic : Reference Info and Links (3) Workfiows

LS Topic : Survey Control (4) Downioad a Copy

" LS Topic : Utility Data (1) Shared With

Delete
LS Topic : Working Files (1)

Version 1.0




Checking Files Back In - Versioning & Comments - Continued

4) Upon Check In you will be asked as to what kind of version you want to Check In.
5) At this time the L&S Unit will use the “default” setting of “Minor version (draft).
* SharePoint allows unlimited minor versions.
6) Adding comments upon check in replaces the need for previous FS_History.xIs file.
e SharePoint allows comments to be stored with the file instead of maintain a separate history file.
7) Select green OK button to save.

What kind of version would you fike to check in?
@0.2 Minor version (draft)
1.0 Major version {publish)
0.1 Overwrite the current minor version

Retain Check Out ;
Retain your check out after checking in?

O Yes ® Ng

Comments Comments:

Updated file to show RIW revisions on parcels
12, 36 and 72.
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Consultant Submittals (Creating a Document Set for Project Delivery)

4+ See this link if more specific details are needed on How to Create a Document Set:
https://connect.ncdot.gov/site/preconstruction/Preconstruction%20Help/Design%20Document%20Sets%20Help.pdf

ALL Consultant Deliverables will be uploaded as a Document Set to the SharePoint - Location and Surveys
Discipline Library Topic “Consultant Submittals.”
0 This will be the Storage Bin for ORIGINAL consultant files as delivered.

Once you are inside the Location and Surveys Discipline; Choose the FILES tab from the ribbon in the top left
corner above the Connect NCDOT logo.
Drill down as shown below to create Document Set ...

LIBRARY

T N Check Out Version History
— — Check In Shared With
New Upload New Edit View Edit Share Alert Popularity
Document » Document Folder Document Discard Check Out Properties Properties Delete Document Me ~ Trends

m LS Document Check Out Manage Share & Track

Create a Location and Surveys Document
LS Link

Create a Link to a document outside this

Projects Resources Local Governments

library

LS Document Set

Create a Location and Surveys Document

\_/§et

@ new document or drag files here

By Topic All Documents ... Find a file

Preconstruction Home

Grant Consulting Firm Access v [0 Name Modified
Lock/Unlock Plans or Provisions There are no files in the view "By Topic".
Key Documents

Discipline Specific Links

reconstruction Help
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Consultant Submittals — Document Sets - Continued

Name the Document Set using (TIP#_type_firm_DATE) as the format.

Type = “2-3” character Survey Type whereas:

CON = Conventional

SUE = Subsurface Utility Engineering

MS = Mobile Scanner

TS = Terrestrial Scanner

HS = Hydrographic Surveys

Firm = “3” digit PEF designator.

Date = the date that the Document Set was created with (yymmdd) as the date format.
EXAMPLE — B3159_con_dei_180415

A Document Set is created for job B-3159 for Conventional Surveys by Private Eng. Firm DEI on April 15, 2018.
Choose “Consultant Submittals” for the Topic.

Set the STATE to Submitted.

If necessary - Enter appropriate information in Precon Notes and Description fields.
SAVE Document Set.

Connect NCDOT

BUSINESS PARTNER RESOURCES

Doing Business  Bidding & Letting  Projects Resources Local Governments

Training02 * Location and Surveys

A » Division 02 Preconstruction » T

Content Type LS Document Set[v|

N R b3159_con_dei_180430
ame

LS Topic Consultant Submittals ~ [v|

State » | Submitted [v]

Precon Notes

i

Description

Hudson, Kenneth L
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Consultant Submittals — Document Sets - Continued

Using Document Sets in the Consultant Submittal Topic enables us to manage and store deliverables from
multiple Consultants in one location on SharePoint.

Shown below — “Consultant Submittals” Topic with multiple Document Sets for different types of survey work
performed and submitted from multiple PEFs.

