MERIDIAN DOCUMENT MANAGEMENT SYSTEM

Projects
(Documents & Drawings)

This manual will provide step-by-step instructions on adding, creating, modifying, searching and
viewing project related documents and drawings in the Operational Vault.
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Meridian Training

Projects Training Overview

This training manual contains all of the following explanations
and instructions:

1. What the 'Projects' document types are

2. Where the 'Projects’' documents and drawings are
located

3. Why we are using 'Projects’

4. How to use 'Projects’

Searching for documents/drawings
Adding documents/drawings

Using other document types from Meridian
Modifying document and drawings

Editing Properties

Deleting documents and drawings
Referencing documents and drawings

@mopoo0oTy

MERIDIAN
ENTERPRISE

PDWErUSEr Blud:ielo-hll:'u’.:|||||:'-r|'.
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Projects Training Overview 5

2.1

2.2

2.3

24

Projects Explanation

What it is!

Projects is an area in the Meridian Operational Vault. Projects - Documents and
Projects - Drawings are Document Types within Projects. Meridian will be the central

repository for the documents and drawings you all WO rk on during a project. If

used correctly, any IPF staff member should be able to find the documents and
drawings that are being worked on at any time during the life of the project.

Where is it?

Projects - Documents and Projects - Drawings are located in the Operational Vault
in Meridian.

Why are we using it?

We are using Projects in Meridian to make our jobs easier. If everyone files their
project documents and drawings in the correct places during the life of a project, we will
be a more organized and productive office.

How to use it

This manual will give you all the information needed to be able to use Projects efficiently
and effectively so that all of IPF will benefit from it.

© 2013 Michigan State University



Meridian Training

3.1

General

Power User

If you are going to do any work with CAD drawings, you must be using
the Meridian Power User. The following are instructions to get the
Power User icon on your desktop. This is the only way to get the Power
User shortcut, it is NOT available in your Start Menu Programs.

C:\Program Files (x86)\BC-Meridian\Program

1. Click on the 'Start Menu' and select 'Computer':

K"J Microsoft Eocel 2000
— Salact
A7 wicocaott Accms 2000 + [l 'Computer’

FaclitdnformationTocl.exe
Shabond

'J-'! Microsoft Visio 2010
LL | Adobe LiveCycle Designer E54
o J Motepad

Caloulator

P
w GoTohssist Expert
A Smarter Moty

E 2k -gTfr.ieuun.,nT.,;lr'.'aragere-e
- Shortout

Help and Support
¥ AllFrograms Fa
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General

2. Open the C: drive

@ ‘ |"% » Computer » -

Organize * Properties System properties < OPEH the
_ _ ' ‘Local Disk
4 Hard Disk Drives (1) [C'}'

Local Disk (C:)
o — |
162 GB free of 297 GB

GOnS Mpps-filesna2) (G:)
“wgp, 2140GBfreeofll15TE

_ EngHomeDirs M pps-filesrv2) (H:)

T Cmeab- 100 3R free of 844 R
Local Disk {C:) Space used: -—— m
= Local Disk Space free: 162 GB

Organize « & Open Include in library -

E i Mame -

N —

roaram fles 9/24/201
& (. rrogamtic o ) o
E S —— iy

canFro
HE| L Snagit Stamps ' ; '
Open 'Program Files (x86)
L Temp
| ¥
!I:; L Users
L Windows 12/14/2(
%] msdia80.dll 12717200 «
i | b

Ll | |
s Program Files (x86) Date modified: 10,/8/2013 8:29 AM
Jﬂv File folder
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Meridian Training

4. Open the BC-Meridian folder
E=EE)

&« ‘ | . %« Loca.. » Prog.. » - Search Program Files (x.. £ |

Organize « = Open Include in library =

o~
Marme Date mc *

-

. ATI Stream

| ATl Technologies
1 AutoCAD Civil 3D 2(
0 AutoCAD Civil 30 2(

E| _ available.
’l’ . BC-Meridian )‘_..: 10717 0]
i 2247201
. Commoen Files 2/25/20]1 -
m | 3

Open 'BC-Meridian’

Mo preview

BC-Meridian Date modified: 10/1/2013 3:57 PM
File folder

IR )« Prog- > B > | || Sore s

Date modif

2013 2

|| wersion.txt . . 01312
open 'Program

Mo preview
available,

i |

Program Date modified: 10/1,/2013 3:57 PM
File folder
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General 9

6. Create the shortcut

A A oo

Open
Enable/Disable Digital Signature lcons

Right click on

IPOWETUSEFU.EXEI '&,l' Run as administrator

Troubleshoot compatib

A - . [g-] Bulk Rename Here SE'ECt .Pin to

1. [M] PowerlUserl).exe h (&) Scanwith ESET NOD32 Taskbar'

b ei——Tr Advanced options
R e | _ Pin to Taskbar g
() Summary.dil Pin to Start Menu
B3 SyncUnlock.exe

| Svnclnlock.ini
- 4| 1

B

Restore previous versions

Send to r

PowerlJserl).exe Dater
[M] i
pplication

Copy

Create shortcut

'@' Delete

'@' Rename

Properties

Meridian PowerUser icon
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10 Meridian Training

3.1.1 Exercise 1

Power User Shortcut

Please create the shortcut for the Power User on
your computer.

© 2013 Michigan State University



General 1

3.2 Location, Location, Location

It is extremely important to make sure you are
always working in the correct location within
Meridian.

The different vaults and document types are set up for specific reasons

and your permissions vary depending on where you are and what you
are trying to do.

3.21 Operational Vault

To access Projects, you have to be in the Operational Vault in
Meridian.

1. Open 'Meridian' (Power User if working with CAD drawings):

Office Client Icon

2. Make sure you are in the 'Operational Vault'. If you are not working in
the 'Operational Vault', use the vault icon to select it.

- - - e — .
] Operational Main area - BlueCielo Meridian Enterprise 201253 Office Client

‘Project Number' | = == v recd78596 T »

o) | [ Bl | Dappn @ e- - 1EeEl Q-] E
N ina & Architectural Services < Explorer

To-Do Person

ow in Main area
MSL File Name

Criginal File Name Description A

Your current location
is indicated at the top
and bottom of the
Meridian Application.

, OPERATIONAL DRAWING

+. | FORMS, POLICIES, REFERENCES AND PROCEDURES
+. | FACILITIES PHOTOS

+. | STAFF

+. | TASKS

+. | PROJECTS

+. [ UNIT REPORTS

+. | FACILITIES DATA REPORTS

For Help, press F1 [E® Operational on Pps-meridian | AMFS
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_0 Vaul -
& Upen Vault —

Server: L5 PPSMERIDIAN
; -

[ : t]peratic-na' b

= PToIeet Archives - Documents, General Warranties
(& Project Archives - Drawings

E Project Archives - Equipment and Materials

E Shop Drawing Staging

E Training

Open at
@ Mow

Baseline |

(¥) DatefTime  10/15/2013 9:43:54 AM
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General 13

3.2.2 Scopes

The Scope is a pre-determined focus for the department or crew you
work in. Scopes are only used in the Operational Vault at this time.

