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1 Introduction to Using the Participant Guide 

PPMS provides document management capabilities that allow IOWA DOT project users to upload, track, 
and manage project documents. The users can also assign document properties to a document that can 
be further used to search for documents. User can also manage documents using the attachments control 
section within a form for record specific documents. 

The Participant Guide helps you get started with the process of setting up the library for document 
management and quickly navigate through the various key features of document management. 

The options selected for use in this guide are for instructional purposes to showcase the entire lifecycle 
of document management. Field selections, other than the ones used in this guide, could possibly lead to 
a varied project workflow and may not be covered in this guide. For additional information on the 
application, refer to the User Guide/PPMS Online Help available with the application. 
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2 Process Flow 
The flow diagram illustrates the document management process in PPMS: 
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3 Document Management - Library Setup 
The PPMS Library serves as a collection of catalogs used to manage reusable data. Information maintained 
in a library is readily available for use in various form controls, such as drop-down lists and pickers.  

In the Library module you can perform the following tasks: 

• Create folder structures templates 

• Create document properties templates 

• Create specifications 

3.1 Document Folder Structure 

The Document Folder Structure catalog in the library enables you to create predefined folder structures 
and save them as templates. You can also add files to folders in the template. On selecting a document 
template when creating a project or a contract, the folder structure and files as defined in the selected 
template are automatically created in the Documents module of the project or contract. 

You can create multiple folder structures and save these templates in the library. Each of the templates 
can be structured differently and be used for various types of projects and contracts. 

Steps 

1. In the module menu, click Library. 
The Library Management page is displayed. 

2. In the navigation pane, expand Library, expand Document Management, and then click 
Document Folder Structure. 
The Document Folder Structure List page is displayed. 

3. Click New. 

The New page is displayed. 

4. In the Document Folder Structure Name box, enter the name of the template. 

5. In the Description box, enter a description of the folder structure. 

6. Click Save. 

7. To define the folder structure for the template, perform the following steps:  

a. In the Document Folder structure List page, select a document template, and then 
click Settings. 
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The Configure Document Folder Structure page is displayed. 

 
b. In the DOCUMENT FOLDERS pane, click a folder to create a folder within the selected 

folder. 

c. In the FOLDER group, click New Folder to add a new folder to the document template. 
The added folder is displayed in the DOCUMENT FOLDERS pane. 

d. In the DOCUMENT FOLDERS pane, enter the name for the folder. 
Note: You cannot duplicate folder names at the same level of hierarchy. 

e. Optionally, to edit a folder name, or delete a folder, click the required folder, and then 
click Edit Folder or Delete Folder. 

8. To assign a workflow to a folder, perform the following steps: 

a. In the DOCUMENT FOLDERS pane, select the required folder. 

b. From the Associate Workflow drop-down list, select the required workflow to 
associate with the folder.  
Available options are workflows defined for the document management module. 

9. To define permissions on a folder, perform the following steps: 

a. In the DOCUMENT FOLDERS pane, select the required folder. 

b. Perform either of the following steps: 

• To inherit permissions from the parent folder, select the Inherit Parent Folder 
Permissions check box. 

• Alternatively, to define permissions, perform the following steps: 

i. In the FOLDER group, click Permissions. 
The Folder Permissions page is displayed. 
Roles are available as rows, and permissions as columns. 
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ii. Corresponding to each role, select the required check boxes to grant 
permissions specified in the columns. 

iii. Click Save. 

10. To add documents to the folder structure, perform the following steps:  

a. In the DOCUMENT FOLDERS pane, click the folder to which you want to add a file. 

b. In the DOCUMENT group, click New to add a file to the selected folder. 
The New Document dialog box is displayed.  

c. Click Choose File to select the file to upload. 
The Open dialog box is displayed. 

d. Click the required file, and then click Open. 

e. In the Title box, enter the name of the file. 

f. Click Check In. 

11. Click Back to return to the Document Folder structure List page. 

3.2 Document Properties  

You can create custom document properties templates that can be displayed in the New Document page 
to record additional information pertaining to documents that are managed in a project or contract. The 
Document Properties form enables you to add attributes when uploading a document. These document 
attributes can be then utilized in the Document Search form to search for documents. 

You can create multiple document properties templates with varied specifications for use in different 
project types. For example, a design project may require document properties that refer to the architect’s 
numbering scheme to simplify communication, while a construction project may require document 
properties to identify the vendor who provided the document. 

You can associate a document property template to a folder in the Documents module, and also associate 
document property templates to folders defined in a folder structure. The document properties as defined 
in the template that is selected for a folder is displayed when uploading documents to that folder. 

The document properties template specification can comprise library items (stored lists), text, numbers, 
and various other information. Also, you can mark fields as mandatory or optional. 

You can select a document properties template when creating a project or contract, or until a document 
is uploaded to the Documents module. The document properties as defined in the template that is 
selected for a project or contract is displayed when uploading documents to the Documents module. 

Characteristics of metadata specifications include: 

• The Document Properties template selected for a project or contract cannot be changed after 
the first document is uploaded in a project. 

• The Document Properties template is not applicable to attachments in forms or workflows. 

• The Document Properties template selected for a project or contract is consistently used across 
the project or contract. 
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Defining a document properties template is similar to the functionalities available with the Form 
Builder utility in the Administration module. 

The following procedure describes the steps to create a sample document properties template that is 
displayed when uploading a document. The sample document properties template consists of a text box 
to enter the document number, and a radio-button control to select the type of document. 

Steps 

1. In the module menu, click Library. 
The Library Management page is displayed. 

2. In the navigation pane, expand Library, expand Document Management, and then 
click Document Properties. 
The Document Properties list page is displayed. 

3. Click New. 

The Design, Edit, and Settings tabs for the document properties template are displayed. 

 

4. From the Group Layout list in the left pane, drag and drop Section into the center pane. 
The section with a label is displayed in the center pane. 