Connect NCDCOT
BUSINESS PARTNER RESOURCES

Doing Business  Bidding & Letting Projects Resources  Local Govemnments

Training02 - Location and Surveys

# » Division 02 FPreconstruction » T

(® new document or d
By Topic  All Documents
v [ Name
LS Topic : Consultant Attestations (1)

4] 5 Topic : Consultant Submittals {2)

bB3158 con_dei 180420 _

L5 Topic : Comespondence (1)

LS Topic : DOT Transmittals (4)

LS Topic : Final DTM and TIN files {2}

LS Topic : Final Surveys (1)

LS Topic : Property & RIW (3)

LS Topic : Quality Controf (1)

LS Topic : Reference Info and Links {3}

LS Topic : Survey Confrol (4)

LS Topic : Ufility Data (1)

LS Topic : Working Files (1)
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Right of Way Plans

1) Final Right of Way Plan Sheet PDFs (Signed and sealed if applicable) for printing and recordation will be placed in
a new Document Set “outside” of the Location and Surveys Discipline under LET Preparation > Final Plans.

Connect NCDOT

BUSINESS PARTNER RESOURCES

Doing Business Bidding & Letting Projects Resources Local Governments

Training02 + Training02
Training and Demonstration project
Carteret

A » Division 02 Preconstruction » Trainingd2

Project Site " General

C Precor struction Ho - - -
reconstruction Home » Dlsmpllnes
Grant Consulting Firm Access
> .
Lock/Unlock Plans or Provisions Collaboration
Key Documents

LET Preparation

Discipline Specific Links

Preconstruction Help \-/ « Final Plans (0) ey
Project Commitments « Special Provisions (0)

Project Structures
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Right of Way Plans - Continued

2)
3)
4)
5)
6)
7)
8)

Create a new Final Plans Document set.

Choose Plan Set Type from drop down menu — 150 Right of Way Plans.
Name of document set must be same as choice in step 3.

Set State to “Final.”

Add Document Set Description.
Add Precon Notes as needed.
Click green SAVE button.

Connect NCDOT

BUSINESS PARTNER RESOURCES

Doing Business

Bidding & Letting Projects

Training02 * Final Plans

ﬁ » Division 02 Preconstruction »

-

->
->

Training02

Content Type
Preconstruction Home

Grant Consulting Firm Access

Lock/Unlock Plans or Provisions

K

Key Documents

Discipline Specific Links

= Preconstruction Help

Project Commitments

= Project Contacts

= Project Structures

y Modified

Plan Set Type

Description

Precon Notes

Resources

&=

J

\/

Local Governments

FP Document Set|v|

Create a new Final Plans Document Set

150 Right of Way Plans 1-—\‘\/

Final

M

Final Plans — Sheet Sets v

Use this to identify key project documents for later referencs
in every project. Leave blank if this is not a key document.
sheets as key documents; only mark document sets containi
consolidated plan PDFs. (This prevents key document searc

of individual plan sheets.)

Must-be hamed
e

Choice below
T e

Not all choices will be used
Po NOT mark individual plan
g plan sheets and

les from returning hundreds

A
150 Right of Way Plans

/ Choose,from

N C—C drop,down

Choose the appropriate Plan Set Type to ensure the plans are ordered correctly for

advertising.

Add Document Set descriptive information here.

A description of the Document Set

If necessary; add additional notes here.
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Right of Way Plans - Continued

9) 150 Right of Way Plans Document Set successfully created.

BROWSE

Connect NCDOT

BUSINESS PARTNER RESOURCES

Doing Business Bidding & Letting Projects Resources Local Governments

Training02 * Final Plans

ﬁ‘ » Division 02 Preconstruction » Training

@ new document or drag files here
Project Site
All Documents Find a file

t Consulting Firm Access v [ Plan Set Type Name State KeyFP
Lock/Unlock Plans or Provisions =il : ; ; .
2% 150 Right of Way Plans 150 Right of Way Plans «s« Final Final Plans — Sheet Sets
Kev Dac iment \_/
Key bocuments
Discipline Specific Links

ction Help

Project Commitm

-
-
-
-
-
-
-
s
-

+

Recently Modified
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Right of Way Plans - Continued

10) The PDF files will need to have a prefix (150_XXX) prefix added to the filename whereas ...
e 150 designates the Location and Surveys RW Series.
XXX = page number spacing for possible additional sheets. (001, 003, 006, 009, 012, 015, etc.)