Each scope should contain all the Document Types you will need to
access and work with in the Operational Vault.

***You will be prompted to select a Scope upon entering the Operational Vault for the
firsttime. Please select the scope that best represents you.***

[ [;-_., Cperational Main area - BlueCielo Meridian EErise 201253 Office {J'a

Vault Edit View Folder Tools Help

Click on the
'‘Scope’ lcon to
select a scope

Commissioning Services

o®

Communications

)

Contracts

Engineering & Architectural Services \ ] (EEDURES

3 Ir Ir

ReeoeReeee

L4

Facility Information Services
Front Office
Human Resources

IPF Unit Administration

Land Management
Landscape Services
Maintenance Services

Power and Water

4 {LLI

Switch to the scope 'Engineering & Architectural Services’

© 2013 Michigan State University
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3.2.3

Nav Views

Navigational (Nav) Views are pre-determined searches based on the
indexing properties of the files in Meridian.

Nav Views are one of the tools used to search for files stored in
Meridian.

[ 114] Operational Main area - BlueCielo Meridian Enterprise 201253 Office Clie i |

Vault Edit View Folder Tools Help

i Search ‘Project Number' | = = » recd 75596

[t Ug [y
‘ Chnge the current view MSU File Mame
Ly

Original File Name Description

| CONSTR . .
OPERA Click on the folder icon to

FORMS.|  reveal the list of Nav Views

FACILITIE

STAFF

j TASKS | e e bk ks, e Tt Select the Nav View that

Tl

|| PROJECTS

e . UNITREPORTS best represents what you
. || FACILITIES DATA REFORTS T are searching for.

4 LU}

For Help, press F1 [EE Operational on Pps-meridian AMFS

© 2013 Michigan State University



General 15

The Anatomy of a Nav View:

By Design, the Nav Views describe what will be displayed and in what
order the folders will appear.

Examples:

1. If you are searching for all the working Documents and Drawings for a specific
Project and you want them displayed in a folder structure by Project Information and
then Document Type, you would choose:

=
L ¥ =

2. If you are searching for Technical Construction Standards in order to use them to
create a project specification, you would choose:

= =
| L ¥ =

3. Ifyou are a Designer and you need the Project Request form to fill it out for a project
you are working on, you would choose:

r=t
‘ L ¥

4. If you are searching for the most current EAS Weekly Report (Capital Project
Report),you would choose:

=%
I L F

© 2013 Michigan State University
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Below are descriptions of the Nav Views currently available in the EAS
Scope:

Files you are working on or .
All files being worked on

MSU Construction Standards L
based on section or division

Static Fiscal year end reports displayed in FIT

Forms and Templates - All

Access to ALL Forms and Templates for o And TEmplates -5

every department or crew or view by
specific department or crew.

Forms and Templates - EAS - Construction
Forms and Templates - EAS - Design
Forms and Templates - EAS - Estimating

Forms and Templates - EAS - Front Office

Forms and Templates - Title Blocks
( Sma" SCEIE ﬂOOI' plans and models. JL EE Operational Building Drawings Only (By Building Name}
EE Operational Building Drawings Only (By Building Number}
E Operational Models {By Building Mame}

Policies, Procedures or References used
by IPF

g N

Projects Area:
Documents andlor Drawings are displayed
by the order in the parantheses.

The Nav View 'By Creator’ will display all
the files YOU have added to Meridian.

The Nav View 'My Files' shows you any
document you are currently working on.

N

L Student Employee photos

J
Tasks are non-CP related efforts 1|§\

stored in Meridian.

Unit Reports (11}
Unit wide and departmental reports Unit Reports (Department, Repart)

Unit Reports (Department, Report, Frequency)

Unit Reports [Department, Report, Frequency, Year)

© 2013 Michigan State University
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3.24

Explorer View

The Explorer View is for Adding files to Meridian. You will want to
continue using Nav Views when searching in order to find files
with greater ease.

* In the past we have asked that you navigate away from this view. Now
that you will be adding files, you can use this view for that purpose.

* There is NO NEED to search for the project first, you can simply drag
and drop a file in the Explorer view. Meridian will file it in the correct
location based on how you describe the file.

Remember:

® Explorer is organized by user permissions and security groups.
You will NOT see all the files you want grouped together.

* Nav views are organized by document type and by design display
the files in folder structures that make sense.

Cperational Main 3 Office Clie
HERERN =R RN A . = 7 il gearch ‘Project Number' [¥ B2 » rec07859 NS
‘@ Engineering & Architectural Servi < Explorer J)© Now in Main area
MName g | File Name Description
+- [y Operational /Main area When you are in the
+. |, CONSTRUCTION STANDARD . I .
% |, OPERATIONAL DRAWING Explorer View', you will
+. |, FORMS, POLICIES, REFERENCES AND PROCEDURES see the word Explorer.

+. 1) FACILITIES PHOTOS

+. 1) STAFF

+. 1) TASKS

+. 1) PROJECTS

#. 1) UNIT REPORTS

+. 1) FACILITIES DATA REPORTS

© 2013 Michigan State University
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Notice the difference between the two types of Views:

Explorer View - ALL files in Vault and extremely difficult to navigate to
the files you need.

0-E- 2.

COMSTRUCTION STANDARD
OPERATIONAL DRAWING
FORMS, POLICIES, REFERENCES AND PROCEDURES

FACILITIES PHOTOS

STAFF

TASKS

PROJECTS

) PP

LS

) ADMIN

=l AA

=}, PUBLIC
=l 2010

E:* CP10318

=

T
- L, ENRGY

- |, ADMIN
=} PUBLIC
B 203

ElJ) CP13036
=}, DOCUMENT
/@] CP13036_PROJREQ.DOCX

RECGIS
EAS
DES
FRIVATE
OBSOLETE
FUBLIC
2004
2007
20M
2010

e et

=1

To-Do Per:

Many folders to
open to get to one
document or
sometimes the
folders are empty.

Navigational View - Easier to navigate to files you are looking for and
more results.

© 2013 Michigan State University
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Doc SubClass Search  De

i Wi35 - E
=3 CP13036 - PAR
. #3) BUDGET
|5 DESIGN NOTES d
- I3 DESIGN STATUS MEMOR...
. | PROJECT REQUEST "Q
CP13036_PROJREQ.DO...