5. In the center pane, click the section. 

The properties of the control are displayed in the right pane. 

6. In the right pane, in the Attributes tab, provide the details in the fields, as described in the 
following table: 

Field Name Description 

Caption 
This denotes the display name of the section created. In the Caption box, 
enter Document Properties. 

Name 
This is a system-generated name to denote the section and need not be 
modified. 
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Field Name Description 

Height 
This attribute is generally not set for sections; however, it can be used to 
set a fixed height of a section when required. 

Width 
This sets the width of the section. For section controls the width field need 
not be set, rather the section sizes itself based on the controls that are 
contained within it. 

Attributes 
This is a section style attribute. For example, the following specifications 
will introduce a black border of thickness 1 pixel, underlined text of the 
caption and a left indent of 60 pixels within the frame. 

Border 

Solid 1px Black; text-decoration: underline; padding-left: 60px; 

Note: Every new attribute is separated by a “;” and the attribute type and 
the attribute characteristic by a “:”.  Also, these attributes are standard 
HTML style attributes and are passed directly to the web browser during 
form rendering.  

Orientation 
You can set the orientation to Vertical or Horizontal. In a form, a section 
control can contain other sections in a hierarchy. This is useful for 
organizing controls in columns. 

7. Click Apply to notice the changes in the section control. 
The section is encircled with the black border and the underlined text as specified. 

8. To create a Text Box control, perform the following steps: 

a. From the Simple Input Controls list in the left pane, drag and drop Multi Line Text to 
within the limits of the section specified.  

The control, by default, is always a text box with the Caption as TextArea  (num) where 
num determines the number of the text box. 
Note: Ensure that the cursor is released within the section boundaries or the control 
doesn't get placed in the form. 

b. Click the text box control placed within the section.  

The text box attributes are displayed in the right pane. 

c. In the Caption box, enter Description. 

d. Click Apply for the changes to take effect. 

9. To specify the document type in the properties template, perform the following steps: 
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a. From the Simple Input Controls list in the left pane, drag and 
drop RadioButtonList to within the limits of the section specified. 

b. Click the radio button group, and the right pane of the window displays the attribute 
list. 

c. In the Caption box, type Document Type. 

d. In the ListItems box, type: 
Specifications:Specifications;Design:Design;Contract:Contract 

e. Click Apply. 

10. To modify form settings, click the Settings tab, and enter information in the fields as 
described in the following list: 
- Form ID: The unique number to identify the form. You can rename it with 7 alphanumeric 
characters. 
- Header: This text box is to enter the header information of a form. The header is displayed 
only after you publish a form. 
- Parent Module: This displays the module in which the XML form will be placed and is always 
selected as DOCMGMT. 

11. To view the form attributes, click the Design tab, and then click outside the section area. 
The Form Attributes are displayed in the right pane. 

12. Click Save.  
You must publish the properties template to make it available for selection in projects and 
contracts. 

13. In the Document Properties page, select the properties template form to be published. 

14. In the OTHERS group, click Publish. 
A confirmation message is displayed. 
On creating a new project, the published document properties template can be selected. 
When adding a new document to the project, the properties template is displayed. 

3.2.1 Associating Document Property Templates to Folders in a Folder Structure 

You can associate a document property template to folders defined in a folder structure. 

Steps 

1. In the module menu, click Library. 
The Library Management page is displayed. 

2. In the navigation pane, expand Library, expand Document Management, and then 
click Document Properties. 
The Document Properties page is displayed. 

3. Select the appropriate document property, and then click Associate Document Folder. 
The Associate Document Folder dialog box is displayed. 

4. From the Folder Structure drop-down list, select the folder structure to associate the selected 
document property template. 
Available options are folder structures defined for in the Document Folder Structure catalog 
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of the library. 
The folders defined in the selected document folder structure is displayed in the Document 
Folders section. 

 
5. Select the required folders to associate the selected folder property template. 

6. Click Save. 
You must publish the properties template to make it available for selection in projects and 
contracts. 

7. In the Document Properties page, select the properties template form to be published. 

8. In the OTHERS group, click Publish. 
A confirmation message is displayed.  
You can choose the applicable Document Folder Structure when creating a project or 
contract. You need to enter all the metadata information at the time of document upload to a 
folder that has been associated with a Document Properties template. 

3.3 Specifications 

When the designers are working on a construction project, they can use the pre-defined specification 
documents from Iowa DOT’s Specification book as applicable to their design. 

The Specifications library catalog provides a list of all the specifications that designers can use in their 
projects. You can define the standard specification details such as specification number, type, URL, and 
controller of a design specification document. 

When you upload a specification document for a project or contract, you can associate the appropriate 
specification number defined for the document from the Specifications library catalog. 
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Steps 

1. In the module menu, click Library. 
The Library Management page is displayed. 

2. In the navigation pane, expand Library, expand Document Management, and then 
click Specifications. 
The Specifications list page is displayed. 

3. Click New. 
The Specifications page is displayed. 

 
4. Provide the details in the fields, as described in the following table: 

Field Name Description 

Specification 
Number 

Enter a unique number to identify the specification.  

Title Enter a title for the specification. 

Specification Type 

Select the type of specification. 
Available options are types defined in the Specification Type catalog 
of the library. Available values are: SS and DS 

Spec ID Enter the identification number of the specification. 
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Field Name Description 

URL Enter the web address of the specification document.  

Status 
Select the status for the specification. 
Available options are New, Replaced, and Obsolete. 

Specification Year 

Select the last revision year of the specification. 
Available options are years defined in the Specification Year catalog 
of the library. 

Effective Date Select the proposed effective date of the specification's revision. 

Expiration Date Select the specification's revision expiration date. 

Controller 

To select a controller for the specification, perform the following 
steps: 

1. Click . 
The Controller dialog box is displayed. 
Available options are user names of the users created in the 
application with the Type selected as Internal. 