Connect NCDOT
BUSINESS PARTNER RESOURCES

Doing Business  Bidding & Letting Projects Resources  Local Govemments

Training02 - Final Plans - 150 Right of Way Plans

# » Division 02 Preconstruction & T

Find a file

O Plan Set
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150 Right of Way Plans

Add Document Set descriptive information here.

State
KeyFpP
Precon Notes

Plan Set Type

View All Properties
Edit Properties

Mame

150 001_E31
150 003 531
150 006531

150009 631

150012

150,015 631
150_013_.5:«'.
150, 021_B31
150 024 E31
150 027_E31

150 030 531

58 1=
59 |s |
o8 Is-f
59 Is

Is;

59 1s

59 Is 1

58 Is 1

59 Is 1

28 Is. 1

rwii w

rwl2Ze-1 5

rwiZc-2 #

rwilZc-3 5

rwid2d-1 wt

wi3e-1 5

rwl3e-2 %

w4 &

rws %

rw7 %

Final
Final Plans — Sheet Sets
If necessary; add additional notes here.

150 Right of Way Plans
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Right of Way Revisions

1) Right of Way Revisions will be managed in the “Property and R/W” Topic.
» Note that the PDFs themselves go in “Final Plans” Topic as shown in previous section of this manual.

Connect NCDOT

BUSINESS PARTNER RESOURCES

Doing Business  Bidding & Letting Projects Resources Local Govemments

Training02 + Location and Surveys

# » Division 02 Preconstruction » Training2

P (el
# new doc nt or drag files h

By Topic property andrw  All Documents
v [0 Name Modified
LS Taopic : Consultant Attestations (1)
L § Topic : Consultant Submittals (2)
L% Topic : Correspondence {1}
L5 Topic : DOT Transmittals (4)
LS Topic : Final DTM and TIN files (2)

LS Topic : Final Surveys (1)

P L5 Topic : Property & RW (19)

-
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Right of Way Revisions - Continued

2) Itisin this topic that the DGN files used to create the RW Plan Sheet PDFs will be stored.
3) Alsoincluded are the “source” files used to create the RW Plan Sheet DGN files.

Connect NCDOT

BUSIMESS PARTNER RESOURCES

Doing Business  Bidding & Letting Projects Resources  Local Govemments

Training02 - Location and Surveys

A » Division 02 Preconsiruction & T

@ new document or dr

By Topic  property and rw All Documents
v [0 Name
LS Topic : Consultant Submittals (2}
LS Topic : DOT Transmitials (1)
L5 Topic : Final DTM and TIN files (2)
L5 Topic : Final Surveys (1)
4| § Topic : Property & RIW (15)

O B3159 15 w1

B3159 Is rwil?c-1

B3150 LS rwiZc-2

B3158 1S wiZc3

B3159_ 1S rwiZd 1 DGN Fles used to
& create PDFS

B3159_Is rwi3e1

B3159 = wi3e2

B3150 1= rwid

B3158_Is_rwils

B3150 s rwi6

B3159_{s w7

e e B v B I = o " 8 e

H3159_Rdy_dsn
B3159_Rdy_psh 04
B3159_Rdy_psh_05

B3159 Rdy_psh_06 uource fles used to
create DGN Fles

B3152_Rdy_psh 07

B3158 Rdy mow

S ) [ B

B3159_Rdy_ish

o

jobrdy
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Right of Way Revisions - Continued

4) At the time of Right of way revisions - Make sure to contact the designers and get the most up to date source
files including an updated ROW file. (STEP not shown)
5) Check this updated ROW file using the SurveyControl.ma application and If necessary - REDLINE any
discrepancies in the ROW file (STEP not shown)
The redlined copy for designers can be renamed replacing “rdy” with “Is” to differentiate the filename and
stored here as well as shown below - Tip#_Is_row.dgn.

