STATE OF LOUISIANA
DEPARTMENT OF TRANSPORTATION AND DEVELOPMENT
P.O. Box 94245
Baton Rouge, Louisiana 70804-9245
www.dotd.la.gov

BOBBY JINDAL WILLIAM D. ANKNER, Ph.D.
GOVERNOR 379-1321 SECRETARY

MEMORANDUM

TO: ALL IN-HOUSE BRIDGE DESIGNERS/TECHNICIANS

FROM: HOSSEIN GHARA, P.E
BRIDGE DESIGN ADMINIS

SUBJECT:  BRIDGE DESIGN TECHNICAL MEMORANDUM NO. 5 (BDTM.5)
PUBLISH “PROJECTWISE DOCUMENT CONTROL PROCEDURE”

DATE: AUGUST 18, 2009
Effective immediately, all projects in development shall be in ProjectWise.

Attached is the ProjectWise document control procedure. It describes how to request project folders in
ProjectWise. It also explains in detail the project information that shall be stored in ProjectWise.

Ms. Susan Zhang will conduct training sessions for each gang to go over this procedure. Please give her your
support and cooperation.

This memorandum will be posted on Bridge Design Website under Technical Memorandum.
(http://www.dotd.la.gov/highways/project devel/design/home.asp?ID=BRIDGE).

Please contact Ms. Susan Zhang (Susan.Zhang@la.gov) via email if you have any questions or comments.
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1. Implementation of Pﬁ)jectWise
Effective immediately, all projects in development shall be in ProjectWise. Please contact Ms.
Susan Zhang if you would like your historical project data moved from R drive into ProjectWise.
1) ProjectWise allows designers, engineers, and consultants to communicate more effectively.

a) Everyone can access the latest project plan information at the same location; avoid
duplicate project documents in different places.

b) Placing documents in the information exchange folders eliminates emails with large file
attachments.

2) Prepare to implement “Easy Publish” for Electronic Publishing and “Approvelt” for Digital
Signature. Both tools will be available in the near future.
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2. Request project folzas in ProjectWise

In-House Projects

A project folder shall be created under LADOTD_Corp\Documents\Headquarters.
Task managers need to submit a request form using the following link or go to DOTD Intranet >
Project Development -> Design Programs and Documents - ProjectWise = Request Form for New

ProjectWise Projects

http://h13001ms021/projectwise/projectwise.aspx

7~ Request Form for New ProjectWise Projects - Windows Internet Explorer

w v |g http:{fh13001ms021/projectwise/projectwise.aspx EI E?J E(__j ILlr- Search i ¢_°_H
File Edit View Favortes Tools Help

|

W & & Request Form for New Projectiise Projects J Q - () v . Page v | Took + 2

LOUISIANA DEPARTMENT OF TRANSPORTATION AND DEVELOBMENT, DOTD A-Z INTRANET INT B

” IMQ Desammﬂnsu\doommns 0 Request Form

Main Menu I

Request Form for New ProjectWise Projects
This request will be made from user: Xiuping Zhang

Department Wide

GIS

Hurricane Recovery

Primary Project Number: | Verify Project |

Management & Finance

Miscellaneous

Construction X
Project Number Click Here For Instructions I
Operations

4] | ﬂ;l

Consultant Projects

Office of Engineering

QOO O|QIQ| O

Two folders shall be created in ProjectWise.
1) — Project Folder

This folder shall be created under LADOTD_Corp\Documents\Headquarters. The process is exactly
like requesting an in-house project.

Please check if the project folder has already been created. If not, task managers need to submit
the above request form.
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2) — Consultant Folder -

This folder will be created under LADOTD_Corp\Documents\ Consultants. The consultant is
required to place all project submittals in Inbox_DOTD. This folder is for information exchange
only.

Please follow the next steps to request this folder:

a) Check to see if the consultant folder is already in ProjectWise. If not, task managers shall send
an email to Mr. David Ringuette (David.Ringuette@la.gov) to create the folder.

b) Ifit is a retainer contract, task managers need to submit a request form using the following link
or go to DOTD Intranet > Project Development - Design Programs and Documents >
ProjectWise = Retainer Request form

http://h13001ms021/projectwise/retainer.aspx

/. Request Form for New ProjectWise Projects - Windows Internet Explorer
@ b lg http:{fh13001ms021/projectwisefretainer, aspx

| Ele Edt View Favortes Took Help

U4 & @ Request Form for New ProjectWise Projects

M

_:l ;E' E)_g |L6r~ Search

| B - B - e - GrTods - 7

LOUISIANA DEPARTMENT OF TRANSPORTATION AND DENELOPMIENT DOTD A-Z INTRANET INTERNET o

T

C\a IHTDD""*"““’;"