2. Click the required user name, and then click Select. 

Comments Enter any comments for the specification. 

5. Click Save.  
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4 Document Management 
The Documents module is a repository used to store, organize, secure, track, and manage project-related 
documents in electronic form. This well-designed online document management system facilitates file 
sharing across multiple devices connected on the cloud to enable efficient collaboration among project 
users. Folders in the Documents module aids in organizing and structuring documents logically and 
hierarchically to create an effective knowledge bank of the project and contract-related information. 
Access control to folders and subfolders, and therefore documents is enforced easily with this permission-
based document management system. You can configure the document types that can be uploaded and 
saved in the Documents module. Customized workflows automate document-related business processes. 
There is no limitation on the number or the size of documents that can be uploaded to the application. 

The Documents folder is the base for the document management system in PPMS, and all document 
folders that are created will be available organized in it. The Documents folder is available at two levels 
in the application, one at the project level for project-related documents, and one at each contract level 
for individual contract-related documents. 

Integration of ProjectWise and PPMS enables design documents uploaded in the ProjectWise to be 
available in the PPMS application. Synchronization is enabled only for the folder named ProjectWise 
Documents in PPMS applications on a daily basis. During the design process, if a document is marked as 
Ready for Masterworks in the external system ProjectWise, a copy of the document is available in the 
PPMS ProjectWise Documents folder created in the corresponding project’s Documents module. 

The following features are available with the PPMS Documents module: 

• Create folders hierarchically to ease storage and access of documents 

• Secure documents by defining permissions on folders and documents thus limiting user access 

• Upload documents to folders to organize the storage of documents 

• Update documents 

• Manage document versioning to provide an audit trail for the revision and update of a document 

• Store comments and comment responses on uploaded documents to store document-related 
information that does not change the document content 

• Annotate documents to actively participate in the flow of the document content and add analytical 
or illustrative notes on the document 

• View documents of various formats using the document viewer utility without having to install any 
document viewer applications on your system  

• Perform workflow actions to a document to receive specific approvals 

• Archive documents that are not currently in use 

• Move documents to a different folder 
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4.1 Folder Management 

In the Documents module, you can create folders. You can upload documents and organize them in these 
folders. To enforce security, you can define role-based permissions to access and use a folder. There is no 
limit on the number of folders you can create in a project. 

You can create a predefined folder structure in a project automatically during project creation, and also 
create additional folders manually. 

The following topics aid you in managing your document folders: 

• Create a folder 

• Define folder permissions 

• Associate a document property template to a folder 

• Modify folder properties 

• Delete a folder 

4.1.1 Creating a Folder 

You can organize project and contract documents into folders created in the document management 
system. 

Steps 

1. In the navigation pane, click the required documents folder in which you want to create a 
new folder.  

2. In the FOLDER group, click New. 
The New Folder dialog box is displayed. 

 
3. In the Name box, type the folder name. 

4. In the Description box, type a brief description of the folder. 

5. Ensure the Inherit Parent folder permissions check box is selected to provide the same 
permissions to the folder as its parent folder.  
Alternatively, clear the Inherit Parent folder permissions check box to provide permissions to 
the folder as defined for the roles of the current user.  
Note: Permissions are inherited only for the roles the user is invited to in the project or 
contract. 

6. Click Save. 
The folder is created in the selected folder. 
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4.1.2 Defining Folder Permissions 

You can control user access to folders in the Documents module by configuring permissions to the various 
roles defined in the project. Controlling the accessibility of folders in the document management system 
ensures a high level of security for the documents in the folder. 

Note: The Administrator role has all permissions in the application. 

Steps 

1. In the navigation pane, click the required folder to define access permissions. 

2. In the FOLDER group, click Permissions. 

The Document Permissions page is displayed. 
The roles available in the project are displayed as the rows of the permissions table and 
document management features are displayed as the columns for you to assign role-based 
permissions to the document folder. 

 

3. Corresponding to each role, select the required check boxes to provide access to or clear the 
required check boxes to restrict access to the feature in the folder. 

4. Click Save. 
The permissions defined on the folder are saved. 

4.1.3 Associating a Document Property Template to a Folder 

You can associate a document property template to a folder. The associated document property template 
is displayed when uploading documents to the folder. 

Prerequisite 

• Documents are not uploaded to the folder. 
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Steps 

1. In the navigation pane, click the required documents folder. 

2. In the navigation pane, click the required folder. 

3. In the FOLDER group, click Associate Document Property. 

The Associate Document Folder dialog box is displayed. 

 

4. From the Document Property Set drop-down list, select the required document property 
template. 
Available options are document property templates published in the Document Properties 
catalog of the library. 

5. Click Save. 

4.1.4 Modifying Folder Details 

You can modify the name and the description of a folder 

Steps 

1. In the navigation pane, click the required folder to modify folder properties. 
The document list of the folder is displayed. 

2. In the FOLDER group, click Edit. 

 
Make the required changes. 
- For folders that were created as part of the folder structure selected for the project or 
contract, select the Inherit Library Permissions check box to reset the permissions of the 
folder to as defined for the folder in the Document Folder Structure catalog of the library. 
- For folders that were manually created, select the Inherit Parent Permissions check box to 
reset the permissions of the folder to as defined for its parent folder. 
Note: The Inherit Parent Permissions checkbox is not available if you do not have create 
permissions on the parent folder. 

3. Click Save. 
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4.1.5 Deleting a Folder 

You can delete a user-created folder. All subfolders and its contents within that folder will be deleted from 
the system. 

Steps 

Note: The default Documents folder cannot be deleted. 