(] CP13036_PROJREQ docx

KING - LIFE 5CI... ‘

/1

By using the NAV views, | get ALL
U = the project documents related to
(5 CP13038 - SPARTANCHILD D

15 CP12033- T8.SIMON FOWER.. the project | am searching for.

=3 CP13040 - COMMEMORATIVE ...
=3 CP13042 - FOOD SCIENCE - A..
=3 CP13042 - FOOD SCIENCE - IN...
(5 CP13044 - BRYAN HALL - INS...
5 CP12045 - BIOMEDICAL PHYS...
5 CP13046 - MICHIGAN STATE ...
5 CP13047 - COMPUTER CENT...
=3 CP13048 - VETERINARY MEDI...
(3 CP13049 - PATHWAYS - LOT ..
(3 CP13050 - PUBLIC SAFETY - A..

¥ =% MD19NE1 CAFZINCCOING DC
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20 Meridian Training

3.2.4.1 Exercise 2

Location & Searching

O Use the Explorer view to find the Design Status Memorandum for
CP13021.

U Use the Nav Views to find the Design Status Memorandum for
CP13021.

(notice the difference searching in the Nav Views versus the Explorer
View)

*you will have 7 minutes™

© 2013 Michigan State University
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4 Project Documents

Overview:

* Project Documents in the Meridian Operational Vault will house all the
documents being worked on, mostly in their native formats (.dwg, .doc,
Xls).

* Meridian Projects is NOT the final resting place for these Documents.
The final versions will either be attached to a Unifier Business
Process, placed in the Unifier Document Manager or added to
Meridian Project Archives.

* Autocad drawings will stay in the Projects area. They will not be
moved into Archives. The final PDF files and TIF files will be archived
by an FIS staff member after they are approved/distributed/made into
as-builts.

* The Capital Projects Procedures webpage will tell you about each
document, where it should go and who is responsible for putting it
there. http://staff.eas.msu.edu/index.cfm/capital-project-procedures/

Permissions:

* All EAS staff members have the permissions to add, edit properties,
modify the documents and delete the documents in Projects.
Meridian has a very powerful version history. It keeps track of who
added or made any changes to a document, when they did it, what
they changed and also allows you to access all previous versions of
that document.

41 Adding Documents

There are a few different choices for adding documents to Projects.

1. Drag & Drop a document from outside of Meridian into Projects
2. Copy a Form/Template into a Project - all within Meridian.
3. Copy a Construction Standard into a Project - all within Meridian.

© 2013 Michigan State University
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411

Drag & Drop

To add a document that was created outside of Meridian into the
system, select the file and drag and drop it into Meridian.

To Begin, make sure you are in the Operational Vault and Scope that
best describes which Department or Crew you work for.

Operational Main area - BlueCi

Vault Edit View Folder Tools Help

5 ' =
= =

Name & To-Do Person MS5U File Name
=4 Operational /Main area | |

Find the document you are going to add and drag it into Meridian. You
do NOT need to conduct a search first.

* Meridian will file the document based on the indexing properties you fill in, so the
location you drop it in doesn't matter other than making sure you are in the Operational
Vault.

* Make sure to drop it ABOVE the line, where the folder structure shows.

COperational Main area - BlueCielo Meridian Enterprise 2012

Vault Edit View Folder Tools Help

Search 'Project Mumber = = » cp02041

FACILITIES DATA REPORTS

FACILITIES PHOTOS

, FORMS, POLICIES, REFERENCES AND PROCEDURES
. OPERATIOMNAL DRAWING

. PROJECTS

| STAFF
No!t

YES!!

. TASKS
. UNIT REFORTS

4 $VE the Iin?.. ¢

Drop document A

© 2013 Michigan State University



Project Documents

3. Document Type Selection
@, Select Document Type @

Which document type should be used for 'Project
Diocument, docx'?

{
%), Construction Standards Select IprﬂjECt
%), Facilties Data Reports .
a Forms and Templates Document ’ then
Ralicy P gs, Refe click 'OK'.

=], Project Drawing

)

(D [ conce

Now you are ready to Describe the Document you are adding to
Meridian.

23
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4111

Describe the Document

=

B Lo [ st

| ot Creme ‘Project Document sk - Enben B Froperties
Sat Wme T Copp F g [ noumant ' nms

Exsibam Dlals My Digbaulls = Cussard Sbection

Pagel Doocumend | Gapsy | Wobes

[ g bimanzi? EAL EMEMEEFING AND ARCHITECTURAL SEFVICES
Chew #~ ASAACH AECORDS - BACHRES

Fib= Flares

Frmih Careel

The WiZﬂUd is the dialog box that comes up when you are

adding a document or editing document properties.

It contains the indexing fields you will use to describe the documents
you are adding to Meridian. The system will then file the document
appropriately and everyone working on Capital Projects will be able to
find that document if they need to.

- Red fields are required
- Black are optional

- There are 3 tabs where information can be filled out

- J magnifying glass icons give you access to drop-down lists for
choosing pre-determined values

- Vew | View button allows you to open and view the document you are
adding in order to describe it correctly.

© 2013 Michigan State University
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4.1.1.1.1 Project Document Tab

The first thing you will need to do is pick the Project this
document should be filed under.

 Click on the magnifying glass next to project. *There is NO other way
to select a project. You CANNOT type in this field.

L%l Import 'Project Document.docx’ - Enter/Edit Properties @
SetWalues To Copy Existing Document Y alues
Syatem Defaultz | by Defaults | H | Current Selection | Browse to Document |

Project Document |General] N.:.tes]

-

e

Project

DO NOT TRY TO TYPE HERE

Click here to
select Project.

Project Selection:

Type in blank fields to search and hit enter or the binoculars icon.
Any combination of fields is acceptable.

* Rec Id - The Record ID used by Records as a unique project identifier

® Source - Legacy, Capital Project or Project Request

* Proj. No. - Project Number- Capital Project (CP#####), card numbers (###),
Project Request (PR#######), No Project Number (RE CH###HHH#H)

* Description - any part of a project name (ex. Fire, Exterior, Alterations to Room)

¢ Start Year - Year the project was created in FAMIS or for Legacy projects - year of
the project based on documents found in Records.

* Related Projects - when projects are combined, we relate them

* Building(s) - all the building numbers of the buildings involved in the project

* Building Name - the Name of the Primary Building for the Project

® Status - a Records tool for monitoring the projects. Pending (projects created in
FO and not yet checked by Records), Active - Good to use, Inactive - combined
with another project that is active. This is NOT the FAMIS status.