Intranet & ,am,nmns r "

Main Menu

Retainer Request Form for New ProjectWise Projects

Depart t Wid

e / This request will be made from user: Xiuping Zhang
GIS (o]
Hurricane Recove

a0 . Retainer Contract Number: |700-99-0431 Add a Task Order l

Management & Finance @&
bt @ Task Order Number: |701-65-0989 ’
Office of Engineering o3 - -
P > Primary Projact Number: |700-20-00381 Verify Project |
Planning & Programming ¢ Sk
Public Works & Int. Trans. & s BT
Quick Links [o3 |
Resource Center > . .
e | Use Construction PI‘O_] ect

Number if one exists.
Otherwise use the Engineering
Project Number.

X
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c) Ifitisa consultant con}?/act project, task managers need to submit’a request form using the
following link or go to DOTD Intranet - Project Development = Design Programs and
Documents = ProjectWise = Consultant Project Request form

http://h13001ms021/projectwise/consultantreq.aspx

ProjectWise Consultant Project Request Form - Windows Internet Explorer

e@ - IE_J http:/fh13001ms0D21 /projectwisefconsultantreq.aspx El @[-X_:! ILive Search
| Ele Edt Vew Favortes Tools Help

% & @ Projectwise Consultant Project Request Form 7 Q - R L‘,’ Page v i Tools ~

LOUISIANA DEPARTMENT OF TRANSPORTATION AND DEVELOPMENT DOTD A-Z INTRANET I}~

(‘a | | A S

km@ Dmmmsmmlems o2 Corm!tpmecmemestfonn

Main Menu . & 2
Projectwise Consultant Project Request Form

Department Wide (o]

GIS (6]

Hurricane Recovery 03 Project Number : |03-‘1-05-0046

Management & Finance @ : ’

- ProjectName ’ [grp RIVER @ GRAND ECORE -]

e —— o BRIDGE REDECKING

Office of Engineering & _'_I

Operations & : -

: : Consultant Name  [pjadjaski & Masters

Planning & Programming &

Public Works & Int. Trans. & Requested By : l

Quick Links &

Resource Center @ Submit W
_




w ProjectWiseEleorerVBXM i
Datasource Folder Document Batch Print Yiew Tools
‘Window Help

Dw ' s D= HE? S

E?.

‘wa. IDefault

5

I llntefface IGeneral

Address |

pw:11h13000ms012:LADOTD_Corp\Documents)_Consult:

Geospatial View: IDeFauIt Document

o

- *ﬁ HNTB

Consultant folder

=<0y 701-65-0880Q

= 45 025-09-00054-

45 Inbox Consultant

- R | 700-99 0431
-4 700-99-0449

, a Temp

- 1.v. Burkes

i+ James Construction Group

[+ Krebs, LaSalle, LeMieux Consultants

- Kyle Associates

+-<0Yy Lancon Engineers

*ﬁ Lazenby & Associates, Inc.
[#-<0 Marrero, Couvillon & Associates
-0y Michael Baker Jr.

l *’3 MILLER Engineers

Retainer Contract
Task order
Primary Project

025-09-0005 Project
folder will be created
under Headquarters
when the Retainer
Request Form is
submitted

----- 4y Inbox_Consultant
I Y Inbox_DOTD
[+-<0y 700-99-0461

a Temp

-0 NTB Associates

-0 Pepper & Associates
-0 Perrin & Carter

- @ Pricipal Engineering

-:- -....-.I Fm i i = 01

mmml—l

Leidl

N

Consultant
Contract Project

034-06-0046 project
folder will be created
under Headquarters
when the Consultant
Contract Project
Request Form is
submitted




3. Information in Proj?:{Wise

All project folders created in ProjectWise have standard templates. Please place project information
in these standard template folders. If you need additional folders, please submit a request to Ms.
Susan Zhang via email (Susan.Zhang@la.gov).

¢ ProjectVWise Explorer ¥8 XM
Datasource Folder Document BatchPrint View Tools Window Help

A=Y

Interface IGeneraI :_l

View IDefauIt _:l

Address l pw:11h13000ms012:LADOTD_Corp|DocumentsiHeadquarters\000 thru I_:I

Geospatial View: IDefauIt Document _'_I

5 061.05.0050 BiEm |@ Geospaicl|
Emlapmhdsmu e ' -
- | -0 _Published Submittals : . :
i I —Standard B T4 _Published Submittals
“ I .Es-BuiIt Plans a_Standard Drawings
| -0 Bridge-Facilties tﬁns.-Budt P'a_r"?
i@ Y Right-of Wy Map DyBridge-Faciities
E“_’:] Road-Site ﬂ‘aRight-of-Way Map
| 4L Traffic Dysurvey |
| 4B Utiites Qirraffic
| gl Saved Searches |ﬂ | iltiee _";l
BEE: | LIgLRLY |
For Help, press F1 L5 g
Standard Templates

The following information shall be in ProjectWise:
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All published submittals —\uiﬂuding project documents and projecthﬁwings such as change orders,

4

construction drawings, preliminary plan submittals, and final plan submittals. There will be no
subfolders (such as 30%, 60%, etc.) under Final Plans and Preliminary Plans. The “Easy

Publish” tool will automatically create the appropriate subfolder when submittals are created.

