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Getting Started

SharePoint is a document management system that can facilitate the sharing of documents in the Bureau of
Structures. It provides a single, integrated location where the Wisconsin Department of Transportation’s
(WisDOT) Bureau of Structures (BOS) can efficiently collaborate with team members, and share documents for
team and project collaboration.

SharePoint Access and Contact Information

To access the SharePoint Fabrication Library all you need is an internet connection and a Microsoft Live account.
If your email is not linked to Microsoft Live, you can sign up for an account with your work email at

signup.live.com

SharePoint Access | Questions

For SharePoint Library access requests, forms, manuals and training, visit the Fabrication Website:
http://wisconsindot.gov/Pages/doing-bus/eng-consultants/cnslt-rsrces/strct/fab-policy-memos.aspx

For SharePoint Library technical questions, contact the SFU SharePoint Group:
DOTDLStructuresFabrication@dot.wi.gov

All documents must be submitted through SharePoint, not email.

Shop Fabrication and Inspection Technical Issues

For technical questions concerning shop fabrication and inspection, document submittal process and
requirements, contact the Shop Fabrication Quality Assurance Unit (SFU) directly.

Kristin Revello Craig Wehrle

SFU Supervisor Adv. Fabrication Engineer

608-266-5090 608-266-8487

kristin.revello@dot.wi.gov craig.wehrle@dot.wi.gov

Carla Principe Mike Wood

Fabrication Engineer Metals and Fabrication Inspector

608-261-6110 608-358-8654

carla.principe@dot.wi.gov michael.wood@dot.wi.gov

SharePoint Fabrication Library 3
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SharePoint Fabrication Library
Sign in

The Microsoft Corporation has a generic page for Office 365 that give access directly to the Fabrication Library
link: https://wisdot.sharepoint.com/sites/Is1/wsr/Fabrication%20Library/Forms/Allltems.aspx

Depending on your network and browser configuration, the screen in Figure 2 or both screens in Figure 1 and
Figure 2 will show. Click on Keep me signed in if using a personal or work device and secure network connection.

] Office 365

Sign in with your work or school account

|2 Bocteiisimrgrimitr e

Figure 1: Enter username (email) only

Sign in
Microsoft account What's this?

someone@example.com
Password

Can't access your account?

Sign in with a single-use code

Your account, our priority

Adding security information helps protect your account

Don't have a Microsoft account? Sign up now

Figure 2: Enter username (email) and password

SharePoint Fabrication Library 4
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Navigation

o Fabrication Library URL — https://wisdot.sharepoint.com/sites/Is1/wsr/Fabrication%20Librar

e B https /oot sharepomtcom/stes kil inarFa 2+ @ © || B Fabrication Library - Doc Se...

% BfiCorvent = S Select
B =7 s - Page= Salety~ Tock~ @~ @i

@ Shar

AT Large Sites 1 (DTSD) stch this she -
Q‘if Fabrication Library

% upload & sync

Home

Do

Figure 3: Fabrication Library - Default View

In SharePoint the user has the option to view documents using different library views. The two main views are
the Doc Set View (default) and All Files view. Other views (public or personal) can be added and edited by the
user. The main views are discussed below.

e Doc Sets View (organizes information in folders by Structure ID and Content Type — best for uploading files)
o All Files View (shows all files — best for sorting files)

Doc Sets View

e Repository for fabrication documents. This view shows information organized into Document Sets.

i Large Sites 1 (DTSD)

Fabrication Library

= sync
ind a file 0
1 Library
ms Title Content Type Construction Id Main Structure Id
)l Engineers ol B130651 .« B130651 Structure Fabrication Doc Set  1206-07-84 B120651
Members ol B370079 .« B370079 Structure Fabrication Doc Set  1053-02-76 B370079

his

Figure 4: Doc Sets View

SharePoint Fabrication Library
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e A Document Set is a big content type or a container that includes individual content types, e.g.
Fabrication Progress Report QC, Inspection Report QA, Shop Drawings, and Welding Procedures.

Additional Information:

— The library will have a Document Set for each structure
— The Document Set is called Structure Fabrication Doc Set, and it contains folders which include files
of various content types

— The Document Set has metadata fields (Construction ID and Structure ID) that propagate to and
synchronize with files in it

— This is the area to upload files (see upload instructions in Uploading Files section of this manual)

All Files View
e Used to view all files in the Fabrication Library
e Select All Files View (see Figure 5)

e Column Headings include pull-down menus to filter and sort files
e Click on Document Name to view file

%) Large Sites 1 (DTSD) Search this site - p

5} Fabrication Library

BARUT, JOSEPHF 3.4

Figure 5: All files view

SharePoint Fabrication Library 6
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-
", 4] Large Sites 1 (DTSD)