1. In the navigation pane, click the required folder to define access permissions. 

2. In the FOLDER group, click Delete Folder. 
A confirmation message is displayed. 

3. Click OK. 
The selected folder and all its contents are deleted 

4.2 Document Management 

The PPMS Documents module supports the following document management features: 

• Upload documents 

• Download documents 

• Update documents 

• Edit document properties 

• View documents 

• Manage document versions 

• Access documents 

4.2.1 Accessing Project and Contract Documents 

The Documents folder is the base for the document management system in PPMS. All project and contract 
related documents are organized in folders that are created in the base Documents folder. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. Select the required project, and then click View. 

3. In the navigation pane, expand the required project folder, and then perform either of the 
following steps:  

- To access the Documents folder at the project level, click Documents. 

- To access the Documents folder at the contract level, expand Contracts, and expand the 
required contract folder, and then click Documents. 
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4.2.2 Uploading Documents 

You can upload documents, images, or other files to folders in the Documents module. You can also add 
metadata information to documents uploaded to the application. You can associate a workflow to 
a document to obtain approvals from stakeholders. 

Prerequisite 

• The document file type is an allowed file type as configured in the application. 

Steps 

1. In the navigation pane, click the required folder to upload documents. 

2. Click New. 
The New Document page is displayed. 

 
Note: You can configure the New Document page to record additional attributes of the 
document being uploaded by selecting an appropriate document property template for the 
project during project creation. Document property templates are defined in the Document 
Properties catalog of the Library module.  

3. In the Title box, enter the document name.  

4. To upload the documents, in the New Document field, perform the following steps:  

a. Click Select files. 

b. The Open dialog box is displayed. 

c. Click the required document to upload. 
Alternatively, to select multiple files to upload, press CTRL, and then click the required 
documents. 

d. Click Open. 
The selected files are displayed. 

5. To use the document as a template document for the Mail Merge feature, select the Is Template 
Document check box. 



  Document Management 

 

18 | P a g e  

6. From the Workflow drop-down list, select the appropriate workflow to receive approvals from 
the stakeholder hierarchy. Available options are workflows defined for the document 
management module. 

7. In the Document Description box, enter the description of the document. 

8. Based on the document property template associated with the folder, enter all other details 
of the document. 

9. Click Save. 
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4.2.3 Uploading Documents in Bulk 

You can upload up to 200 documents, images, or other files to folders in the Documents module in bulk 
at once. You can also add metadata information to documents uploaded to the application. 

Prerequisite 

• The document file type is an allowed file type as configured in the application. 

Steps 

1. In the navigation pane, click the required folder to upload documents. 

2. Click Excel Import / Export, and then click Document Import. 
The Import Details from Excel File page is displayed.  

 
3. Click Select Files. 

The Open dialog box is displayed. 

4. Press CTRL, and then click the required files to upload. 

5. Click Open. 
The selected files are displayed. 

6. To remove a file from the list, corresponding to the required file, click x.  

7. Click Generate Template, and then click Excel Template with Data. 
An Excel workbook named Metadata_Template comprising the list of selected files is 
downloaded to your downloads folder. 

8. Open the template workbook, and then perform the following steps:  

a. Ensure the format for the cells in the Excel worksheet is ‘Text’ by default. 
To set the format of the cells to 'Text', perform the following steps: 

i. Press Ctrl + 1.  
The Format Cells dialog box is displayed. 

ii. In the Number tab, in the Category list, click Text. 

iii. Click OK. 

b. In the Title column, enter the title of the files. 

c. In the Folder column, select the folder to which the file must be uploaded to. 
Available options are names of folders in the Documents folder of the project or 
contract. 
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d. Enter the required information in the other columns. 
Available column names depend on the associated document property page selected for 
the folder. 

e. Click Save. 

9. In the Import Details from Excel File page, click Select Excel. 
The Open dialog box is displayed. 

10. Click the required Metadata_Template file, and then click Open. 
The Status column displays Validated Successfully for all files that are ready for uploading. 
If a file is not validated, an error message is displayed, and the Status column displays the 
reason for the error. You can also download the error log.  
If an error occurs, perform the following steps:  

a. To view the error log, click Error Log. 

b. Update the Metadata_Template file to correct the error. 

c. In the Import Details from Excel File page, click Select Excel. 
The Open dialog box is displayed. 

d. Click the updated Metadata_Template file, and then click Open. 

11. Click Save. 
The Status column displays successful for all files that are uploaded successfully. 

4.2.4 Updating a Document 

Documents are checked out to incorporate any modifications to the existing file at any point in time. A 
checked-out document cannot be modified by other users to prevent overwriting and loss of information. 
The username of the user who checked-out the document is displayed in the document list. 

Documents wrongly checked out can be restored to their current version by choosing the Discard Check 
Out option. You can discard a check-out only before the document is checked-in. 

On making modifications to a checked-out document, the document must be checked-in by the user who 
had checked out the document. On checking-in a document, the document version number increments 
by 1. 

Steps 

1. From the documents list page select the required document. 

2. In the GENERAL group, click Check In/Out, and then click Check Out. 

 
The document is downloaded to the local storage. 

3. Make required modifications to the document, and save the document. 
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4. From the documents list page, select the checked-out document. 

5. In the GENERAL group, click Check In/Out, and then click Check In. 
The Checkin Document page is displayed. 

6. In the Comments box, enter any comments for the document. 

7. Click Choose File to select the modified document, and then click Open. 
The selected file is displayed. 

8. Click Check In. 
The version number of the document increments by 1. 
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4.2.5 Managing Document Versions 

You can maintain multiple versions of a document with the following options: 

• View or download any version of the document 

• View or download annotations of the version of the document 

Steps 

1. In the documents list page, select the required document. 

2. Click Version History. 
The Version History page is displayed with the date of creation. 

 
3. To download a document version to the local storage, corresponding to the required version, 

click . 

4. To view annotated copies of a document version, corresponding to the required version, click . 

4.2.6 Viewing Documents and Image Files 

Various formats of documents can be viewed on the application without installing any document viewer 
applications on your system. 