© 2013 Michigan State University
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Project Selection Tool

Binocular Icon conducts
search

Refresh icon
clears search

ReclD Source

Filter on 'Capital’
‘Legacy’ or "Project
Request’

Deescription

l |SlartYear IHeIated
-

type the project
number here

type a building number
here

Type a Building name here

Type any part of the

project name here

0K Cancel |

217 LEAS LS < L

T E—
LUCCI BUILDING

Select the project, then
click OK

LCancel

© 2013 Michigan State University
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o

Lt Import 'Project Document.docx’ - Enter/Edit Properties
SetWalues To Copy Existing Document Y alues
System Defaultz | iy Defaultz | E | Current Selection Browsze to Document |

Project Document | General ] Motes ]

Project e LEGALCY
RECOQOOOT  TEST - TEST - TEST - TEST - TEST - TESTIMG - TES
2003

Buildings 0001 FAOLUCCI BUILDING

Department 4| EAS ENMGIMEERING AND ARCHITECTURAL SERVICES
Crew 4| FIssRCH RECORDS - ARCHIVES

Now the Project information is filled out and also
Meridian should have auto-populated the department
and crew fields based on your user information.

File Mame:

Delete Source Wigw

[ Finish ] [ Cancel

)

© 2013 Michigan

State University
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4.1.1.1.1.1 Exercise 3

Project Selection

To access the Project tool, go to the "Tools' menu, then click on
"View or Administer Projects and Tasks'.

[Q Operational Main area - BlueCiele Meridian Enterprise 201253 Office {]ieﬂ

Vault Edit View Folder

c: = | @] 2| e @ Find Documents

qug Records Tools

"= Wiew or Administer Projects and Tasks

Select 'Project List Administration' and click 'OK'.

p
5] View or Administer Projects and Tasks - S|

il Project List &dminiztation
= LA L

T azk Categorny

Co )

Once the Project Tool opens, start performing project
searches:

Search for Spartan Stadium Projects.

Search for building 0167 Projects

Search for 2011 Projects

Search for CP05421

Search for all Capital Projects

Search for all projects containing the word 'Exterior’

ooo0o0o0

(did you notice there are different ways to find all of these things?)
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4.1.1.1.2 General Tab

Now describe the document. Use the magnifying glass icon to
select values from a drop down list.

SubClass describes what the document is. Different documents
may have one or more levels of description required for

SubClass field.
L2l Import 'Project Document.docox’ - Enter/Edit Properties @
Settalues To Copy Existing Document Y alues
Syztem Defaulkz | ky Defaulks | | Current Selection | Browse to Document |

. Project Document  General | Nntes]

( Sub Class 40D ADDENDUM )

CSl SubDivision 4]

Security Level d :F'E PUBLIC
L0 Impeort 'Project Document.docx’ - Enter/Edit Properties @
SetWValuesz To Copy Esisting Document Values
System Defaults | ky Defaultz | Current Selection Browsze to Document |

. Project Document  General ] Nl:utes]

Sub Class A womice  woTice
Sub Class Detail 4| UTILSHUTD UTILITY SHUTDOWN

CSI SubDivision |

Security Level 4| [PB PUBLIC
Lz Import ‘Project Document.docx’ - Enter/Edit Properties @
SetValuez To Copy Existing Document Y alues
Syztem Defaultz | by Default: | ]a | Current Selection Browse to Docurment |

- Project Document . General ] Nu:utes]

~N

Sub Clazz ﬂ SPEC SPECIFICATIONS
C51 SubDivision 044000 STOME ASSEMELIES j
Security Level 2 FE PIBLIC
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Floors can be chosen if desired. Users can pick as many or as
few floors as they need.

Description adds to the file name and helps describe your
document further.

Fillin a
description and
File Suffix will

Floars) ps auto-populate
and become part
of the filename.

D ezcription specific description /
File 5 uiffis: :SF'EI:IFIE DESCRIPTION y '
Originator field is used for the filename.

If Internal is selected, Meridian will name the file according to the
way the document was described by you.

Orniginator ‘ ; INTERMAL }
e

Source Company
Orig. FileMame Project Document

' MSL File M ame RECO0000T_TESTEAL _HYDRO_SPECIFIC DESCRIPTION ’

Dacument D ate

If External is selected, you will be required to select a source
company and Meridian will keep the documents original filename.

Driginator 4| EXTERNAL

Source Company |53 TAB TAB SERVICES

Orig. FileMame :F'n:uiect D'ocument y
MSU File Mare RECOO0ODOT_TESTBAL_HYDRO_SPECIFIC DESCRIFTION
Document D ate

Document Date is not a required field.
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4.1.1.1.3 Finishing Up

The last thing you will need to do is Finish and then Release the
document into Meridian.

-~

_| Check the box for 'Delete Source'
and Meridian will be the primary
location for the correct version of

this file. —

click 'Finish’

The document you added is now in Meridian, filed correctly.
Meridian will automatically take you to the document you just
added.

[z

)

Vault Edit View Document Tools Help

To-Do Person MSU File Name Criginal File Name Description

B[4 Operational/Main area

[*. |, FACILITIES DATA REFORTS

.. FACILITIES PHOTOS

.. FORMS, POLICIES, REFERENCES AND PROCEDURES
OPERATIONAL DRAWING

[T [ [

-EeiE

PROJECTS
|| ADMIN
ot EAS
2 AE
*. |, CONST The document is now in
: E&Ei Meridian, filed under the
| EST correct location.
|, FISARCH
=), PUBLIC
=)} 2008

0-F-E-E

El ) RECO000D1
— =
0 28

.}, FISCAD | | -
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Now you will need to Release the document for Meridian to store

the first version of it.

®. |, FISCAD

®. |, FISGIS

®. L FO

® | PLAN

®. |, RECARCH

®. |, RECCAD

® |, RECGEN

®. |, RECGIS
# |, ENRGY

X
Edit
New

Print
Qpen with

Edit Properties

ppy Hyperlink to Clipboard

wl

Right-click on the document,
select 'Document Workflow',
% then 'Release Quick Change'.

B Revision Level

ctions

Project or Task

Document Workflow

-

B [, TASKS
# [, UNIT REFORTS

Enter a comment and click 'OK

¢ FALSCCEF

% Release Quick Change

[M]

You can enter a short comment in the document log.

Coc )

Cancel
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4.1.1.2 Exercise 4

Drag & Drop a document into Meridian

Please Drag & Drop a Project Document into
Meridian Projects.

O For this exercise, you can choose any document from anywhere on
your computer, it doesn't have to be a real example because we will
end up deleting the file from Meridian.

*Do NOT select 'Delete Source' during this exercise.

0  Add the document as an INTERNAL document. Fill in the Wizard
completely and click Finish.

O  Add the document an an EXTERNAL document. Fill in the Wizard
completely and click Finish.

U Remember to Release the Documents! You can select them both at
the same time.