5} Fabrication Library

®new 1t upload & sync

All Files View  «-- Find a file

v e Consructionld  Main Structreld  Relewant S Fabricated Members o
@ B130651 « Structure BL3005T pTl s TITOUIT BARUT, JOSEPH F 5d
Fabrication
Doc Set
@ B370079 sss  Structure B370079 1053-02-76 B370079 BARUT, JOSEPH F 3d
Fabrication
ontents ‘
Doc Set
\nouncements -
=1 WPS_Submittal 3 s Welding Welding B130651 8130651 teel - Structural Steel - PRINCIPE, CARLA 7m
Procedures  Procedure au, WI Primary
ks E B-13-85Lshpdrw ¥ w Shop Shop Drawing 8130851 8130651 aritas Steel - Structural Steel - PRINCIPE, CARLA 10
Drawing Wausau, WI Primary
ues
e B B-13-85Lshpdru_rer % w Shop Shop 8130851 8130651 Veritas Steel - Structural Steel - PRINCIPE, CARLA 311
= Drawing Drawing_Revised Wausau, WI Primary
Sheets
. MiliCert HestNumber 3140774 - Mill Mill Cervificate & 1206 8130851 8130651 Veritas Steel - Structural Steel - PRINCIPE, CARLA Yes
% Certifications  Heat Number Wausau, WI Primary
Aeport
(5| feb-inzpect % «ss  Document DAVINI, DEBBIE A Yes
BY  B-13-651oricts # wes  General Project Contacts 8130651 PRINCIPE, CARLA 4m

Figure 6: Column Headings

Navigational Tip: Click Column Headings to sort or filter

@ new 2 upload

Wiew  All Files View

Dhoc Sets

2] Ascending

| Descending

... Structure Fabrication Doc 52

=« Structure Fabrication Doc 5=

Figure 7: Sort files using the column heading drop-down

ALL DOCUMENTS MUST INCLUDE A VERSION DATE
AND NUMBER BEFORE UPLOADING.

SharePoint Fabrication Library
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The following directions will aid the user in correctly uploading documents/files into the Fabrication Library.
Care should be used to ensure that document/files are loaded in the correct Doc Set and metadata (file
properties) are properly filled out.

NOTE: You must be in the Structure ID - Doc Set View (Default View)

Home

Recent
Fabrication Library
Detailer Firms

Professional Engineers

Doc Sets View

Narre

f@ M Large Sites 1 (DTSD)
% Fabrication Library
@ new

1 upload

Structure List

& sync G Share

All Files View

Content Type

1. Select the Structure ID in the Doc
Set View (default view)

-

Mare v

Find a file

A

Construction Id Main Structure Id Relevant Structure IDs

. i B-00-0000 ) B-00-0000 Structure Fabrication Doc Set  1053-02-75 B130651

Figure 8: Select Name to open Doc Set (folder) or file

(E:I-) MNew

%

4 upload

£ sync

| Find a file

3

B-00-0000
practice

Construction Id
Main Structure Id
Relevant Structure 1Ds

Wiew All Properties
Edit Properties

c; Share More w

Hint: Scroll up to view the title of the
folder to verify you are submitting to
the appropriate folder.

SharePoint Fabrication Library

User Guide - 9/2015
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Construction 1d Main Structure Id Relevant Structure IDs

B s Sync 'l:J Share More
| Find a file o
W D Mame Title Content Type
admin-dot Folder
admin-general Folder
insp-rpts Folder
matl-boltfld Folder
mill-heat-sht-plate Folder
Folder
shop-erec-stor-ship-boltshop Folder
weld-ndt-coat-rfi Folder

Figure 10: Doc Set - Root Folders

2. Select the appropriate folder to
upload a document. For example, a
fabrication progress report would
be uploaded to the prog-rpts folder.
For this example, we will select the
prog-rpts folder and upload a
progress report.

*A complete list of the folders and corresponding content types (types of files) is included in the Content

Types (Table 2) section of this manual.

Ay, Large Sites 1 (DTSD})

i,,_,} E—OO—OOOO( prog-rpts )

Hint: Scroll up to view the title of the
folder to verify you are submitting to
the appropriate folder.

