MERIDIAN DOCUMENT MANAGEMENT SYSTEM

Unit Reports
(Editor Permissions)

This manual includes step by step instructions on how to add, modify and edit properties for the
IPF Unit Reports in the Meridian document management system.
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IPF Unit Reports - Editor

Unit Reports

Definition:

The Unit Reports in Meridian is an area designed to store all the
reports created by the departments within IPF. It creates a single
repository where all IPF employees will have access to view the
reports.

Permissions:

Only a select few individuals from each department will have
'Editor' access to the Unit Reports in Meridian. All Infrastructure
Planning & Facilities employees will have 'View' access to any
report that is 'Public’ in the system.

Accessing Unit Reports

Make sure you are in the Operational Vault and the Scope that
best represents your Department or Crew.

(] Operational Main area - BlueCielo Meridian Enterprise 201451 PowerUser

Vault Edit View Folder Tools Help
i ) [ B O e Gs - L) Qo
3 a (g

MName . ] ] ToDo Scope 1 File Mame COrriginal File Mame Description
= ﬁfgﬂ DOperational/M ain area

To locate the Unit Reports, use the Nav Views.

I Operational Main area - BlueCielo Meridian Enterprise 201451 PowerUser

r cpllzaes

Search 'Project Number' |7

Vault Edit View Folder Tools Help

@E}‘@U‘@ml@qﬂ'*'lﬁalv @ i search ‘Project Number' |7 B2 ¢ cp11295 B

& Q I g i
N‘E;;; a ] E§ Unit Reports - Meeting Minutes efrription
= Dperational/M ain area n
+ . CONSTRUCTION STAKDARD bl Bepart. )

E§ Unit Reports (Department, Report]
|_=;I Unit Reports (Department, Report, Frequency)

* | FACILITIES DATAR

1 click on
oL FACLITES PHOT] o
| FORMS,POLICES| —XPlOrer o

¥ . OPERATIONALDH access the

E§ Unit Reports (Department, Report, Frequency, Year)

+. || PROJECTS Nav View list.
| STAFF
TASES

. UMIT REPORTS
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Accessing Unit Reports 3

3 Adding Unit Reports

* | ocate the file you will be adding to Meridian
***If the reports are considered Long-Term Archivable Documents, they should be
added as PDF/a files <see 'Searchable PDF/a Files' training manual for instructions>***

* Drag and Drop the file into Meridian. You do NOT need to
conduct any type of search first.

il Dperational Main area - BlueCielo Meridian Enterprise 201451 PowerUser

Vault Edit View Folder Tools Help

EE D 134“’5;“" @ Q'@ESearch'Name' T T

FACILITIES DATA REFORTS the file
FACILITIES PHOTOS h
FORMS, POLICIES, REFERENCES AND PROCEDURES anywnere you

OPERATIONAL DRAWING see the cursor
PROJECTS : 13 i
crar with the '+ sign.
TASKS 5

AT Tex N

¢ Select the Document Type

p—

Which document type should be used for 'IPF Unit Reports.pdf'?

@, Project Drawing
Select 'Unit 78] Project Drawing Set

Reports' and St

G"Gk IDKI. . _ Unit Reports
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4 IPF Unit Reports - Editor

3.1 Department/Crew Selection

oSeIe_c.:Ein.g the _I_)_gggrtment(s)lCrew(s): |

H - Create "Unit Reports.pdf - Enter/Edit Properties

—SetYalues To Copy Existing Document ' alues
System Defaults | My Defaults | | |7 Current Selection | Browse to Document | el

Urit Report | Motes |

Dept/Crew d

Sub Class
Sub Clazs Detail

Security Level

Description

File Suffix

Revision ID

Document Date

Report Frequency

Fizcal year A I

File Mame: I I

Use the magnifying
glass to select the
Department(s)/Crew(s)

Finish I Cancel |

e Editors need to select the department and primary crew that is
the 'owner’ of the unit report, then the can select as many other
crews as necessary based on who will want to see the report.
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Adding Unit Reports 5

To select One Department and Crew (the primary crew):

Search || | I[Eﬂ

Crew Code | Crew
<« fiter [[ %€ ARCHITECT/ENGINEER
— COMST COMSTRICTION

L

DESIGN

M DES___DESIGN TRATION

ENGINEERING AND ARCHITECTURAL SERVICES

ESTIMATING
FRONT OFFICE

Select the crew GENERAL CONTRACTOR

that will 'own’" the PLANNING

report, then check HEH EEEQEBE :’EEEH'VES

the box for that RECORDS - GEMERAL

crew. 15 RECORDS - GIS

To select Multiple Departments and Crews and the primary crew
all at once:

[P Dep e —|Of =
:v;m |_(click the 'search’ Search_| | Y¥ el
ept EAS button. ikl Crew Code | Crew
& Crew ceiter [[4€ ARCHITECT/ENGINEER
oSelect the departments/crews. You can select one, many or
all.