Connect NCDOT

BUSINESS PARTNER RESOURCES

Doing Business  Bidding & Lelting  Projec Resources  Local Govemnments

Training02 - Location and Surveys

# » Division 02 Preconstruction » T

E) ne

By Topic

or drag files here

property and rw Al Documents

v O Namet

LS Topic

L § Topic :

LS Tapic :

LS Topic

LS Topic :

LS Topic :

4|5 Topic :

Consultant Attestations (1)
Consuitant Submittals (2)
Correspondence (1)

DOT Transmittals (4)

Final DTM and TIN files (2)
Fimal Surveys (1)

Property & RIW (20)

[0 63159 i= rows

B3158_Is_rwli M

B31559_Is_rwl2ec-1 1
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Right of Way Revisions - Continued

++ Use SharePoint “Check out/Check in” and “Versioning with Comments” to manage file revisions.

Example — Right of Way revisions made by designers effects RW Plan Sheet “RW04” and which also requires
revisions to the Right of Way Monuments and Easement Control Sheet “RW03E-1.”

Let’s start out by reviewing the existing version history of the DGN files “RW03E-1"and “RW04.”
Highlight file.

Click on the ellipsis “...” next to the OPEN button.

Choose Version History.

4| 5 Topic : Property & RAW (15}
159 s rwilt ««»  5Sdays ago
159 1= rwl2c-1 «+ Sdays ago

5 days ago

B3159_ View Properties

Edit Properties
Changed

- Shared wi Check Out
o

https:ffce  Publish & Major Version  pnstrycti

_r-|3’=v

"OPEN

31529 _Is_rwds e rwuype oo

159 Is rwilG ««»  Sdaysago

Download a Copy

159 = rwi7 =2s 5 days ago
S - Shared With

159_Rdy_dsn «e  5days ago Delete
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Right of Way Revisions - Continued

» Upon review of “rw03e-1" - we see how “versioning” tracks file revisions including edits to file properties.
4) Version “0.1” — The file was uploaded.
5) Version “0.2” - The “State” was set to final by editing the file properties.

Version “0.3” - The “LS Topic” was set to Property and RW by editing files properties.

Both “State” and “LS Topic” could have been set at the time of upload but were left blank to show versioning.

B3159 Is rwi3e-1.dgn
Changed by you on 5/17/2018 .29 AM
Shared with lots of peopie

hitps:/fconnectncdot.govisite/Preconstructi

VERSION HISTORY

MEDE
SMT2018 929 AM Hudson, Kenneth L
LS Topic

Hudson, Kenneth L

{72018 8:35 AM Hudson, Kenneth L

Upon review of “rw04” - we see that the “State” and “Topic” were set at the time the file was uploaded.

7) Version=0.1
8) State = Final, LS Topic = Property and R/W

VERSION HISTORY

Modified By

0.1 5222018 2227 PM Hudson, Kenneth L

State Final
LS Topic Property & RIW

¢ pom
5 g8YE 500 UOE0N, RENRSN L

B3159_Is_ rw04.dgn Hudsan, Kenneth L

Changed by you on 5/22/2018 2:27 PM

Shared with iots of people . :
Hudson, Kenmeth L

hitps.ficonnect. ncdot. gov/sitefPreconstructi

Hud=on, Kenneth L

Hud=on, Kenneth

OPEN

ERT R = Hudson
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Right of Way Revisions - Continued

» Next let’s check out and download both files so they will not be overwritten while we make revisions.

9) Checkout “rw03e-1"

B3159 s rwil3s-2
B3159 Is_rwl4

B31

B3159_

Changed |

H'A.L
=
S

https g

OPEN

5wy oo
5 days ago
5 days ago

5dayzago

View Properties

Edit Properties

tish-a Major Version onstruct
Version History

Compliance Details

Woorkflows

Downiload a Copy

Shared With

Delete

159 LS rwh2d-1

159 1= rwl3e-1

158 ks _rw3e-2

3159 = rwiS

159 1= w6

159 s rwil7

158 Rdy_ds=n

159 Ray_psh 04

| Rdy_psh_D5

11) Rw03e-1 - Now shows Checked out and cannot be overwritten until checked back in.