Hi
ome B-00-0000
Recent | \ practice
Fabrication Library l. .
[ Construction Id 1053-02-75
Detailer Firms . \T’ﬂ Main Structure Id B130651
Professional Engineers Relevant Structure IDs
Fabricated Members View All Properties
Structure IDs Edit Properties
Site Contents
Announcements —
7 7 @ New 2 upload = sync t_/ Share More v
Discussions
Linke [ Find 2 file o]
Issues v [0 Name Title  Centent Type  Construction Id Main Structure Id Relevant Structure IDs Modified By  Modified
Tasks
Drag files here to upload
Figure 11: File folder - scroll up to check folder name
SharePoint Fabrication Library 9
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3. Once inside the appropriate folder
for the Structure ID and type of file
being uploaded, click the upload
icon 1 (see Figure 11)

B-00-0000

practice

[ Construction Id
\1—’7 Main Structure Id
Relevant Structure IDs

View All Properties
Edit Properties

G—) New (1 upload b s Sync t:; Share More w

| Find a file o

v D MName Title Content Type Construction Id Main Structure Id Relevant Structure IDs Modified By Modified

Figure 12: Upload

4. Click Browse to choose a file from

B-00-0000 t
practice your computer
Construction Id 1053-02-75

Main Structure Id B130651

Relevant Structure IDs

View All Properties %
Edit Properties Add a document
——
Choose a file I | ( B
— rowse...
7 Sh More W
./ Share LEIE Upload files using Windows Explorer instead

] Add as a new version to existing files

e ——
[ /8-00-0000/prog-rpts/ | | choose Folder...

onstruction Id Main Structure Destination Folder

Drag files here to up

Version Comments

Concel

Figure 13: Choose a file (browse computer for document); Destination Folder (choose folder if it needs to be changed)

ALL DOCUMENTS MUST INCLUDE A VERSION DATE

AND NUMBER BEFORE UPLOADING.

SharePoint Fabrication Library 10

User Guide - 9/2015



Wisconsin Department of Transportation
Bureau of Structures

5. Highlight file to upload to
SharePoint
Choose a file | eo 6. Click Open

Add a document

Upload files using Windows Explorer instead

W] Add as a new version to existing files

”
B Choose File to Upload

Destination Folder

Organize v New folder =~ 0 @
Version Comments

¥ Favorites *  Mame Date modified |
Ml Desktop |'@ Fabrication Progress Report.pdf 7/17/2015 9:43 AM
& Downloads

‘&l Recent Places
. Fabrication

. Contract Work Orders

. projects

4l Libraries
@ Documents

Jl Music

=] Pictures || i | >

File name: Fabrication Progress Report.pdf All Files (*%)

Figure 14: Browse to Choose File to Upload

7. Keep Add as a new version to existing files box checked.

8. Verify Destination Folder is correct, if it is, Click OK.
Otherwise, follow the instructions on the next page.

Add a document

Choose 2 file N:ABos\Struct_Maint\Fabrication\B-00-0000\Fabricatior  Browse... |

Upload files using Windows Explorer instead

] Add as a new version to existing files

Destination Folder %| /B-00-0000/prog-rpts/ | Choose Folder...

Version Comments

oK Cancel

Figure 15: Click OK, after destination folder and file have been set

ALL DOCUMENTS MUST INCLUDE A VERSION DATE
AND NUMBER BEFORE UPLOADING.

SharePoint Fabrication Library 11
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Optional
a.Click Choose folder. Select appropriate folder. (pop-up
windows must be enabled for this step)

b.Click OK

Add a document

Choose a file N:ABes\Struct_Maint\Fabrication\B-00-0000\Fabricatior  Browse...

Upload files using Windows Explorer instead

W] Add as a new version to existing files

Destination Folder /B-00-0000/insp-rpts ‘ [ ;ocse Folder... ’
-

—

-
2| Choaose Folder -- Webpage Dialog g
Version Comment Eﬁ specify the folder in this Document Library where the document should be
saved.

= @ go0-0000

)

admin-dot

2]

admin-general

3]

insp-rpts

=

matl-boltfid

3]

mill-heat-sht-plate

3]

prog-|

3]

shop-eréc-stor-ship-boltshop

)

weld-ndt-coat-rfi

OK Cancel

Figure 16: Choose Folder box (Pop-ups must be enabled)

9. Another window will open. Here you will choose a content type, fill out the required information fields and
click Check In. See Figure 17

* NEVER USE DOCUMENT AS THE CONTENT TYPE UNLESS AN APPROPRIATE CONTENT TYPE IS NOT
AVAILABLE

Note: If a drop-down list is missing values (e.g. Fabricator and Location) or a Content Type is needed notify
SFU immediately so they can add the missing values. Send message to:

DOTDLStructuresFabrication@dot.wi.gov

ALL DOCUMENTS MUST INCLUDE A VERSION DATE
AND NUMBER BEFORE UPLOADING.

SharePoint Fabrication Library 12
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Select CONTENT TYPE to choose the document description.
Always change the content type to a more appropriate

Add a document

EDIT

BB mrs X
D ER Copy

Check Cancel Paste Delete
In Item
Commit Clipboard Actions

The document was uploaded successfully and is checked out to you. Check that the fields below
are correct and that all required fields are filled out. The file will not be accessible to other users

until you check in.

description of the file being uploaded. Select Content Type from
dropdown menu. For our example, we will choose Fabrication
Progress Report QC since we are uploading a fabrication report.