Select Dept/Crew

Global Search | | i II EI EI g
: I

Department Code | Department Crew Code o

you can use Global
Search to filter the
results.

N : : il

Items: B0 @ | ok I LCancel |
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IPF Unit Reports - Editor

E_—gDept,.-"Erew
 Levels 1= | I[Y"lg

" Dept |TRANS__TRANSPORTATION Crem Code [ Crew

&+ Crew it || TRENS TRANSFORTATION

[ i | RCHITECTURAL SERVICES =
DES__ DESIGN
T FERCAITECT/EN
O CONST___COMSTRUCTION 1=

--------- O EASADMIN__EAS ADMINISTRATION

--------- [CIEAS__ ENGINEERING AND ARCHITECTURAL & check the box next to the

CIEST__ESTIMATING primary crew that will
......... CIFO__FRONT OFFICE manage the unit report.
--------- [ GC__GEMER&L COMTRACTOR

___RECORDS - ARCHIMES << fdd |

OFISCAD___RECORDS - CAD
--------- O FISGEM___RECORDS - GEMERAL b
--------- OFISGIS__RECORDS - GIS
2] ADMIN_ADMINISTRATION
O ADMIN__aDMIMISTRATION
e ] ADMSUP__ADMINISTRATIVE SUPPORT
-] CP4__ CAMPUS PLAMMNING AMD ADMINISTRATION
“[J CPA___CAMPUS PLAMMING AND ADMINISTRATION
- C=5___COMMISSIONING

Bemave »» |

e [JOUST___CUSTODIAL

~FIFMRARY  FHFRRY & FNVIRMMMENT m « I

. Right-click to navigate to any level and fill selection list
OK Cancel | accordingly.
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Adding Unit Reports 7

3.2 Unit Report wizard

Indexing the Report:
¢ Fill out the 'Wizard' according to the Report properties you are

adding
HiCreate ‘Unit Reports_pdF - Enter/Edit Properties
SetValues To Copy Existing Document Walues
’7 System Defaults | My Defaults | ’7 Current Selection | Browse to Document | el
Unit Report | Mates
Select the l I

Subclass (report

type) ™

Dept/Crew | [AEA5_ENGINEERING AND ARCHITECTURAL SERVICES =
‘... [#] DES__DESIGN

: ~[JAE___ARCHITECT/EMGIMEER
[ COMST__COMSTRUCTION _ILI
4| | L

Sub Class |
Sub Class Detai 2 |
Depending on Security Level _d I I
the frequency Description |
of the report, File Suffix |

different fields
may appear to
be filled in.

Document Date I'7 7 AE/2015 YI Rewizion ID
Repart Frequency _d I

Fizzal year _d I

File: M arne: | I

e ™
—(Cllck ﬂhlsh ? Finish Cancel |

- Ifyou need a new report type added to the list, you will
have to contact Kendra Schroeder or Samantha Williams.

¢ If the report has a frequency, more required fields will show up
to index.

* '‘Delete Source' so Meridian is the primary location for the
correct report.
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8 IPF Unit Reports - Editor

3.3 Release

Release the Report

* Right click on the document, select 'Document Workflow' and
'Release Quick Change'.

. |, CAPITAL PRQ

,
]
e
&
]

Right-click on the L REFO

EDDING
|'Document Workflow', i
1 then select 'Release
E Quick Change'. 1[ Document Workflow » Start Quick Change
Pt y -' Create New Version i ReleaseQuickChang%
FLL anm [ ———— -

@ Release Quick Change

[M] You can enter a short comment in the document log.
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Adding Unit Reports 9

4 Editing Properties

Editing the Properties of a file in Meridian means changing the
information used to describe the document.