*you will have 7 minutes®
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41.2 Copy to Project or Task

To add a document to the project using a document that is already
stored in Meridian, use the 'Copy to Project or Task' feature found in
your right-click shortcut menu.

Copy to Project or Task [},

Adding documents this way ensures you are using the most current
version of the form or standard for your project.

To Begin, make sure you are in the Operational Vault and Scope that
best describes which Department or Crew you work for.

Aeridian Enterprise 201253 Office Client

Vault Edit View Folder Tools Help
v cp02041

| & Engineering & Architectural Services ) . Explocs in area
Name & ’ To-Do Person MSU File Name
=l Operational /Main area

© 2013 Michigan State University
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41.2.1 Forms and Templates

To add a form or template to a project in Meridian, locate the form or
template.

1. Navigate to the form you want to use for your Project.
rational Main area - Blue eridian Enterprise

E= | [~My to-do list]

Search ‘Project Number | &= » cp02041 -

Vault Edit View Folder Tools Help

m

= N !
Forms and Templates - All ame

. Forms and Templates - EAS
Usethe Nav Views to

access Forms

Forms and Templates - EAS - Construction
Forms and Templates - EAS - Design
3

i PROJECTS Forms and Templates - EAS - Estimati

Forms and Templates - EAS - Front Office

Gt Bh6 GGk 606 fh G f0

Forms and Templates - Title Blocks

, UNIT REPORTS

Vault Edit View Document Tools Help

Name Uoc SubClass & Doc SubClass Detail

] FT_NOTICE_POOL docx NOTICE POOL SHUTDOWN
] FT_NOTICE_CRANELIFT docx NOTICE CRAME LIFT
] FT_NOTICE_CONPRJCOMM docx NOTICE CONSTRUCTION PROJECT COMMUNICA...
] FT_NOTICE_CONSTJUNC docx NOTICE CONSTRUCTION JUNCTION
NOTICE ROCFING REPAIRS

NOTICE BOILER SHUTDOWN
MJIIL.I: ASBES TUS ABA v
NOTICE
- A ===
#] FT_NOTICE_RETURNFAN docx NOTICE TEMPORARY RETURN FAN SHUTDOWN
L FT NOTICE STRAM dnev NOTICF CSTFAM SHIITOOWN

gl = Lo
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2. Right-click on form and select 'Copy to Project or Task'

4@Ii] FT_NOTICE UTILSHITDN oy NOTICE

T o - WUATER Upe i

(] FT_NOTICE_RETURN &0 TEMPORARY RETURN FAN SHUTDOWN
FT_NOTICE_STEAM. ST HUTDOWN
FT_NOTICE_ELEVDO New AND DOCK CLOSURE
FT_NOTICE_PARKLO Print NO TSTRIFING
FT_NOTICE_HVAC dg P, NO
FT_NOTICE_HZRDCQ G 1) . . S COMMUNICATION
g_:gggg_%igg R :g Right-click on form and select 'Copy to LGUET\:EFII: WORK

. \

'E_I] FI':OMTHﬁﬁS.doc \ Copy Hyperlink to Clipboard op Project or Task'.

] FT_PERMITSESC_EA Edit Revision Level PEI

1 FT_PLANREVIEW_SK PLA

(&) FT_PRECONMTG_ME 5] . Select PIV Parts FRI

] FT_PROFSRY_CM Jart-fimess PROFESSTUNAT SERVICES PROCUREWMENT—TTUNSTRUCTION MANAGER

6] FT_PROFSRV_AHLRE| [ Copy to Project or Task PROFESSIONAL SERVICES PROCUREMENT ARCHITECT ENGINEER

] FT_PROFSRV_AE & i PROFESSIONAL SERVICES PROCUREMENT ARCHITECT ENGINEER

+Lwll ET PRNECEV AE & Mhm s e e PRI e Y PRAECECCIMMAI SERVICES PRACIIBEMERNT ARCUITECT EMCIMEER

) Copy to Project or Task X
From:
Chck Button to Select ¥ersion Selected Yersion: 0 [Latest]

ﬂ "WFORMS, POLICIES, REFERENCES AND PROCEDURESSCOMMMCOMMSPUBLICWNOTICENFORM_TEMPLATENFT_WOTICE

. Make sure
= 'ActiveProjectsDocuments’
ActiveProjectsD ocuments vl) is selected and click 'OK".

Cancel ‘
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?». Fill in the wizard.

Project

Buildings
Department : EMNGIMEERIMG AMD ARCHITECTURAL SERWICES
Crew ‘H FIS&ARCH RECORDS - ARCHMES

Fill in the wizard, then click
'Finish’

File Marme: |

Fish ) | cancel

37

© 2013 Michigan State University




38

Meridian Training

Once you have clicked 'Finish', because you are in a different Nav View
where project documents do not exist, Meridian will ask to switch to the
'‘Explorer' view (or you can select a different Nav View) in order to view

the document you just added to Projects.

[H] BlueCielo Meridian Enterprise 201253 Office Client

*RECO0O0001_NOTICE_UTILSHUTDN_STEAM.DOCX' cannot be found
in the current view, Select a different view where it appears.

-

4. Work on the document

Mame &
=l Operational/Main area
|, FACILITIES DATA REPORTS
- |, FACILITIES PHOTOS
-}, FORMS, POLICIES, REFERENCES AND PROCEDURES
- |, OPERATIONAL DRAWING
PROJECTS
|, ADMIN
EAS
| AE
| CONST
DES
| EAS
. EST
| FISARCH
-}, PUBLIC
B 2008

B[} RECO00D01

= |, DOCUMENT

EHHHH‘

O-HEEE

et ee

To-Do Person Tl

r ™

The Form will now be filed in the
project you selected.
Remember, this is the blank
form. It will need to be opened
and filled out. Double click to
open the document.

I

% I Project_Document .docx
Q =) ]
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5. Reilease the document

=l 4y RECOODO0
) DOCUMENT

RECODOL
RECDOOC
RECDDD]

kachroeder (Schroed. ..
J [ khoward (Howard, K...

Right-click on document, select
'Document Workflow', then synchronize
select 'Release’. % Change Document Type...

Show Revisions...
Bl | Compare

[&E | nalata el

‘ @ Release

Enter a comment and click 'OK".

-

@ Execute WorkFlow Transition 'Release’ @

You can enter a short comment in the document log.

[M]

Ok Cancel |
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4.1.2.1.1 Exercise 5

Use 'Copy to Project or Task' to add a form to a
project in Meridian

Please use Meridian Forms and Templates to
copy a document to Meridian Projects.

Q Fill in the Wizard completely and click Finish.

U Remember to Release the Document!

*you will have 5 minutes™
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4.1.2.2 Construction Standards

To add a Construction Standard to a project in Meridian, locate the
Standard.