Steps 

1. In the project navigation pane, expand the Documents folder, and then click the required 
document folder. 

2. In the documents list page, select the document, and then click View.  
Alternatively, double-click a document in the list. 
The document is opened in the document viewer.  

4.2.7 Downloading Documents 

You can download a document, any version of a document, and also an annotated copy of the document. 

 Downloading Documents 

Steps 

1. In the navigation pane, click the required folder to download documents available in the 
folder. 
Alternatively, to download an attachment to form, in the list page of the required project 
form, in the OTHERS group, click Attachments. 

2. Select the required document. 
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3. Click Get Document. 
The document is downloaded to the local storage. 

 Downloading Document Versions 

Steps 

1. In the navigation pane, click the required folder to download a document version. 
Alternatively, to download a version of an attachment to form, in the list page of the required 
project form, in the OTHERS group, click Attachments. 

2. Select the required document. 

3. Click Version History. 
The Version History dialog box is displayed. 

4. Perform any of the following steps: 
- Click  to download the corresponding document version to the local storage. 
- Click  to download or view annotated copies of the corresponding document version.  

4.2.8 Editing Document Properties 

The Document Properties page enables you to perform the following tasks: 

• Update document properties 

• Associate a workflow to the document 

• Copy to the clipboard the link to download the document 

Note: Document properties displayed in this page is based on the document properties template 
associated with the folder structure selected for the project. 

Steps 

1. In the navigation pane, click the required folder to edit the properties of a document in the 
folder. 

2. In the documents list page, select the appropriate document. 

3. Click Document Properties. 
The View Document Properties page is displayed. 
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4. Click Edit. 
The Edit Document Properties page is displayed. 

 
The information available in the Edit Document Properties page is based on the document 
properties template associated with the folder structure selected for the project. 

5. Make the appropriate changes. 
Note: You cannot edit the workflow of the document if it is already part of a workflow (in any 
workflow stage of the document).  

6. Click Save. 

4.2.9 Handling Specifications 

The designers can upload specification documents and associate the appropriate phase number, 
specification type, and specification number. 

For Supplemental Specification (SS) and Development Specification (DS), the designers can select the 
specification number from the Specifications library while uploading design specs. For Special Provision 
(SP), the design specifications are created from scratch and are specific to the phase. Based on workflow 
approval, the SP Numbers are assigned to these Special Provisions specs. 

Steps 

1. In the project navigation pane, expand the Documents folder, expand the Letting Docs folder, 
and then expand the Specifications folder.  

2. Click the required specification folder.  
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3. In the list page, click New. 
The New Document page is displayed. 

 
The following information is displayed. 

Field Name Description 

Project Code The code of the associated project is displayed. 

Project Name The name of the associated project is displayed. 

SP Number 

This field is displayed if the Specification Type selected is SP. 

Based on the current specification year, the specification number for the SP design 
specification is automatically generated once it is approved in the Specifications 
Engineer Approval workflow. 

4. Provide the details in the fields, as described in the following table: 

Field Name Description 

Title Enter a title for the document. 
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Field Name Description 

New Document 

To upload a specification document, perform the following steps: 

1. Click Select files. 
The Open dialog box is displayed. 

2. Select the required document to upload, and then click Open. 
The selected file is displayed. 

Is Template 
Document 

Select the Is Template Document check box, to use the document as 
a template document for the Mail Merge feature. 

Workflow 

Select the appropriate workflow to receive approvals from the stakeholder 
hierarchy. 
Available options are workflows defined for the document management module. 

Note: For Special Provisions, users should select ‘Specifications Engineer Approval’ 
from this dropdown to send it to Specification Engineer for SP Number assignment. 

Document Type 
Select the type of document. 
Available options are types defined in the Document Type catalog of the library. 

Created Date 
By default, the current date is displayed. 
Optionally, select the date on which the document is uploaded in the application. 

Doc Owner Enter the name of the document owner. 

Document 
Description 

Enter a description of the document. 

Site Name Enter the worksite name. 

Photo Taken 
Date 

If the uploaded document is a photograph, then select the date on which 
the photograph was taken. 

Specification 
Type 

Select the type of specification. 
Available options are types defined in the Specification Type catalog of the library. 

SP Title 
This field is displayed if the Specification Type selected is SP. 

Enter a title for the special provision. 

Request Date Select the specification requested date. 
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Field Name Description 

Phase Number 

To associate a project phase, perform the following steps: 

1. Click . 
The Select Phase Number dialog box is displayed. 
Available options are phases associated with the project. 

2. Select the required project phases and then click Select. 

Revision Enter the revision number of the document being uploaded. 

Project 
Description 

Enter a description of the project. 

Effective Date 
Select the date from when the specification document being uploaded is 
applicable. 

Specification 
Number 

This field is displayed if the Specification Type selected is DS or SS. 

To associate a specification number, perform the following steps: 

1. Click . 
The Select Specification Number dialog box is displayed. 
Available options are based on the Specification Type selected and 
specifications defined in the Specifications catalog of the library. 

2. Select the required specification number and then click Select. 
The Specification Title of the selected specification is displayed. 

5. Click Save. 
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4.2.10 Document Workflows 

 Workflow - Design Bureau Engineer Approval: 

Phase Current Workflow 
Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Business Rules 

1 Draft 
 Any Project 

User Submit 
Submitted to Design 
Bureau Engineer 

- 

2 
Submitted 
to Design Bureau 
Engineer 

 Design 
Bureau 
Engineer 

Return to 
Draft 

Draft - 

Approve Approved - 

 Workflow - Proposal Engineer Approval: 

Phase 
Current 
Workflow 
Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Business Rules 

1 Draft Any Project 
User 

Submit 
Submitted to Proposal 
Engineer 

- 

2 
Submitted 
to Proposal 
Engineer 

Proposal 
Engineer 

Return to 
Draft 

Draft - 

Approve Approved - 

 Workflow - Specifications Engineer Approval: 

Phase 
Current 
Workflow 
Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Business Rules 

1 Draft Any Project 
User 

Submit 
Submitted 
to Specifications 
Engineer 

- 



  Document Management 

 

29 | P a g e  

Phase 
Current 
Workflow 
Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Business Rules 

2 
Submitted 
to Specifications 
Engineer 

Specifications 
Engineer 

Return to 
Draft 

Draft - 

Approve Approved - 
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4.3 Document Annotations 

You can add annotations to files of various formats in PPMS. Annotations added to a file do not affect the 
original file. A file with annotations is saved as an annotated copy of the original file. 