Content Type

|Meeting Minutes

v X¢

Includes minutes for pre-fabrication, pre—consﬁgtian and any additicnal
meeting

Mame *

| Fabrication Progress Report

x |.pdf

Figure 17: Select CONTENT TYPE to choose the document description. Always change the content type to a more appropriate
description of the file being uploaded.

MName

Content Type

Add a document

ECIT Matenal Recanved Form
Mill Certifications
D B ey o Cut x NDT Test Results QC
Plate Cutting Diagrams
D Eg Copy RFI
Check  Cancel Paste Delete Sheet Lead
In Item Shipping Plan
Shop Drawing
Commit Clipboard Actions Storage Plan

The document was uploaded successfully and is checked out t0]Structural Bolt Testing Results Shop
are correct and that all required fields are filled out. The file will
until you check in.

Coating Procedures
Erection Plan x
Fabrication Progress Report QC
General Admin

Heat Number Report

Inspection Report QA

Structural Bolt Testing Results Field

VWelding Procedures
WisDOT Admin

Blank Doc

Document

Final Fabrication Package

| Meeting Minutes

Welder Qualification

Includes minutes for pre-fabrication, pre-

meeting

fdeeting Minutes
Struction and any additional

® |.pdf

| Fabrication Progress Report

SharePoint Fabrication Library
User Guide - 9/2015
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Additional Information:

i? IMPORTANT: Changing the Content Type will also change the available drop-downs and fields. To sort, filter
and properly store documents, every file that is uploaded must be associated with the correct content type and
its corresponding metadata (information fields). At this moment the Content Type default is set to Document.
Leaving this field as Document will not attach the necessary metadata to the file; the uploaded file might be
excluded from submittal notifications and filtering options.

Add the title
Content Type Fabrication Progress Report QC ﬂ
Name * B-00-0000FabReport pdf
( _Title - ) Week Ending 7-17-2015

Figure 19: Use the Title space to further describe the file

Choose Fabricator and Click Add

Fabricator and Location * Jalyls{=Istelal gle s [EN@e]| -}

Badger Railing - Milwaul
Commercial Fabricators

Delong - Jefferson City, |
Industrial Steel Construc
Veritas Steel - Eau Claire
Veritas Steel - Wausau, \

Add >

Choose the Fabricator name and Location. Click Add. Figure 20: All fields with * must be filled in

Relevant Structure IDs:

— Use only for a document that pertains to multiple structures (pick one as your Main Structure and the
rest as Relevant Structure IDs) otherwise leave it blank.

— The Main Structure ID field is automatically populated and should be correct if the file was uploaded into
the correct Structure ID folder.

Note: Other contents types may request more or less metadata, fill out everything that is required.

SharePoint Fabrication Library 14
User Guide - 9/2015
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10. Check that all required metadata fields have been filled

Add 3 document out. Do not close out of this window.

EDIT

%8 Mo X
D Em copy

Check Cancel Paste Delete
In Item
Commit Clipboard Actions

The document was uploaded successfully and is checked out to you. Check that the fields below
are correct and that all required fields are filled out. The file will not be accessible to other users
until you check in.

Content Type |Fabrication Progress Report QC %
Name * | B-00-DODOFabReport | pdf %

il - v
Title | Week Ending 7-17-2015 /
Construction Id * 1053-02-75 #

Main Structure Id * B130651 %

Relevant Structure IDs B110083

B130651 .
el

B130652 A
B370079
B370080 N
B400852 v
B400855

Fabricator and Location * [Nyl [ ste = 1s [v =l 0ts) |1
Badger Railing - Milw i ;‘dd )
Commercial Fabrlcatf:r A A
Delong - Jefferson City,
Industrial Steel Construg .
Veritas Steel - Eau Clairg R
Veritas Steel - Wausau,

Version: 1.0
Created at 7/17/2015 9:49 AM by [ | PRINCIPE, CARLA

Last modified at 7/17/2015 249 AM by [ PRINCIPE, CARLA

Check In Cancel

|

-

Figure 21: Add a document — Metadata/Properties Window

11. After all the metadata has been entered, click Check in.
The file will now show up in the library.

//

Chec Cancel

SharePoint Fabrication Library 15
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The document will now appear in the library.

@ MNew 1 Upload c Sync
Find a file jol

v O name

& =1 B-00-0000FabReport %

Relevant Structure IDs

View All

Edit Properties

Q Share W

«  Week Ending 7-17-2015 Fabrication Progress Report QC 1053-02-75 B130651

tle Content Type Construction Id Main Structure Id Relevant Structure IDs

If this green arrow symbol B appears next to the file name, it

N Er—a?tg;OOOO means it is checked out and only available to you. Follow the
Iy steps in the next section to correct this.
Construction Id
[fﬂ Main Structure Id B130651

Properties

Figure 22: The uploaded field is now in the library

ALL DOCUMENTS MUST INCLUDE A VERSION DATE

AND NUMBER BEFORE UPLOADING.