5 days ago

B3159_

_Changed

Wi

-

e

hitpsfico

OPEN

Fuoys Ay

5 days ageo

5 days ago

5 days ago

12) Rw04 - Now shows Checked out and cannot be overwritten until checked back in.

BE3159 Is rwl4 B

B3159 | rwis
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Download a Copy
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Delete
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Right of Way Revisions — Continued

» Once revisions are complete ...
13) Check the files back in making sure to add revision “Comments.”
14) Upon Check In you will be asked as to what kind of version you want to Check In.
15) At this time the L&S Unit will use the “default” setting of “Minor version (draft).
e SharePoint has been updated and now allows unlimited minor versions.
16) Adding comments upon check in replaces the need for previous FS_History.xls file.
e SharePoint allows comments to be stored with the file instead of maintain a separate history file.
17) Select green OK button to save.

5 days ago
B31 59_ View Properties

Changed

https:ice Discard Check OUt  wraconstructi

Wersion History

OPEN Compliance Details

Oy o N
Workfiows

159 k= w6 sss D days ago | x:
T ¥s ag Download a Copy

159 Iz rwi7 s Sdays ago Shared With

153_Rdy_dsn e 5days ago Delete

What kind of version would you fike to check in?
®0.2 Minor version (draft)
1.0 Major version {publish)
0.1 Overwrite the current minor version

Retain Check Out :
Retain your check out after checking in?

O Yes ® No

Comments

Comments:

Updated file to show RAW revisions on parcels
12, 36 and 72
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Right of Way Revisions - Continued

The final step of this process is to convert the revised DGN files to PDFs and replace the appropriate PDF files
stored inside the 150 Right of Way Plans “Document Set” that is located outside of the Location and Surveys
discipline in LET Preparation > Final Plans as shown below.

18) Navigate to LET Preparation > Final Plans
19) 150 Right of Way Plans document set

Yrainingd2 - Training02
Training and Demonstration project
Carteret

# » Division 02 Precanstruction &

* General
* Disciplines
* Collaboration

LET Preparation

= Final Plans {12)

= Special Provisions (0}

Training02 - Final Plans

# » Division 02 Preconstruction » T

@ new docume

All Documents

150 Right of Way Plans
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Right of Way Revisions - Continued

20) Use Upload Document from the FILES ribbon across the top to insure that you have access to enter comments
when you replace file.

=

f | =
= |.§" https://connect.ncdot.gov/site/ Preconstruction/diwvision/di02/ Trainingd2/Final %220 Plans/ Forms/FP#20 Document %5205t /docse

FILES

lon Histony

4 Shared With
Mew Edit e X Alert  Popularty F Download a
Folder Document Discard Check Out | Prope T letete Doourm z Copy

Connect NCDOT

BUSINESS PARTNER RESOURCES

Doing Business Bidding & Letting Projects Resources Local Govemments

Training02 - Final Plans - 150 Right of Way Plans

ﬂ‘ » Division 02 Preconstruction =

150 Right of Way Plans
Add Document Set descriptive infon

Praco

Grant Consul State

Lock/Uniock

KeyFP

Precon Motes
Preconstruction Help

Plan et Type

Frojec Lomnitments
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Right of Way Revisions - Continued

21) Browse to choose the file.
22) Enter revision comments for this file.
23) Select OK and SAVE.

150 Right of Way Plans

ADD A DOCUMENT

M50 Right of Way P 13
Destination Folder 0 Right of Way Plans/

Updated PDF file rw3e-1 - RIW revisions to parcels 12, 36 and 72.

Version Commaerits

o] AFA RAE mRARR L

» Looking at the version history now shows version 0.2 and revision comments added.

24) Version =0.2
25) Revision Comments.

VERSION HISTORY

Comments

Hudson, Kenneth L . Updated PDF file rw03e-1 - RAW revisions to parcels 12, 36
and 72.