You can annotate the following files: 

• Files in the document folders of the PPMS Documents module 

• Files attached to various form records in the application 

You can access the following annotated files: 

• Annotated files 

• Annotated attachment files 

Note: You can only edit or delete annotations that you create. You cannot delete or edit annotations 
created by other users. 

The table below provides a quick reference to the list of annotations that are available for annotations. 

Term Icon Function 

Select   To select and manage annotation objects. 

Line   To draw a simple line. 

Rectangle   
To draw a rectangle. 
To make a square annotation, hold down the Shift key and draw the rectangle. 

Ellipse   
To draw an ellipse. 
To make a circle annotation, hold down the Shift key, and draw the ellipse. 

Polyline   To draw a series of points that create a sequence of lines joined together. 

Polygon   
To draw a series of points that create a sequence of lines joined together in the 
shape of a polygon 

Pointer   To draw a pointed line. 

Freehand   To draw a series of points that create a sequence of lines joined together. 
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Term Icon Function 

Text   
To enter text in the rectangular dialog box. 

To make a square dialog box, hold down the Shift key, and draw the rectangle. 

Text Pointer   

To enter text in the rectangular dialog box with the line pointing to the object in 
the viewer window. 

To make a square dialog box, hold down the Shift key, and draw the rectangle. 

Note 
  

To add notes in the viewer window. 

To make a square dialog box, hold down the Shift key, and draw the rectangle. 

Stamp   To add stamp annotations 

Rubber 
Stamp   To add a specific authentication to the viewing object 

Ruler   
To add a line that can measure the distance between two points of the viewing 
object 

Poly Ruler   

To measure the distance of an irregularly shaped object, a series of points that 
create a sequence of joined rulers. 

You can modify the length, add, or remove the ruler segments; a running total 
of the distance is displayed. 

Text 
Strikeout   To strike out the text annotation 

Text 
Underline   To underline the text annotation 

Comment 

 

• To add comments to an annotation 

• To add responses to comments on an annotation 

• To add responses to responses on comments on an annotation 

• To set the status of responses to an annotation 
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Term Icon Function 

Properties - 

Right-click an annotation to: 

• Format an annotation by: 

o Filling the annotation 

o Striking the annotation 

o Adding a hyperlink to the annotation 

• View and add comments and responses 

The following table describes the permissions required to add annotations to a file: 

Files in folders in the Documents module: 

Permissions Activity 

View 
Create annotations 

View annotations created by you and other users 

Edit Edit annotations created by you 

Delete Delete annotations created by you 

Files as attachments in forms without workflows: 

Permissions Activity 

Edit Create annotations 

View View annotations created by you and other users 

Delete Delete annotations created by you 

Files as attachments in forms with workflows: 

Stakeholder Type Activity 

Action Stakeholder Create annotations 
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Stakeholder Type Activity 

View annotations created by you and other users 

View Stakeholder View annotations created by you and other users 

4.3.1 Annotating a Document 

You can annotate documents of various formats. 

Steps 

1. In the navigation pane, click the required documents folder to upload documents. 

2. To annotate a document, perform either of the following steps: 

• Select a document to add annotations, and then click View. 
The document is opened in the document viewer. 

• Select a document to add annotations, click Annotations, and then click New. 

 
3. If the annotations toolbar is unavailable, then in the document viewer, click Edit, and then 

click Enable Annotations. 
The various annotation options are displayed. 

4. Click the required annotation and add to the opened document in the viewer. 
You can annotate documents using the available various mark-up tools. 
You can use markings such as line, polygon, cloud, text call out, and so on to add comments 
on a document. 
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5. Click Save to save the annotations added. 
On saving the annotated document, a copy of the document with the annotations is saved in 
the Document Annotation list page of the document. 
Details such as date and time the annotations were added, and the reviewer of the document 
is saved. The annotated document name is appended with the reviewer's name. 

4.4 Accessing Annotated Attachments 

You can access all annotated copies of an attachment and all annotated copies of all versions of the 
attachment. 

4.4.1 Accessing annotated copies of the current version 

Steps 

1. In the project navigation pane, click the required form. 

2. Select the required record, and then click Edit. 

3. In the Attachments section, click the required document, and then click . 

 
The list of annotated copies of the current version of the document is displayed. 

4. Select an annotated document, and then click View. 

4.4.2 Accessing annotated copies of previous versions 

Steps 

1. In the project navigation pane, click the required form. 

2. In the toolbar, click Attachments. 
The list of all attachments is displayed. 

3. Click the required document to view annotated copies of its previous versions. 

4. Click Version History. 
The Version History dialog box is displayed. 
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5. To view annotated copies of a document version, in the Annotations column of the 
corresponding document, click . 

6. Select the required annotated document, and then click View. 
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4.5 Annotating Attachments 

You can annotate documents that are attachments to forms.  

Steps 

1. In the navigation pane, click the required form. 

2. Select the required record, and then click Edit. 

3. In the Attachments section, click the required attachment. 

 
The document is opened in the viewer. 

4. If the annotations toolbar is unavailable, then in the document viewer, click Edit, and then 
click Enable Annotations. 
The various annotation options are displayed. 

5. Click the required annotation and add to the opened document in the viewer. 
You can annotate documents using the available various mark-up tools. You can use markings 
such as line, polygon, cloud, text call out, and so on to add comments on a document. 