SharePoint Fabrication Library
User Guide - 9/2015
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Checked-out Status

If cancel was chosen, or the user closes out of the ‘Add Document’ window the file will only upload to the
user’s account and will not be visible by others. The green arrow next to the document type icon indicates that
the file is checked out. The file MUST be checked-in.

-

k) Fabrication Progress Report_revisionl Meeting Minutes 1053-02-73 B130651

To check in the file, first you must go to document properties and fill out all the required metadata fields and click
Save (see Figure 23). Then Check in the file by following the steps in Figure 24.

If the properties are not edited (the metadata is not filled out), SharePoint will not allow the file to be checked in.

[, 8-00-0000FabReport-revs (=)  Shared with || WOOD, MICHAEL D, || WIGHT, RUSSELL R
WEHRLE, CRAIG D, and 10 more

https://wisdot.sharepoint.com/sites/ls1/wsr/Fabrication%:20Librar i

OPEN SHARE FOLLOW ELT )
Download

Share

Content Type Fabrication Progress Report QC 7
Rename

Name * -00-0000FabReport-rev x |.pdf
Delete

Title * Revision 7-17-2015 w Copy

Construction Id * 1053—02-?5 Version History

Main Structure Id = 5130551 properties »
Relevant Structure IDs B110083 2

B120651 ~ Advanced »
B130652 (LA
B370079

B370080

B400832 W

B400855

Fabricator and Location * iyl Y eAe]y WaTyTe (s R 0] | - Badger Railing - Milwaul
Commercial Fabricators

Delong - Jefferson City,

Industrial Steel Construg
Veritas Steel - Eau Clairs
Veritas Steel - Wausau, \

Version: 2.0 { -Save ? Cance
Created at 7/17/2015 10:19 AM by [ | PRINCIPE, CARLA

Last modified at 7/17/2015 10:20 AM by [| PRINCIPE, CARLA

Figure 23: Open document Properties. The metadata windows will open, fill out all required field and Save.

SharePoint Fabrication Library 17
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I, B-00-0000FabReport-revs ([=s= )  Shared with [1WOOD, MICHAEL D, [1WIGHT, RUSSELL R, B130651

a WEHRLE, CRAIG D, and 10 mare

https://wisdot.sharepoint.com/sites/Is1/wsr/Fabricationss20Librar %

OPEN SHARE FOLLOW E R )-
! Download

Share
Rename
Delete

Copy

Check in

Retain Check Out

Cther users will not see your

heck out after

chick |u .
Comments
Type comments describ
has changed in this ver

changes until you check in. If you

wizh to ¢ e editing, you can

Version History

Retain your check out after chacking in? Properties
O ves ® Mo Shared With

Advanced 4
Compliance Details
Check In
Comments: )

Follow

Discard Check Out

4 Cancel
C : '

Figure 24: Click Check on the document dialog boxes. The Check in window will open. Click OK.

ALL DOCUMENTS MUST INCLUDE A VERSION DATE
AND NUMBER BEFORE UPLOADING.

SharePoint Fabrication Library

User Guide - 9/2015
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General Overview and Document Availability

User Viewing Permissions

Wisconsin Department of Transportation
Bureau of Structures

Content Type

Added by

Viewed by

SFU

PM

Contractor

Fabricator

QA Inspector

SFU

PM

Contractor

Fabricator

QA Inspector

Admin-general

Project Contacts/Minutes/Other

Insp-rpts

Weekly QA Inspection report

Final QA Inspection Report

Matl-boltfld

Material received Form

Structural Bolt Tests-Field

Mill-heat-sht-plate

Mill Certification

Heat Number Record

Sheet lead

Prog-rpts

Weekly Fabrication Progress Reports

Final Fabrication Package

Shop-erec-stor-ship-boltshop

Shop Plans

Storage Plan

Shipping Plan

Erection Plan

Structural Bolt Tests-Shop

DT2333 Shop Drawing QC Cert

Weld-ndt-coat-rfi

NDT Report QC/QA

WPS/Welder Qual

Coating Procedures

RFI

NCR

Table 1: List of permissions by folder and content type

* A complete Quality Management Plan (QMP) will be submitted directly to the SFU Supervisor by the fabricator or contractor.

* Fabrication cannot begin without receipt of form DT2333 by BOS. Review of Shop Drawings by BOS is NOT required to begin fabrication. Do not wait for
stamped drawings; submittal and receipt of the QMP, form DT2333 and shop drawings are the only requirements to begin fabrication.

