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1 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.

2 Accessing Unit Reports

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

To locate the Unit Reports, use the Nav Views.
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3 Adding Unit Reports

Locate 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.

Select the Document Type
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3.1 Department/Crew Selection

oSelecting the Department(s)/Crew(s):

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

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

oSelect the departments/crews.  You can select one, many or
all.
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3.2 Unit Report wizard

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

- If you 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.



IPF Unit Reports - Editor8

© 2015 Michigan State University

3.3 Release

Release the Report
Right click on the document, select 'Document Workflow' and
'Release Quick Change'.
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4 Editing Properties

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

Locate the file you will be editing

Right click on the file and select 'Edit Properties'
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Make changes to the metadata and click 'Finish'

If the properties changed the filename, you will get the following
message.
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5 Modifying Unit Reports

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

Locate the file you will be modifying

5.1 Modifying Document

Start Quick Change - 2 different methods:

1. Right click on the file and select 'Document Workflow'
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OR...
2.  Double click on the document and select 'Start Quick Change
and open for editing'

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, xls 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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Release Quick Change

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

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

select 'Start Quick Change'.

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

Now that the document content has been replaced, the document
will have to be released.
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Release Quick Change
- Right click on the file and select 'Document Workflow', then

select 'Release Quick Change'.
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