1. Navigate to the Standard you want to use for your Project.

4] Operational Main area - BlueCielo Meridian Enterprise 201253 Office Client
= | [~My to-do list]

Search ‘Project Mumber' [T

Folder Tools Help

Construction Standards - All

Use the Na\f' Views tO access the Construction Standards - Design Gu&lines
Standards.

Construction Standards - Front End Documents

Construction Standards - Standard Details

Construction Standards - Technical 5tandards

Vault Edit View Document Tools Help

» cp02041

Name =& CSI Sub Division Info  File Type To-Dao Person
=S Construction Standards - Technical Standards
= ] 2 GENERAL REQUIREMENTS SUBGROUP
i+ @) 3FACILITY CONSTRUCTION SUBGROUP
= B 4 FACILITIES SERVICES SUBGROUP

#.42 21-FIRE SUPPRESSION

=t
-W_ oo 0500 P B doca 0500 Cf flice Pnng
: e - = s coo o 220500-COMMON ... | PDF File Pringt
il CS TEC 2004 220513 COMMON MOTOR REQUIREMENTS FOR PLUMBING E.. | 220513-COMMON M... | Microsoft Office Wor... fraze
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2. Right-click on word document version of the construction standard

and select 'Copy to Project or Task'

=&y P Ul B i

OalCS TRC 200A 22NR0N COMMON WORK RFESIT TS _FOR BrITRIATAS Anre

. +. FENEAMLCT ML
% CS_TEC_2004_220500_COMMON_WORARRESULT Open DMMO
] CS_TEC_2004_220513_COMMON_MOJORRREQUIF T OMMO

EQUIR OMMO

FO Mew ETER!

_FO Print ETER!

_ | . ENER:

fouty varls| | OPenwin ENERs

Right-click on WORD  [S_AND_SUPPART Edit Properties ANGEI
DOCUMENT . f S_AND_SUPPONT - _ _ [ANGEI
version o N_CONTROLS % k Copy Hyperlink to Clipboard BRAT

standard and select  pN_CONTROLS_ Edit Revision Level BRAT

' . 1 [CATION_FOR_PLUN S JENTIF
Copy to Project or Task’. |- 0\ cor s Ngf | ocicct FIV Parts JENTIF
G_INSULJ".TION. Special Adions LIMEI

From:

Click Button to Select Yersion

H FACILITIES DATA REPORTSACONSTRUCTION STANDARDATECHNICAL STANDARDSAMPUBLICNVCS_TEC_ 2004220500

IC_WATER_PIPINM MES
IC_WATER_PIPINC Document Workflow » JOMES
J |§Iﬂ| T T 008 2211190 IC_WATER_PIPING m. MES
& Copyto Project or Task

Selected Yersion: 4 [Latest]

To:

|< ActiveProjectsDocuments b4 )

SE

[=

‘ActiveProjectsDocuments’
is selected and click 'OK'.

Make sure

Cancel |
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3. Fillin the wizard.
L3200 Create Tmport. DOCK' - Enter/Edit Properties

Project ‘H

Buildings
Department H Es EMNGIMEERIMG AMD ARCHITECTURAL SERWICES
Crew ‘,H Fl RECORDS - ARCHIVES

Fill in the wizard, then click 'Finish’.

File Marme: |

(o) [ conce

43
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Select 'Specification’, then select the 'CSI Subdivision'

LE0 Create Trmport.DOCK' - Enter/Edit Properties @

Project Document  General | Nntes]

A srec SPECIFICATIONS

CSI SubDivision S| 220500  COMMON WORK RESULTS FOR PLUMBING
4| Fe PUBLIC

S ecurnty Level

Floorz]

Dezcrption

File Suifis

Originator & h \QN.E'-.L

SauceComp{  On the general tab, you will select
Orig. FileNam Specification. Then you will be
MsU FileNar] - required to fill out the CSl subdivision.

Document Date

File Marne:

Finish | | Cancel
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Once you have clicked 'Finish', because you are in a different Nav View
where project documents do not exist, Meridian will ask to switch to the
'‘Explorer' view (or you can select a different Nav View) in order to view

the document you just added to Projects.

[4] BlueCielo Meridian Enterprise 201253 Office Client

view. Select a different view where it appears.

‘RECOO0001_SPEC_220500.D0CK" cannot be found in the current

-

==

click View: [@ Explorer

)

4. Work on the document

Name &
E‘- Operational /Main area
., FACILITIES DATA REPORTS
, FACILITIES PHOTOS
, FORMS, POLICIES, REFERENCES AND PROCEDURES
, OPERATIONAL DRAWING
, PROJECTS
B[ ADMIN
| EAS
. AE
, CONST
, DES
. EAS
, EST
. FISARCH
=l |, PUBLIC
B}, 2008
=L}, RECODDDD1
E. || DOCUMENT
- Project_Document .docx
o
(3] (wrl

(€
LJ-ﬁJU‘\U
[+ | FISGIS
I+ [t

To-Do Person

N

The spec section is now
filed in the project you
selected. Remember to
open it and make it
specific to the project you
are working on. Double
click to open and work on.
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5. Release the document

B}/ RECDODOD1

=l || DOCUMENT
B8 Project_Document doc
@ RECODO0D1_FAXTRANS.DOTX

Synchronize

document, select
'Document Workflow',
then select 'Release’.

% Change Document Type...
HE Show Revisions...

- Compareg
EnterLa\ comment ana click 'OK".

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

@ Execute WorkFlow Transition 'Release’ @

Ok Cancel

: M_STEAM.DOCXK
: 3N DOGDDT_SP D5O0.D chroeder [Scl
L ecen | Onen
- Z e T R ek mesimed Ly =
[+ | STAFF Document Waorkflow Start Quick Change
L TASKS - . Release Quick Change
® |, UNIT REPORTS ] N ) |
e ~ W Assiontc Bl | Revoke Quick Change
Right-click on the & | Change To-Do Person

£ | Change Manager

Revoke Documents

il
Release I\> 9
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4.1.2.2.1 Exercise 6

Use 'Copy to Project or Task' to add a
construction standard to a project in Meridian

Please use Construction Standards to copy a
construction standard file to Projects.

* Use the same project number from exercise 4
Q Fill in the Wizard completely and click Finish.

U Remember to Release the Documents!

*you will have 7 minutes*

© 2013 Michigan State University
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4.2

Modifying Documents

Modifying documents is used to update or replace the current document
in Meridian.

Based on whether it is an internal or external document, you will either
open and edit the document or replace the document content
completely with a new file.

¢ Internal Documents will most likely be modified by our staff and
therefore you will open for editing and make changes and save them
within Meridian.

* External Documents will most likely have been received from an
outside source and therefore are already updated. They will need to
be added to Meridian by replacing the current documents.