Hudson, Kenneth L 2305 KB Initial PDF file - ra03e-1

150_015_B3159_Is rw03e-1... X
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Appendix

Revised 07/30/2018
NCDOT LOCATION AND SURVEYS UNIT - FILE NAMING CONVENTIOM LIST

This list is provided so that L&S deliverables will be consistent and recognizable by the filenames and placed in the
comect "TOPIC" as we fransition fo SharePoint for project management. "Revisions® in this version include - MEW
SharePpint "5F Topic" Column, Right of Way Plan Sheets and Consultant Submittal sections.

LE:S Fiald Office will place CADD and DATA files in SharePoint as listed in the Topic Column shown below.

CADD and Data Files:

Baseline Text
Control Coordinates
Deed/Plat Book
DTM (Photo & LS)

EDM Calibration Report

Fimal Survey

GM3S5 Calibration Repaort

GPK
Local Coordinates
Panel Control

Project Review Checklist
PRC - Connection Check

PRC - Position Check
PropCon Data Base
SUE - Graphics

SUE - Test Hole rpt
Survey Report

TIMN {Photo & LS}
Transmiftal

Vertical Clearance Report

WiEEE4 Coordinates

Right of Way Plan Sheets

Hame

tip# |s_baseline txt
tip# |s_comntrol txt
tip# _|s_deedbook.pdf
tip#_|s_dim.dgn

tip# |s_edm.rpt
tip#_|s_ncdot_fs dgn
tip#_|s_gnsscalib_pdf
tp#_Is_gpk.gpk

tip# _|s_local bt
tip#_|s_pan_date .t
tip# _pro.dsm
tip#_|s_ccoxdsx
tipf Iz pe xiex
tip#t Iz poc mdkb
tip#_|s_sue_dsfe. dgn
tip#_th_date pdf
tip# |5 _sr.pdf
tip# |5 _tin_tin
tip#_|s_transmittal pdf

tip#t _|s_verticlearance. bt

tipdt_|s_wpgsSd oo

Example [April 15, 2018)
u2005 _|Is_baseline td
u2005_|s_comntrol.txd
u2005 _lIs_deedbook_pdf
u2005ab_|s_ditm.dgm
u2005_|s_edm._rpt

w2005 _nedot fs dgn
w205 _|s_gnsscalib_ pdf
w2005 _Is_gpk.gpk
u2005_|s_local b
u2005_|s_pan_180415 b
u2005_pre.dsm

u2005 s _cocoxlsx

w2005 _Is_pooxlsx

w2005 _|s_poc.mdb

w2005 _|s_sue 180415.dgm
u2005_th_180415.pdf
uZ2005 |5 _sr pdf
u2005ak_Is_tin_tin

uZ2005 s _tramsmittal. pdf
u2005 _Is_vericlearance tt
u2005_|s_wgsS4 b

* All previous Sureey Control sheets are now RW sheets and named as follows.

RW (Title Sheet)
RW (C - Series)
RW (D - Series)
RW (E - Series)
RW (Plan Sheets)

" PDFs will retain the same names with a prefiz of (150_#& ) added and the file extension changed to pdf

tip# _|s_rwil1.dgn
tip# _|s_rwil2c# . dgn
tip#_|s_rwil2d-#.dgn
tip#t_|s_rwil3e—F.dgn
tipt_|s_rwildt.dgn

150 - Right of Way Plan Sheet Series

##5¢ - Page number spacing for possible additional sheets_ (001, 003, 006, 009, et}
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u2005_|s rwil1.dgn
uZ2005 |s_ rwiliZc-1.dgn
uZ2005 |Is rwil2d-1.dgmn
u2005_|s_rwilE3e-1.dgn
u2005_|s_rwild dgn

rveys SharePoint Guidelines

File Type
Teuxt
Text

2d design file
2d design file
2d design file
2d design file
2d design file

5P Topic
Suneey Control
Suneey Control
Property & RW
Final DTMTIM
Quality Control
Final Survey
Sunvey Control
Suneey Control
Suneey Control
Suneey Control
Quality Control
Quality Control
Quality Control
Froperty & RWW
LHility Diata
LHility Data

Ref Information
Final DTMYTIM
DOT Transmittals
Suneey Control
Suneey Control
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Hotes

1} Panel Comntrol and all SUE related files will continue to include date in the filename.