* L ocate the file you will be editing

|5l Operational - BlueCielo Meridian Enterprise 201451 PowerUser

Vault Edit View Document Tools Help

(= B LT 0w () ) - = -

i Mame . Doc SubCl I oA s [ o [ e [ EraveE Fizcal Year
] E% Unit Reports [Department, A_..
[ B3 <NoValue
E5) ADMINISTRATION
-J COMMISSIONING
5 COMMUNICATIONS
EL5) ENGIMEERING AND ARCHITE...
L <MoValue
ELS ACTIITY CODE SUMMAR. .
Bl AMNUALLY

Elrzm?
3 BAMg P FT_EAS ACT
5 CARITAL PROJFCT COMST
5 CAPITAL PROJECT REFORT
) CAPITAL PROJECT USE & ...
[ 5 CAPITAL PROJECTS BUD...
) CAPITAL PROJECTS WOR...
£
£
£
£

T T T T e

ACTIVITY CODE SU... | ANNUALLY

t ) DEPARTMEMT AMMUAL R
t. ) ELECTRICAL LOAD SHED...
H ) MEETING MINUTES

H ) STATE PROPERTY VALUA...
B2y OCCUPATIOMNAL SAFETY AM...
7 POWER &ND WATER

* Right click on the file and select 'Edit Properties'
o) ACTIVITY CODE SUMMAR...
][ﬁ AMMUALLY

2007
L)

| Edit Properties P
e

Right-click
and select
‘Edit

Properties'

COQY Ty er e 10 wnpoaarg
Edit Revision Level
[w] Select PIV Parts

Document Warkflow g
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IPF Unit Reports - Editor

* Make changes to the metadata and click ‘Finish’

M Creste 'URPT_EAS_ACTCODE 2007 _200T7-07-01.pdl" - Enter/Edit Properties

Lrit Repert | Motes |
Dept/Crew 2| [EIEA5__ENGINEERING AND ARCHITECTURAL SERVICES =
[JDES__DESIGH
] EASADMIN__EAS ADMIMISTRATION
" EAS__ENGINEERING AND ﬁREHITECrUR;.L SEi‘.Ij
Sub Clasz A_| [ACTCODE  [ACTPATY CODE SUMMARY REFORT
Sty Claes Datd | |
Securitp Level - [FE [PuBLIC
Drescripton [
Fibe: Sudfes |
Document 0ate F 7/0/2007 =] Rewision [0
Report Frequency | [aRnUALLY
Repot foar 'i'[l:l-"'—
Fiscal you e EET.

. Fibe Masrros:

Make any

changes, then Wiew

click 'Finish’
Shove ot My Dtaks |

Fnish casl |

If the properties changed the filename, you will get the following
message.

e ———
.1J Move or Rename Document . u

The changes that you have made will result
in renaming thiz document!

Press Finizh to continue, or Cancel to return
to the Edit Properties dialog.

Cancel
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Editing Properties 11

5 Modifying Unit Reports

Modifying a file in Meridian means changing the actual document
itself. Documents can be modified or replaced completely.

* L ocate the file you will be modifying

|5l Operational - BlueCielo Meridian Enterprise 201451 PowerUser

Vault Edit View Document Tools Help
(= g Bl L]y (7] (5] 4= - = -

- Mame . Doc SubCl I oA s [ o [ e [ EraveE Fizcal Year

E-% Unit Reports [Department, A_..
-J <MoWaluex

B COMMISSIONING
B COMMUNICATIONS

B ENGINEERING AND ARCHITE ..
_,’1 <Moalues

El-S) ACTIVITY CODE SUMMAR...
Bl ANNUALLY

B Uiy

5
L
P
P
3
P
3

ACT. | ACTIITY CODE SUL | ANWNUALLY 2007 UL | 2006-2007

HI5 E.GZ‘ITIKI‘ FROECT COMST

L7y CAPITAL PROJECT REPORT
) CAPITAL PROJECT USE & ...
5 CAPITAL PROJECTS BUD...

) CAPITAL PROJECTS WOR...
[
[
[
[

t ) DEPARTMEMT AMMUAL R
t. ) ELECTRICAL LOAD SHED...
H ) MEETING MINUTES

H ) STATE PROPERTY VALUA...

B2y OCCUPATIOMNAL SAFETY AM...
7 POWER &ND WATER

5.1 Modifying Document
Start Quick Change - 2 different methods:

1. Right click on the file and select 'Document Workflow'
= MOMNTHLY

E (% URPT_E
+.