You will:

1. Start a Quick Change

2. Modify the Document

3. Release the Quick Change

**Modifying the Document does NOT change the indexing
information about that document. It only changes the document
content.*™*
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To Start a Quick Change:
1. Navigate to the document you are gomg to modlfy

i search ‘Project Number = = REC00001

dl  #5) CP11189- GILTNER HALL - AIR CONDITIONER - ROOM 1404

[ Z) CP11258 - STEAM DISTRIBUTION AND ROAD RECONSTRLU..

[ Z) CP12036 - PARKING - LOT 67 {JENISON) - RECONSTRUCTION

[ 5) CP12402 - PARKING - LOT 57 - (ENGINEERING RESEARCH)-...

=12y RECO00001 - TEST - TEST - TEST - TEST - TEST - TESTING ...
o NT

Scope, Nav View search

—
Document dacx DOCUMENT TEST AND BALANC | TESTBAL HYDROMIC ,

DT OO TN E S, DoCTET mODENTOm

ECGDDDN _ADD_TESTxdsx DOCUMENT ADDENDUM

2. Select the document you are going to modify and start Quick
Change.

a. Right-click method (use for either external or internal
documents)
1. Select Document Workflow, Start Quick
Change, click OK, then double-click on the
Document to work on it.

TEST AND BALANC...

TES

..... . ADDENDUM
: ADDENDUM
ADDENDUM
iz CORRESPONDENCE
R|ght_cl|ck on the Print CORRESPOMNDEMCE
. CORRESPONDENCE
= Open with
document, select (| pavronn FINAL PAYMENT / .
'Document DTICE_UTIL Edit Properties NOTICE NOT
' B0JREQ.DON S _ _ PROJECT REQUEST
Workflow ) thEI'I 20JREQ. DE k opy Hyperlink to Clipboard PROJECT REQUEST
select 'Start Quick RoJrea_TE Revision Level PROJECT REQUEST
Chanae'. DEC_ 220500 e SPECIFICATIONS SPE
9 DEC 312323 SPECIFICATIONS
10N%
Project or Task

Start Quick Change of the selected docu i Document Workflow

[&, Start Quick Change

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

click 'OK". i/ Ce D == |
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El[a RECOO0001 - TEST - TEST - TEST - TEST - TEST - TESTING ...
=l DOCUMENT
E=ITY] Project_Document docx

i |

DOCUMENT

sl LA R 1T

the document is now ready to be modified.
Double click to open and work on it.

Or,
B. Double-Click method (only for internal documents)
1. Select 'Start Quick Change and open for editing', click
OK.

- g = o mwesnmira wa a B Rt AR IR A § o Rt temam

Iﬂ CP11183 - GILTNER HALL - AIR CONDITIONER - ROOM 1404
[+1|5j CP11258 - STEAM DISTRIBUTION AND ROAD RECONSTRU...

h CP12036 - PARKING - LOT &7 (JEMN B
#5) CP12402 - PARKING - LOT 87 - N ocument Project Document.doc
El. RECO00001 - TEST-TEST-TEST| ) oper e only
b @) Start Quick Change and open for editing -
Ltart change and open for editing
lllll S o Yol can enter a short comment in the document log. ..
Double click on the [FA; CE
1 LE] CE
ldﬂ;u.r'l"l:rg;‘f&'&(:t S:’art | SC biply to all documents "E
uic dnge an RM
o e o e
open ror eaiting, clic DO = .
'OK'. | DESCRIPTION. docx DOCUMENT PROJECT REQUEST
| TEST docx DOCUMENT PROJECT REQUEST
\WMEMDOCX DOCUMENT SPECIFICATIONS
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To Make Modifications:

1. If Internal Document:
a. Double-click and Open it for editing
b. Make any changes
c. Save the document

d. close the document
* When you save, you should NOT have to pick the location, it should automatically save
into the correct location in Meridian.

2. If External Document: Replace Document Content

a. Select the Document in Meridian to Replace
| | | | |

)| Selectthe document h

LU Ll LEMUE T 1 AN T L T LIV L U | LA T 1

E@ REC{00001 - TEST - TEST - TEST - TEST - TEST - TESTING

TESTBAL

™
iject Document docx DOCUMENT TEST AND BALANC, HYDRONIC

ADDENDUM

l-1 RECCHJDDN ADD TESTstx DOCUMENT

b. Drag the new document into Meridian ON TOP of current

Document _
—{§ RECO00001- TEST - TEST - TEST - TEST
=|) DOCUMENT
+ |:_|’| Project_Document d-.cx
+[Ef] REC000001_ADD ! .._,
+ &l RECDD0001_ADD_ m
+[Xf] REC000001_ADD_YOURS xlax

Drag the document
directly on top of the old
one and let go when
there is a '+' symbol.

c. Select 'Replace Document Content'

: A el TESURES T RN T LA T A T LT R I L T P T

-E:j HECH'I]'I]'I]'I]'1 TEST - TEST - TEST - TEST - TEST - TESTING ...

As Mew Document DoC

| A5 Hybrid Part DocC
DoC
DoC

Cancel DCX DoC

— - DOC
QAYFORM.PDF DoC
"E_UTILSHUTDN_STEAM .DOCX DOC

D Cim D™ InTa'

Select 'Replace
Document Content'.
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To Release the Quick Change:

1. Select the document(s) and right-click, select 'Document Workflow',

then 'Release Quick Change'

LA T 111 - REUEIE MALE
[Eﬁ CP11166 - GARDENS -fiH |
5y CP11168 - SIGNAGE - =

Crocument Workflow

Sslall \gUick ilaligc

IEn CP11165 - AGRICULTUR
IEil CP11170 - FEE HALL - W,
IEil CP11171 - COMMUN I

3 Release Quick Change

Right-click on the
document, select
'Document Workflow’,
then select 'Release

_ Quick Change'.
D -

=3 REC0D0OD1 - TEST - I A

Epmmenroe TS
(] RECODD0DT_ADD_TEST xdsx

PO EH mirennnnnd AR e ime de.

(4 Release Quick Change

[M]

You can enter a short comment in the document log.

evoke Cjuid ange
-
onize k
e Document Type...
Revisions...
Ctrl=D
My Search Results
e Mew Part
CROCUMENT TEST AMD BALAMNC..
DOCUMENT ADDEMDUM
DOCUMENT ADDEMDUM

[ r—

The documents are now released back into Meridian and reflect

the modifications.
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421 Exercise 7

Modifying documents in Meridian Projects

1. Choose one of the Project Documents you
added in earlier exercises to modify.

QO Start a Quick Change and open the document for editing.
U Modify the document and save the changes.

U Release the Quick Change.
Now...

QO Start a Quick Change.