SharePoint Fabrication Library
User Guide - 9/2015
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Content Types
Folder Content Types
admin-dot « WisDOT admin documents

admin-general

» Project Contacts

» Meeting Minutes

« LET Structure Plans

« Other (e.g. communication logs)

insp-rpts « Weekly Inspection Report QA or DT2332
« Final Inspection Report or DT1832
« DT2331 Raw Material Inspection Report
matl-boltfld « Material Received Form

« Structural Bolt Testing Results - Field

mill-heat-sht-plate

« Mill Certifications Heat Number Report
 Sheet Lead
« Plate Cutting Diagrams

prog-rpts

« Weekly Fabrication Progress Report QC
« Final Fabrication Package

shop-erec-stor-ship-boltshop

« Shop Drawings

« DT2333 Contractor’s Cert of Shop Drawing QC

« Storage & Shipping Plan or DT2330
« Erection Plan
« Structural Bolt Testing Results - Shop

weld-ndt-coat-rfi

« Welding Procedures
« NDT Test Results QC
« Coating Procedures
« RFI

« NCR

« Welder Qualification

Table 2: Content Types

*IMPORTANT: (see note in page) When uploading a file, changing the Content Type will also change the
available drop-downs and fields. To sort, filter and properly store documents, every file that is uploaded must be
associated with the correct content type and its corresponding metadata (information fields). At this moment
the Content Type default is set to Document. Leaving this field as Document will not attach the necessary
metadata to the file; the uploaded file might be excluded from submittal notifications and filtering options.

%Files marked as Other, should include a description of the file in the Title space.

SharePoint Fabrication Library
User Guide - 9/2015
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Document Properties

If the wrong content type was chosen or was left as Document unintentionally:

Bureau of Structures

e C(lick the ... next to the file name > click ... on the next window > click Properties or Edit Properties.

e The metadata field options windows will show. Edit the information fields and click Save.

Add a document

EDIT
HB Fee X
D EZ copy
Save  Cancel Paste Delete
Item
Cornmit Clipboard Actions

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

document.
Content Type Document v .
| . Click on down arrow for
Create a new dog -y "
electing ""Content Tvpe
Mame * sp-sample | o
Title | Microsoft Word - 2013 SharePoint Helpful Hints - Updates in Progre!
Construction Id * |12|}ﬁ-0?-84.
Main Structure Id * |E1373_6_5

Version: 1.0

Figure 25: Change Content Type

Coating Procedures

Erection Plan

Fabrication Progress Report QC
General Admin

Heat Mumber Report

Inspection Report QA

Material Received Form

Mill Certifications

MOT Test Results QC

Plate Cutting Diagrams

RFI

Sheet Lead

Shipping Plan

Shop Drawing

Storage Plan

Structural Bolt Testing Results Field
Structural Bolt Testing Results Shop
Welding Procedures

WisDOT Admin

Blank Doc

Figure 26: Drop-down list for content type

SharePoint Fabrication Library
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Available metadata by content type

This window will appear for: Coating Procedure, Erection Plan, Heat Number Report, Material Received Form,
Mills Certifications, NDT Test Results QC, Plate Cutting Diagrams, Sheet Lead, Shipping Plan, Storage Plan,
Structural Bolt Testing Results Field, Structural Bolt Testing Results Shop, and Welding Procedures:

Add a document %

EDIT

HB ®e X
D E Copy

Save |Cancel| Paste Delete

Item

Commit Clipboard Actions

Relevant Structure IDs B130651 | | I

|B130652

B370079 [l
B370080 B
B400855

Fabricator and Location *
|Badger Railing - Milwaul
Commercial Fabricators
Delong - Jefferson City, |
Industrial Steel Construg
|Veritas Steel - Eau Claire|
|Veritas Steel - Wausau, \

Fabricated Members = |
|Diaphragm-Primary A
Diaphragm-Secondar
|Expansion Joints - Mc

Add >

Add >

Figure 27: Metadata for Shop Drawing

In addition to the window selections above, Shop Drawing has two additional selections (Professional
Engineer and Detailer Firm):

x
Add a document
EDIT
HB B, X
D By Copy
Save  Cancel Paste Delete
Ttem
Commit Clipboard Actions
[l R Tec T R Anderson Bridge - Colfa
|Badger Railing - Milwaul N
|Commercial Fabricators D>
|Delong - Jefferson City, |
|Industrial Steel Construc
|Veritas Steel - Eau Claire|
|veritas Steel - Wausau, §
Fabricated Members =
|Diaphragm-Primary “
|Diaphragm-Secondar haid:
|Expansion Joints - Mc
|Expansion Joints - Str
'Fch_)r Drains v
|Railings
Professional Engineer f'[None) E[
Detailer Firm
L¥]
Figure 28
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This window will appear for Fabrication Progress Report QC and Inspection Report QA:

Add a document x
EDIT
HB B X
D gy Copy
Save  Cancel Paste Delete
Ttem
Commit Clipboard Actions
e ..,
Construction Id * 1206-07-84 o
Main Structure Id *
Relevant Structure IDs B130651
B130652
57007
B370080
B400855 -
Fabricator and Location * GXl[=stelyW:lgle (s [ER ]l £}
Badger Railing - Milwaul
Commercial Fabricators
Delong - Jefferson City,
Industrial Steel Construg TR
Veritas Steel - Eau Claire| -
Veritas Steel - Wausau, n
Figure 29
This window will appear for; General Admin, RFI, WisDOT Admin:
x
Add a document
EDIT
HB Mmoo X
D B2y Copy
Save  Cancel Paste Delete
Item
Commit Clipboard Actions
Content Type |General Admin A
Name * |}5p—sample % |.docx
Title | Microsoft Word - 2013 SharePoint Helpful Hints - Updates in Progre
Construction Id * 1206-07-84
Main Structure Id * B130651
Relevant Structure IDs
Add =
Version: L0 Save | | ranral 7
Figure 30
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The selection of “Blank Doc” will have only these selections: DO NOT USE this content type

Add a document

EDIT
HB mis X
D E@ Copy
Save  Cancel Paste Delete
Item
Commit Clipboard Actions

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

document.
Content Type Blank Doc _zl
MName * ||sp-sample *® |-d00:
Title Microsoft Word - 2013 SharePoint Helpful Hints - Updatas in Progre;
Construction Id * 1206-0}'—84M

Main Structure Id * 5130551@

Version: 1.0

Save Cancel
Figure 31

Remember: Selecting Document in the Content Type menu does not provide a window for additional
metadata/properties. The Document selection is only a placeholder for the pull down menu. Use this menu to
select the appropriate Content Type.

* Note: If the content types listed do not fit the type of file you are submitting, use the default and describe
the file in the Title field. Notify the SFU through DOTDLStructuresFabrication@dot.wi.gov of the missing content
type and included the Name of your document.

ALL DOCUMENTS MUST INCLUDE A VERSION DATE
AND NUMBER BEFORE UPLOADING.

SharePoint Fabrication Library 24
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Downloading a Document

B> SharePoint| Sites

BROWSE ‘ FILES LIBRARY || MAMAGE |
Recent I\ Structure fi 7 5
WS
Fabrication Library | |
Constructi
Detailer Firms | ol Main Strut
Professional Engineers : Relevant 5
Ny
Fabricated Members s Atua
View All Pr "
Structure IDs Edit Propel
Site Contents
Announcements
i ® new
Discussions
Links Find a file
Issues v O B *l"-"' bair
130651

PRINCIPE, CARLA on 3/17/2015 1:48 PM

Shared with [ WOOD, MICHAEL D, [] WIGHT, RUSSELL R,
WEHRLE, CRAIG D, and 4 more

https://wisdot.sharepoint.com/sites/1s1/wsr/Fabricationss20Librar i

OPEN  SHARE FOLLOW L

Figure 32: Select the file. Click the three dots ... next to the name of the file you wish to download

NAGE

Structure f; 2 x
milcert_heatnum.pdf Visns
Constructi
-
| | Main Stru
- Relevant §
Ho G4 amam
View All Pr v o1
Edit Propel : N
‘iiew Properties
Edit Properties
@new 2 upload £
Check Out
Find a file 0 ——
Version History
v D Name 1 q

Compliance Details
B [ milcert heatnum 130651 B
I Changed by [ PRINCIPE, CARLA 0N Woaorkflows

Shared with [ WOOD, MICHAEL D,| pownload a Copy
WEHRLE, CRAIG [, and 4 more

X : = Follow . -
https://wisdot.sharepoint.com/sites OLibrar %
Shared With
OPEN  SHARE  FOLLO! = Dele