2) Continue to send a separate SUE file with date. L&S PEF will nun the Counter Program.

3) Using SharePoint "Version Commenis" to document revisions replaces need for “history xls” file.

ial Circumstances

Refer below in the event that Consultant Delivearables need to be split into individwal tasks.
E.g. - A consutlatnt (PEF) is contracted to survey ONLY "property” would send im a PRL file.

Files:

Baseline Graphics
Existing Alignment
Property Data
Hydraulics Data
Wetland (LS)
Liility Data

OTL (LS data cnly)
THL (LS data ocnly)

Hame

tip#_|s_bin.dgn
tip#_|s_eln.dgn
tipF_|s_prl.dgn
tip#_|s_hyl.dgn
tipF_|s_wil.dgn
tip#_|s_uil dgn
tipdt |s_dil.dgn
tipd#_|s_tnltin

Example

w2005 _|s_bim.dgn
w2005 _|s_elm.dgn
u25_|s_pri.dgn
u2005_|s_hyl.dgn
u2005_|s_wil_dgn
u2005_|s_utl.dgn
u2005ab_|s_dil.dgn
u2005ab_|s_tnltin

File Type
2d design file
2d design file
2d design file
2d design file
2d design file
2d design file
3d design file
Binary

SF Topic

Con Submittals
Con Submittals
Con Submittals
Con Submittals
Con Submittals
Con Submittals
Con Submittals
Con Submittals

-
=
m

(=]

Explanation:

Baseline Controd Text File

Baseline Graphics

Baseline Control Referenced to Design Alignment
Coordinate Comparison Report

30 OTM containing only L&S data

3D OTM containing Photogrammetry & LES data
EDM Calibration Report

Existing Rioad Alignment

Final Survey Graphics Fie

GNSS Site Calibration Report

GeoPak (Points, Lines, Curves, Chains, etz )
Hydraulics Data by L&S

Site Calibration — Localized Coondinates

Photo Control Text File for Aerial Panets

Property Owmer Contact Infio

Property Line Informaiiion by LES
Property Swurvey [ Condemnation

Survey Report

Lidities by Subsurface UING Engr (inchudes Test Holes)
Binary Triangles's for DTM's (Photog. & LES data)
Binary Triangles's for DTM's containing only LES data
Liifities by L&S

Site Calibration — Latitude / Longitude

Woeitland fie by L&S

ine

basel

bin
controd
cor

il

dtrmi

edm

ein

final survey
gnsscalib
gek

byl

bocal

pan

oz

ped

psd

sr

258
m

!.ii
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L&3 PEF Workflow (Field)
Email Subject Line tip# type_firm u2005ab con_esp

Request (req) tip#_type_req u2005ab_con_req.xls LS
Final Estimate (EST/TAM) tip#_type firmest u2005ab_con_espest s LS
Evaluation tipE type firmew u2005ab con_espevizls ¥LS
Signed Approved Scoping Minutes tip#_type_firm_SASM u205ab-con-esp-SASM. pdf PDF
Signed Approved ManHours (Mark-Ups)  tip# type_ firm_SAMH u205ab-con-esp-SAMH. pdf PDF

Emailed EST{TAM) eliminates the need to place the EST at 5:\Wew_PEF_Requests\Finalized_PEF_Reguesis
DocuSign eliminates the need to place the eval at 5\Mew_ PEF_Requests\Finalzed_PEF_RequesisiEvaluations
2 Signatures reguired on the SASM (1 Consultant Representative and 1 Field Office Representative)
1 Signature required on the SAMH (1 Field Office Representative)

2-3 character Survey Types: COM = Conventional SUE = Subsurface Liility Enginesring

MS = Mobile Scanner TS = Termestrial Scanner HS = Hydrographic Surveys

Adding the date to the filename is acceptable.