6. Click Save to save the annotations added. 
On saving the annotated document, a copy of the annotated document is saved with the 
timestamp of review and reviewer details. 
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4.6 Accessing Annotated Documents 

You can access all annotated copies of a document and also all annotated copies of all versions of the 
document. 

4.6.1 Accessing annotated copies of the current version 

Steps 

1. In the navigation pane, click the required documents folder. 

2. Select a document to view all its annotated copies. 

3. Click Annotations. 
The list of annotated copies of the current version of the document is displayed. 

4. Select an annotated document, and then click View to view the document. 

4.6.2 Accessing annotated copies of previous versions 

Steps 

1. In the navigation pane, click the required documents folder. 

2. Select a document to view annotated copies of its previous versions. 

3. Click Version History. 
The Version History dialog box is displayed. 

4. Click  to view annotated copies of the corresponding document version. 

5. Select an annotated document, and then click View to view the document. 

4.7 Consolidating Annotations 

In PPMS, multiple stakeholders can review the document and provide comments using annotation. The 
owner of the document can create a consolidated document of annotations provided by multiple 
stakeholders. 

Prerequisite 

• The latest version of the document is opened for editing. 

Steps 

1. In the navigation pane, click a documents folder. 

2. Select a file to view all annotated copies of the file. 

3. Click Annotations. 
The list of annotated copies of the current version of the file is displayed. 
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4. Select two or more annotated files, and then click Consolidate. 

 
A new copy of the consolidated annotations is created in the Document Annotation list page. 

5. Select the newly created consolidated annotation and then click View to view the document. 

4.8 Editing an Annotated Document 

You can edit existing annotations and delete annotations in an annotated document. You can edit or 
delete only annotations created by you. You can edit annotations only of the latest version of a document. 

Prerequisite 

• The latest version of the document is opened for editing. 

Steps 

1. In the navigation pane, click a documents folder. 

2. Select a document to view all annotated copies of the document. 

3. Click Annotations. 
The list of annotated copies of the current version of the document is displayed. 

4. Select the required annotated document, and then click Edit. 

5. Perform any of the following steps: 

a. To add new annotations, perform the following steps: 

i. If the annotations toolbar is unavailable, then in the document viewer, click 
Edit, and then click Enable Annotations. 
The various annotation options are displayed. 

ii. Click the required annotation and drag the annotation on the opened 
document in the viewer. 

iii. Click Save. 

b. To delete annotations, click the required annotation, and then press Delete, and then 
click Save. 

c. To edit annotations, click the required annotation, drag any of the edit points, and then 
click Save. 
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4.9 Generating the Document Annotations Report 

The Document Annotations Report provides a consolidated view of all the annotations made on a 
document, comments added to annotations, and responses to annotations. 

Steps 

1. In the navigation pane, click the required folder to access the required documents. 
The documents list page is displayed. 

2. Select the required document, click Report, and then click Document Annotations Report. 

 
The Document Annotations Report page is displayed. 
The following information is displayed: 

• Version Number - The version number of the document.   

• Annotation Name - The name of the annotated document. 

• Created By - The name of the user who annotated the document. 

• Created On - The date the annotation was added to the document. 

• Page Number - The page number on which the annotation was added.  

• Nature of Annotation - The type of annotation added. 

• Comment - The comment added to the annotation. 

• Comment Added On - The date the comment was added to the annotation. 

• Responded By - The name of the user who responded to the comment. 

• Responded On - The date the response was added. 

• Response Status - The status as set for the response to an annotation. 

• Response Comment - The response comment to an annotation. 
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5 Document Comment Log 
The Comment Log is a repository of comments posted on a document. Multiple users can post comments 
on a document, and record responses on the comments that are posted. You can delete your comments. 
You cannot delete comments added by other users. 

You can perform the following tasks: 

• Post a comment on a document 

• Respond to a comment 

• Generate the Comment Log Report 

• Delete a comment 

5.1 Posting a Comment on Document 

You can post a comment on the document and associate a reference number to the comment. The date 
the comment is posted is also recorded. 

Steps 

1. In the navigation pane, click the required folder to access the required documents. 
The documents list page is displayed. 

2. Select a document, and then click Comment Log. 
The Comment Log page is displayed. 

 
3. Click Add. 

A row is added to the comment log list. 
The date the comment is posted, and the user name of the user posting the comment is 
displayed. 

4. In the added row, double-click in the Comments column, and enter comments for the 
document. 
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5. In the added row, double-click in the Reference Number column, and enter a reference 
number for the comment. 

6. Click Save. 

5.2 Responding to a Comment 

You can respond to a comment posted by any user. The date the response is posted is also saved. 

Steps 

1. In the navigation pane, click the required folder to access the required documents. 
The documents list page is displayed. 

2. Select a document, and then click Comment Log. 
The Comment Log page is displayed. 

3. Select a comment, and then click Edit to respond to the comment. 
The Responded By column is updated with the user name of the logged in user. 
The Responded On column displays the response received date. 

4. In the selected row, double-click in the Response column, and enter a response to the 
comment. 

5. Select the Complete check box if the comment has received an appropriate response. 

6. Click Save. 

5.3 Deleting a Comment 

You can delete your comments. You cannot delete comments posted by other users. 

Prerequisite 

• You have posted the comment. 

Steps 

1. In the navigation pane, click the required folder to access the required documents. 
The documents list page is displayed. 

2. Select a document, and then click Comment Log. 
The Comment Log page is displayed. 

3. Select a comment that you have posted. 

4. Click Delete. 
A confirmatory message is displayed. 

5. Click OK. 
The selected comment is deleted. 
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5.4 Generating the Comment Log Report 

The Comment Log Report provides details on all the comments and their responses from the comment 
log for the selected document. The report displays details chronologically with the latest comment post 
displayed first. 