Figure 33: Click the three dots ... at the bottom of the Options menu
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i _ . -
milcert_heatnum.pdf e
i
[
i
Cusrkly Shape Oimemdorn Grade Lengib Locstion Herrerio Hesk ¥ Sarad & BYLA
1PL ElE DR jorird IR ATTIIESS REL R I ) AN003
ir T P SGrL 0B ALILAMES LT Er N | L= T
F LE_R AW N s R AT AshiTa o AT
i S sare G RLE1A34EE asi|ien 03 LR
i TR 11Refa  THATIREPS 175 AIT.104%% ASSRITR 051 MAnGE
1L 1Bk R PR LI )
1A 1T Ak AT ENPE AS Ty - -
iR inses s s eeass | VIEW Properties
1A 17 AxH FNTERNRS TS TS
1R 1hdxal POTOHPE 3EM1L AT S5
15 1TMxF TINTIR-NES WL TS - L
1K SWERIE TOWTIHRHEE TS BATEOES Edﬂ PererllES
13 1 TIMxI? TOWTIPRS AT
k| 18 L3Eedd  TOWTIR A 35501 BAD (S
TP LM MIETIPARS 3611 SIS
IRl iYEedr  WATIFRRS BFE RS SIEE Check Qut
1ML 1S TSI 3K BAATAL
1M SEeTE BT EE-0 BEFTLOTE
. BT £l SE-LD ERG-TILTR s £
1R HEBeTS 5T s owemens | \fersion History
im PR e SE-LD  SBB-TLLIR | | !
@ PAGE10F33
J Compliance Details
! Changed by (| PRINCIPE, CARLA on
Worl
Shared with [ WoOOD, MICHAEL D, | B e
ownload a
WEHRLE, CRAIG D, and 4 more Py
https://wisdot.sharepeoint.com/sites Fol DLibrar %
Shared With
OPEN SHARE FOLLOW L
Delete
Figure 34: Select Download Copy
Structure fi 3
milcert_heatnum.pdf Ko
Constructi
Main Strug
Relevant §
Cosrtby Shape Dimmmiors Crade Lotk Lecabion Herreria. Hest ¥ Sarm 4 BLA
1PL EL IRt AT o A
i FUTEE ASDAEE C4 LU
View All Pr N i P
Edit Propel H At v
iR Sive iinpa
TR man o
in i i O
in e o b adan
ol el
i e
@new tupload &5 i vyl
i e Do ma leime
[ Find a file o T e
in ﬁ:ii o o |
5 TR s oo ; X
D Mame 1 PAGE1OF 33 B- lain Structure Id Relevant Structure IDs Muodifie
5130651 PRIl

[# milcert_heatnum ﬁ

Changed by

Shared with 1 WOQD, MICHAEL D, [] WIGHT, RUSSE
WEHRLE, CRAIG D, and 4 more

https://wisdot.sharepoint.com/sites/Is1/wsr/Fabrications20Librar %

PRINCIPE, CARLA ON 3/17/2015 1:48 PM

LLR,

i]?.l]ﬁﬁl

Figure 35: When prompted by the browser, select Save or Save As to save the file to your computer
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Printing a Document

1. Choose the file by clicking on the file’s name
2. The file will open in the appropriate online window
3. Options: Select from the menu File > Print on your windows menu bar
Press Ctrl + P
On the top right side of the open document — select the “Print” icon

Alerts

This section will be updated.

SharePoint Fabrication Library 27
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Fabrication SharePoint Quick Sheet
Logging in

e  Fabrication Library URL — https://wisdot.sharepoint.com/sites/Is1/wsr/Fabrication%20Librar

Fabrication Library Views

There are two main view sets in the library
e Doc Sets View (default) — Structure Id — where to upload
o All Files View — can sort and filter in this view

Steps to upload your document ALL DOCUMENTS MUST INCLUDE A VERSION DATE

AND NUMBER BEFORE UPLOADING.

In the Structure ID -Doc Set - Folder

Figure 36: CLICK UPLOAD

1. Click the upload icon

SharePaint  Sites

L
| . . e

Figure 37: CHOOSE FILE > BROWSE | CHECK DESTINATION FOLDER

2. Check to make sure you are in the correct Destination Folder

3. Click on Browse to Choose a file from your documents

4. Highlight your file

5. Click Open

6. Add Version Comments if needed

SharePoint Fabrication Library 28
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7. Click OK
8. A new window will open —Add a Document

e Edt View Fevortes Took Help
X GiCoemet - fHSclect

n-8-

Y ah v Pagew Saletyr Toch+ - [

pate the propenies of the

& new 2 uplf

& ‘.pb inspect|
Figure 38: SELECT CONTENT TYPE

Changing the Content Type will change the available drop-downs and fields. To sort, filter and properly store
documents, every file that is uploaded must be associated with the correct content type and its corresponding
metadata (information fields). Leaving this field as Document will not attach the necessary metadata to the file;
the uploaded file might be excluded from submittal notifications and filtering options.

Maen Structure Id

Relevant Structure [Ds

Fabricator and Lecation

Figure 39: ADD ALL REQUIRED METADATA

e Double Click or click Add to move data in the left column to the right column.
— You may select several items
e About Relevant Structure IDs:
— Use only for a document that pertains to multiple structures (pick one as your Main Structure and the
rest as Relevant Structure IDs) otherwise leave it blank.

— The Main Structure ID field is automatically populated and should be correct if the file was uploaded into
the correct Structure ID folder.
e Once all data has been entered, click Check in.
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