5 2012
5 2011
5 2010
5 2009
<55 2008
55 2007 v
55 2006
) 2005 :

<5 2004 [l
53 2003 -
A3 2002 ( Document Workflow )‘ 1 Start Quick Change) N

5 2001 @ @

Right-click on file,
select 'Document
Workflow', then
select 'Start Quick
Change'.

© 2015 Michigan State University



12

IPF Unit Reports - Editor

[M] You can enter a short comment in the document log.

) WEEKLY | |
E-[a MONTHLY

= Double click to open
=S pE) URPT_EAS CPREPORT 2014 01JAM_2014-01-31 pdf —
m%ﬂ document.

B 2012
=I5 2011 | |

OR...
2. Double click on the document and select 'Start Quick Change
and open for editing'

Document URPT_EAS CPREPORT 2014 OLIAN_2014-01-... u1

L Openread-only Double-click on the file,
i@ Start Quick Change and npen.ff::r editing EEIECt 'Start QUin Change

Start change and open for editing and OPEH fOI' editing', then
Yol can enter a short comment in the document log. .. C"Ck IDKI

v to all documents

* The file will open and users can modify the document outside of
Meridian using the native program (pdf file in Adobe, doc file in
Word, xIs file in Excel, etc.)

* Once the file has been modified and saved, it will need to be
released back into Meridian.
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Modifying Unit Reports 13

Release Quick Change

- Right click on the file and select '‘Document Workflow', then
select 'Release Quick Change'.

25y MONTHLY
E &3 '\
E URPT_EAS_CPREPORT_ZD14 )| Open with Adobe Acrobat XI CAPITAL PROJECT ... | MO
.E::ﬂ.
[En 22 Print
[EI'.I 20m Cipen with
LElESe Jodn

éﬁ@hbdhkonmem&smeﬂ
'Document Workflow', then
select 'Release Quick

Change'.
- = 4 Document Workflow B | start Quick Change
Sg 2001 M| Create Mew Version 5| Release Quick Change ’9, |
=55 2000 B i tn Wk dres (%7 Revoke Quick Change

e cssore SR

[M] You can enter a short comment in the document log.
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14

IPF Unit Reports - Editor

5.2

Replacing Document

¢ Start a Quick Change:
- Right click on the file and select '‘Document Workflow', then

select 'Start Quick Change'.
EI-[ﬂ MOMTHLY

FiS 2012
FiS 2011
=5 2010
®=5 2009
i) 2008
B 2007 %,

w1

Right-click on file,
select 'Document
Workflow', then
select 'Start Quick

Change'.

FS 2006
B 2005
EE 2004
L 2003

[Eil 2002 ( Document Workflow 5 Start Quick Chang%
S 2001 I'Create Mew Wersion "Peleace Uik Change
=) 2000 — : e

CETTS

[M] You can enter a short comment in the document log.

* Locate the replacement file
***If the reports are considered Long-Term Archivable Documents, they should be
added as PDF/a files <see 'Searchable PDF/a Files' training manual for instructions>***

© 2015 Michigan State University



Modifying Unit Reports 15

* Drag and Drop the file into Meridian, DIRECTLY ON TOP OF THE
FILE YOU ARE REPLACING and select 'Replace Document
Content'

=H = MONTHLY

As Mew Document

As Hybrid Part

Replace Document Content

S

Cancel

Drag the file DIRECTLY on
top of the file you are
Ireplacing in Meridian. Let go
and select 'Replace
Document Content'.

Now that the document content has been replaced, the document
will have to be released.

© 2015 Michigan State University
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IPF Unit Reports - Editor

Release Quick Change

- Right click on the file and select '‘Document Workflow', then
select 'Release Quick Change'.

=3 MONTHLY

E &3 '\
'@ URPT_EAS CPREPORT 2014 )| Open with Adobe Acrobat X1 CAPITAL PROJECT ... MO
. 13

= 2012
5 2011
Lo 3040

/1

Change'.

f

éﬁ@hbdhkonmem&smeﬂ
'Document Workflow', then
select 'Release Quick

HE 2002
B.E 2001
53 2000

@ Felease Quick Change

Print

Open with

Document Workflow

5

[M] You can enter a short comment in the document log.

3| Release Quick Change ’9' f
L% Revoke Quick Change
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