For consultant projects, the consultant is required to place the submittals in Inbox-DOTD); task

manager is responsible to move the submittals to published submittal folders. For in-house projects,

the “Easy Publish” tool will create the submittals to the published submittal folders. Please email
Susan Zhang (Susan.Zhang@la.gov) if you have any questions.

«  ProjectWise Explorer ¥8 XM

Datasource Folder Document BatchPrint View Tools Window Help

D w1 | ¢ B | B = EE

1% |®

View |Default ;I

”Ilterfaca lGeneraI

|

Address|  pw:\ih13000ms012:LADOTD_CorpiDocumentsiHeadquartersioao thru 1 ¥ | l

Geospatial View: lDeFauIt Document

H

+- A8 053-04-0034
- B8 061-05-0050
=g 065-91-0016
R} Fubiished Submittals
P =} 45 Project Documents

: “3 Design & Design Exception Reports
4Ty EDSM Attachments
E] Y Environmental
1Y Miscellaneous
{0y NOT and SWPPP

+-“TY Plan Review Memoranda
41 Pre-design Data
<Y Proposal
-0y Transmittal Memoranda
= ‘T Project Drawings
~¢0y _Change Orders
<0y _Construction Drawings
<y Final Plans
-0y _Preliminary Plans
B: ’ﬁ _Right-of-Way Maps
: *ﬁ Miscellaneous
' DY preliminary Engineering
B a _Standard Drawings
-0y As-Built Plans
l a Bridge-Facilities

l ﬁ Saved Searches

o T Arr na anes

£

Y Plan Constructability Bidability Review

List |. Geospatial |
MName

Dproject Documents
ﬁProject Drawings




Standard drawings — Special Details and Standard Plans for the project are under this folder.

Please refer to Bridge Design Technical Memorandum 9 (Policy on Distribution of Bridge Standard
Plans and Special Details) for more details. The Technical Memoranda is posted on Bridge Design
Website under Technical Memoranda. The instructions for revising standards and creating new ones are
posted on Bridge Design Website under Bridge Standards.

« ProjectWise Explorer ¥8 XM
Datasource Folder Document BatchPrint View Tools Window Help
W (gD N THE T ala
View |Default _:_I “Interface IGeneraI _:_I l
Addressl pw:11h13000ms012:LADOTD_CorpiDocumentsiHeadquarters\000 thru l;l ‘
Geospatial View: lDefault Document LI
% o =[O T® coomea]
+ g 035-05-0014 S 6
B 036-04-0064
A g
- g 044-02-0017 , P ;
i 0 047030014 A VR166_C5-216(1 of 2).dgn
&3-f88 053-04-0034 ' Me66_c5216(1 of 2).tF
- J88 061-05-0050 Vi 166a_C5216(2 of 2).dgn
AR 065-91-0016 P EM166a_C5-216(2 of 2).tf
- -0y _published Submittals Vi 167_bro1{LRFD).dgn
2 *5 _Standard Drawings & 0167 _brO1(LRFD).tif
Ty ZVi3)168_bro2(LRFD).dgn
: ~-{Ty standard Plans 4 ﬁ 168_br02{LRFD).tif
E Y As-Built Plans | 1169_fr-01.cit
/Y Bridge-Facilities j\@ 169_fr-01.dgn
{3 Right-of -Way Map P2 169_fr-o1.ti A
-2y Road-Site 2 J174_ypo1.cit
=23 Survey ZVi174_yp01.dgn
Yy Traffic 3 :
< Utilities RS 179 yp 0Lt
-l Saved Searches 7 v3 bo'rder_brldge-l’ac|I|t|es_raster.dgn
P & rrint
B 067-04-0025
068-02-0014 ZViTcoo
069-03-0018 ZEc-oo.f
077-30-0026 Z\ETcon
082-02-0011 P Erc-ov.i
084-01-0040 A0z
085-04-0013 P ED1C-02.ti
085-08-0027 A BT1C-03
089-07-0007 AN TC-03.t
093-02-0006 ARiTC-04 b
: - Headquarters Template 1 ' l »
| a 089-03-0028 ; - -
B a 100 thru 199 Folder Properties | Project Properties |
-4 200 thru 299 Proper... | Proper... || Proper... | Proper... |«
-0y 300 thru 399 Folder ... | Specia... || Folder... | Stand... =
(-4 400 thru 499 :j Environ... LADOTD  Enviro... . :_I
For Help, press F1 10:06 AM 7
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All plans - including borinzfreference drawings such as existing as*vuilds, permit sketches and
plans - all plans are under Bridge-Facilities/Bridge Structural or Electrical or Mechanical. All
in-progress drawings should be directly under Plans. Once the final plans are issued, task manager
should email Ms. Susan Zhang to lock all plans for read-only. Please submit a request to Susan
Zhang if you need revisions and plan change orders created under Plans. For future projects, Change
Orders and Revisions will be included in the project templates.