Steps 

1. In the navigation pane, click the required folder to access the required documents. 
The documents list page is displayed. 

2. Select the required document, click Report, and then click Comment Log Report. 

 
The Comment Log Report page is displayed. 

The following information is displayed: 

• Comment Date - Date the comment was added. 

• Logged By - Full name of the user who added the comment. 

• Comments - The comments provided for the document. 

• Reference No - Reference number of the comment. 

• Response - The response provided for the comment. 

• Complete - Displays Yes if the Complete checkbox is selected for the comment. 

• Responded By - Full name of the user who responded to the comment. 

• Responded On - Date the response was added. 

  



  Document Management 

 

43 | P a g e  

6 Other Document Management Utilities 

The document management feature in PPMS also includes the following utilities: 

• Moving a document to a different folder 

• Archive a document 

• Use the document search utility 

6.1 Moving Documents to a Different Folder 

You can move documents with ease to folders within the PPMS document management system. Moving 
a document implies that the current version of the document is moved to the new folder location as is. 
The previous versions, properties, comments, annotations, and workflow status of the document are 
retained in the new folder location. On moving a document to a new folder, the document will no longer 
be available in the source folder, but will be available in the folder the document has been moved to. 

Prerequisite 

• Document Properties of the source folder and the destination folder are the same. 

Steps 

1. In the navigation pane, click the required folder to move documents available in the folder. 
The documents list page is displayed. 

2. In the navigation pane, click the required folder under Documents. 

3. Select documents in the documents list page. 

4. Click Move. 
The Move Document dialog box is displayed. 

 
Available folders are folders you have Create permissions on, and the Document Properties of 
the folders are the same. 
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5. Click the folder to which the documents must be moved to. 

6. Click OK. 
The selected files are moved to the selected folder. 

6.2 Archiving a Document 

You can archive documents to an automatically created Archive folder. The Archive folder is automatically 
created the first time the Archive functionality is used. On archiving a document, the document is moved 
to the Archive folder. 

Steps 

1. In the navigation pane, click the required folder to access the required documents. 
The documents list page is displayed. 

2. Select the required documents. 

3. Click Archive.  

 
The selected documents are moved to the Archive folder. 

Note: The Archive folder is automatically created the first time the Archive functionality is used. 

6.3 Using the Document Search Utility 

You can search for and find files in the Documents module using the document search utility. You can 
search for documents uploaded to folders in the Documents folder of projects and documents uploaded 
as attachments to forms and workflows.  

You can search for files with specified search criteria. The files containing the specified search criteria are 
retrieved from the Documents module and listed. The search results display only files in folders that you 
have permission to. 

The following information on the searched document is displayed in the document search results table: 

• File name and title 

• Uploaded by the user, and date of upload 

• The project code or contract code, and project name or contract name where the document is 
available 

• Document path 

• Checked-out to user 
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Steps 

1. In the project navigation pane, click Document Search. 
The Search Documents page is displayed. 

 
2. You can search for documents in the Documents folders of projects, or for attachments uploaded 

in project forms. 
Perform either of the following steps: 

• To search for documents in the Documents folders of projects, in the SEARCH DOCUMENTS 
section, perform the following steps: 

a. To define basic criteria to search for documents, in the Default 
Properties section, perform the following steps: 

i. In the Document Title box, enter the title of the document. 

ii. In the Document Name box, enter the name of the document. 

iii. From the Created By drop-down list, select the user name of the user 
who has uploaded the document.    
Available user names are of users who have uploaded documents in the 
application. 

b. To define additional search criteria, perform the following steps: 

i. From the Document Property drop-down list, select the document 
property associated with the document.  
Available options are document property templates defined in 
the Document Property catalog of the library. 
Based on the document property selected, in the SEARCH 
DOCUMENTS section, the Advanced Properties section is displayed.  

ii. In the Advanced Properties section, provide the required information. 
Available fields are based on the document property previously selected 
from the Document Property drop-down list. 
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c. To search for documents in selected document folders, in the Document 
Folder box, click and select the required document folder. 
Alternatively, type the name of the document folder, and then click the 
required folder. 
Note: You can select multiple folders. To select another folder, click and select 
the required option. 
Available options are folders created for the project. 

d. Click Search. 
Based on the search criteria specified, the SEARCH RESULTS section displays 
the list of documents that match the search criteria. 
Note: Documents that you do not have access permissions to are not displayed 
in the search results. 

• To search for documents uploaded as attachments to forms and workflows, perform the 
following steps: 

a. Click the Attachments tab. 

b. To define criteria to search for documents, in the SEARCH 
ATTACHMENTS section, in the Default Properties section, perform the 
following steps: 

i. In the Document Title box, enter the title of the document. 

ii. In the Document Name box, enter the name of the document. 

iii. From the Created By drop-down list, select the user name of the user 
who has uploaded the document.    
Available user names are of users who have uploaded documents in the 
application. 

c. To search for documents from selected forms, in the Select Form box, click 
and select the required form. 
Alternatively, type the name of the form, and then click the required form. 
Note: You can select multiple forms. To select another form, click and select 
the required option. 

3. Click Search. 
Based on the search criteria specified, the SEARCH RESULTS section displays the list of 
documents that match the search criteria. 
Note: Documents that you do not have access permissions to are not displayed in the search 
results. 

4. You can perform the following actions: 

• To download documents, in the SEARCH RESULTS section, select the required 
documents, and then click Download. 
The selected documents are downloaded to your local storage. 

• To export details of the list of documents available in the SEARCH RESULTS section to 
an Excel workbook, click Export. 
The properties of documents in the search results are downloaded as an Excel 
workbook to your local storage. 
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• To open a document, select a document and then click View. 
The document is opened in the document viewer. 

• To open the folder or form where the document is available, in the SEARCH 
RESULTS section, double-click the required document. 

• To reset the search criteria, click Reset. 
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