L&3 PEF Workflow (Consultant)

Partial Imeoice tipE _type_firm_%Pl u2005ab_con_esp SO%PI.pdf

Final Invaoice tip# type_firm_FI uZ2M5ab_con_esp Fl_pdf
Cost Est Package tip# _type_firm_CEP uZ2M5ab_con_esp CEP pdf

Email Subject Line tip# _type_firm uZ2M5ab_con_esp

Cost Estimate Package includes: Cover Sheet, Estimate, Signature Page, R5-2 (SUE includes Man Hour Classification)
Invoices must include Signed DBE-IS and Certification Letter
Progress Reports should be sent to the Field Office on the 1% and 15™ of each month

CONSULTANT SUBMITTALS - "NEW™ Consultant (PEF) Transmittal Process and SharePoint Topic
* PEFs will now place requested deliverables together inside of a single "Document Set” under the Consultant Submittals
topic on SharePaoint.

* If an individual file inside of a document set is found to contain errors or omissions, the PEF should upload the revised
file (same name) back to the "same" document set AND add revision comments to SharePoint at that time.

Files: Hame Example File Type 5P Topic
Document Set tip#_type_firmn_date w2005 con_esp 180415 SharePoint Con Submittals
Supplemental tip# type2 firm_date U205 _con?_esp 180415 SharePoint Cion Submittals

2-3 character Survey Types: COM = Conventional SUE = Subsurface Liility Enginesring
M3 = Mobile Scanner TS = Terrestrial Scanner HS = Hydrographic Surveys
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L&S PSD Naming C fion (Field)

Froperty Survey{Legal)
PSD GPK(Legal)
Property Survey(RW)
PSD GPK(RW)
Revised PSD(Legal)
Revised PSD(RW)

psd#lf |s_psd_date.dgn
psd#lf |I=_gpk date gpk
psd#ref_Is_psd_date.dgn
psd#rwf_Is_gpk_date gpk
psd#lfR ks psd date dgn
psd#rwfR_ls_psd_date dgn

555081F |s_psd_180101dgn
55506LF Is_gpk_180101gpk
55506rwf_ls_psd_180101.dgn
55508rwf_ls_gpk_180101 gpk
555061fR_Is_psd_180101.dgn
55508rwfR_ls_psd_180101.dgn

2d design file
Binary(database)
2d design file
Binary(database)
2d design file
2d design file

"Capital L shown for clanty, since lowercase L looks like the number ome.

"Capital "R" makes it easier for Central Office to keep up with revised files. Continue to include DATE in revised filename.

The |s psd located to the left of the "* allows the comect version of NCMAP to be loaded.
That version is tited NCMAP (P50} and has additional features specific to a PSD drawing.

LES PSD Naming Conwvention [PDC Interna

Property Survey(Legal)
PSD GPK(Legal)

PSD Text Description
Property Survey(RW)

PSD GPK(RW)

PSD (RWText Description
Revised PSD(Legal)
Revised PSD(RW)

psd#l_ls_psd.dgn
psd#l_ls_gpk.gpk
psd#fl ks psd desc.ti
psd#re_ls_ped dgn
psd#rw_ls_gpk gpk
psd#rw |5 pod descotxt
psd#lr_ls_psd.dgn
psd#rwr_|s_psd.dgn
psd#ELr2 s ped dgn
psd#rwr2_|Is_psd.dgn
psd#lp |s_psd.dgn
psd¥rwp_ls_psd.dgn

55508l _|s_psd.dgn
55506 _ls_gpk.gpk
55506l _Is_psd desc.bd
55508rw_Is_psd.dgn
55508rw_Is_gpk gpk
FE508rw = psd desc.ixt
56508Lr_|Is_psd.dgn
55508rwr_|s_psd.dgn
555068Lr2_|s_p=d.dgn

2" Revision PSD(Legal)
7" Revision PSD{RW)
Preliminary P50 (Legal)
Preliminary PSD (RW)

55508rwr2_|s_p=d.dgn
55508Lp |s_psd.dgn
55508rwp_|s_psd.dgn

*Capital L. shown for clanity, since lowercase L looks like the mumber ona.
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