ProjectVise Explorer ¥8 XM

W

Datasource Folder Document BatchPrint View Tools Window Help

w0 @ %

I3

2

Yiew IDeFauIt

Hlnterface iGeneraI

3

Address l pw:11h13000ms012:LADOTD_CorpliDocumentsiHeadquartersi0oo thr

3

Geospatial View: IDefauIt Document

+-{agl 061-05-0050
E 065-91-0016
? l 40y _Published Submittals
- {0 _Standard Drawings
-0y As-Built Plans
=Y Bridge-Faciities
' - DY Architectural
*ﬁ Bridge-Structural
ﬁ Borings
T Documents
{0 Enginesring
a Existing As-Buits

=4 Revisions
EUN ﬁ Revision 1
- 38 Revision

a Information
----- 41 Plot Sets

: a Spreadsheets
: l -0 Electrical
l -0 Mechanical
{0y Permits
l «a Right-of-Way Map
- {0 Road-Site

-0 Survey
i E ) TraFFir

For Help, press F1

¥ Change Orders

----- DY Site Development

Bl EE I. Geospatiall

MName

a_change Orders

a_Revisions

Dy information

‘-ﬁPIot Sets

’aSite Development

’-ﬁSpreadsheets

H%v@ 101 _summary of quantities and index.dgn

%\@ 102_general notes.dgn

%\@ 102a_general notes.dgn
103_general plan

\ﬂm _general plan.dan

%\ﬂ 104_pile layout.dan

%\@10% _pile data.dgn
%\@105 bent 1 (sheet 1 of 2).dgn

RV 106_bent 1 (sheet 2 of 2).dgn
%\ﬂ 107 _bent 2 (sheet 1 of 2).dgn
RV 108_bent 2 (sheet 2 of 2).dgn
<ﬁ\o@l[l'&l _pier 182 (sheet 1 of 4).dgn
%\@ 110_pier 182 (sheet 2 of 4).dgn
\@111 _pier 182 (sheet 3 of 4).dgn
%\ﬂllla _pier 1&2 (sheet 3 of 4).dan
\@112 _pier 182 (sheet 4 of 4).dgn
%\ﬂll& bent3(sheet 1 of 2).dan

_J‘_J

o

B2z
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Future Headquarters P?(')Tgcts Templates under Bridge-FacilitieMidge Structural or
Electrical or Mechanical

« ProjectWise Explorer ¥8 XM
Datasource Folder Document BatchPrint View Tools Window Help

Do |l % =EE? o)
mlDefault ZI ”lnterfacelGeneral ZI I

Adckassl pw:11h13000ms012:LADOTD_CorpiDocuments!,_Project Template Deve;l l

Geospatial View: IDeFault Document EI

= e
E]ﬁ Headquarters Template_New al Ligt l. Geospatiall
-4y _Published Submittals e
{0y _Standard Drawings Sporings
<0y As-Built Plans \ g
=1-<0Y Bridge-Facilities *_BDOC_umerfts
- @Y Architectural aEnglneenng
= 'ﬁ EBridge-Structural glflnages
Y Borings ‘dPlans
E‘ g DUCU?ﬂBntS MYReference Drawings

----- 0y _Consultant Contract Documents

-y RFIs

Y _Shop Drawing Submittals
- {1y change Order Requests
I Engineering

=<y Plans s
- {1y _Change Orders
Iy Revisions
™ Information
40 Plot Sets
1Y site Development
- /Iy spreadsheets
Dy Reference Drawings
Y Electrical

Y -~ #-40Y Mechanical =l <] | i
For Help, press F1 3¢ am 4

Borings — Deep Core Borings, ECPT, etc.
Documents — Plan Development Documents
Engineering — Final Calculations

Images — Important Photographs and Other Images
Plans — Project Plans

Reference Drawings — Drawings for Information only to be included in Plan Sets (such as
existing as-built)
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