U Replace the document content. (for this exercise, you can either find
a different file on your computer or copy this one out and drag it right
back in)

U Release the Quick Change.

*you will have 10 minutes*
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4.3

Editing Document Properties

'Edit Properties' is used to make changes to the indexed information for
the document in Meridian.

You will use the Wizard to Edit Properties.

***Editing properties does NOT change the document content,
only the indexed information.**

Editing Properties does not create a version in the Version History.

Depending on what fields you edit and whether or not it is an internal or
external document, the filename may change.

To Edit Properties:
1. Find the document in Meridian.

] Operational - BlueCie ridian Ente Clien
View
G F EiEl d ] earch ‘Proje | er X - o
=% = & \
- i Find Toolbar
Search  Doc SubClass Detail
¢ a CP11189 - GILTNER HALL - AIR CONDITIONER - ROOM 140A SearCh

{5 CP11252 - STEAM DISTRIBUTION AND ROAD RECONSTRU..

[ Z) CP12036 - PARKING - LOT 67 {JENISON) - RECONSTRUCTION

[ 5) CP12402 - PARKING - LOT 57 - (ENGINEERING RESEARCH)-...

=12y RECO00001 - TEST - TEST - TEST - TEST - TEST - TESTING ...
MENT

Scope, Nav View search

roject_Documert docx DOCUMENT TEST AND EALANC... | TESTBAL FYDRONC )
o B e i TTTeTITETT e
X}) RECODDDD1_ADD_TEST xsx. DOCUMENT ADDENDUM

2. Right-Click on the document you would like to change the information
about in Meridian.

EHEE HELWAAIL - TES | - TEal - (B3l - B3] - TESl - TEa NG ..
L

FAX_
Right-click and select ;E;Er
'Edit Properties’. RM PDE

t Properties

T L =
{ Flwh pErnnnnnt PROIREN NECER] T Oy AV
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3. The Wizard will come up, replace any information you need to

change.

. Project Document  General | Nntes]

Sub Class 4| TEsTRAL

dit Properties @

old filename

TH

Sub Class Detail 4| HYDRO

CSlSubDivision A
Security Level d PE

HvDRANIC

FUELIC

Floar[z] r.

edited fields

D escription edited
File: Suaffin EDITED
Originator IMTERMAL

Source Comparny
Orig. FileM arme
M5 File Mame

Document D ate

Stare az My Defau

new
filename

FEECOOO001_TESTEAL HYDREO_EDITED

55
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Certain indexing properties affect the filename. If you changed one that

does, you will get the following messages.

Filename Change: Click Finish

:L-) Mowe or Rename Document @

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

Prezs Finizh to continue, or Cancel to return
to the Edit Properhies dialog.

Cancel |

The Properties are now edited, but remember the document

content is NOT changed.
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431 Exercise 8

Editing Properties in Meridian Projects

1. Choose one of the Project Documents you just
modified and edit the properties.

*you will have 3 minutes™
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Project Drawings

Overview:

* Project Drawings in Meridian Operational Vault will house all the CAD
and Revit drawings you are working on.

* Meridian will create references for X-refs as long as all the files are
stored in Meridian.

* Meridian Projects is NOT the final resting place of all Drawings. Some
will have to be added to the Skire Document Manager and the final tif
versions will be added to Meridian Project Archives.

* The Capital Projects Procedures webpage will tell you about which
drawings should go where and who is responsible for putting them

there.
http://staff.eas.msu.edu/index.cfm/capital-project-procedures/

Permissions:

¢ All EAS staff members have the permissions to add, edit
properties,modify the drawings and delete the drawings in Projects.
Meridian has a very powerful version history. It keeps track of who
added or made any changes to a drawing, when they did it, what they
changed and also allows you to access all previous versions of that
drawing.

Autocad Integration with Meridian:

* Users need to confirm Meridian integration is working by checking the
command line at start-up of Autocad. The following message should
be echoed to the command line:

BlueCielo: The BlueCielo AutoCAD Link is loaded.

© 2013 Michigan State University
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Project Drawings

5.1 Adding Drawings
* There are different choices for adding drawings to Projects.

1. Drag & Drop a drawing from outside of Meridian into Projects
2. Copy to a Project or Task:

a. using a Title Block Template stored in Meridian

b. using an Operational Drawing stored in Meridian

c. using a Standard Detail stored in Meridian

d. using a drawing in the Projects area.

59
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511

Drag & Drop

To add a drawing that was created outside of Meridian into the system,
select the file and drag and drop it into Meridian.

To Begin, make sure you are in the Operational Vault and Scope that
best describes which Department or Crew you work for.

Operational Main area - BlueCielo Meridian Enterprise

Vault Edit View Folder Tools Help

To-Do Person MS5U File Name

= M Operational /Main area

Find the drawing you are going to add and drag it into Meridian. You do
NOT need to conduct a search first.

* Meridian will file the drawing based on the indexing properties you fill in, so the
location you drop it in doesn't matter other than making sure you are in the Operational
Vault.

* Make sure to drop it ABOVE the line, where the folder structure shows.

[=1 Operational Main area - BlueCielo Meridian Enterprise 2012

Vault Edit View Folder Tools Help

A ERERR NN BRI R o SN el (W o e (N i Search ‘Project Number' |7 == » cp02041 | [ v
@ Engineering & Architectural Services - Explorer V- Now in Main area

Name = To-Do Person ]

o E—
[+ FACILITIES DATA REPORTS » .

FACILITIES PHOTOS
FORMS, POLICIES, REFERENCES AND PROCEDURES
OPERATIONAL DRAWING
PROJECTS
STAFF
TASKS

| UNIT REFORTS | |

@“’ d“‘ﬂ'g ABolaE the |im3_:A ’h

o e o B B R R
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3. Document Type Selection

B st L e

Which document type should be used for 'training project

drawing.dwg'?

%), Construction Standards
%), Facilties Data Reports
). Forms and Templates

‘@, COperational Drawings

) Project Drawing b

es, References

T Project Drawing Set
sl Staff
Select 'Project
Drawing’, then click
'OK'.

e Y

ow you are ready to Describe the Drawing you re adding to Meridian.
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5.1.1.1

Describe the Drawing

4. Fill in the Wizard...

Cingey Eietive] Dsonaviand ' okssy
l Satem Dinlwaits My Dot | ol Conerd Seection Simnpim D ocurmen

SahClazz

Secunly Level

Flals]

Shead Moumnbes
[wpcrphon

Fibe 5

Clrignsbar

Sounce Tomgdny #1

v FisHiams FROJECT DA&STHE BET
M5 Fis e C

Diacumrmnt Clal r
Fhuns

il M

o Doty Sl WiEw

Fer Canced

The WiZﬁl'd is the dialog box that comes up when you are

adding a drawing or editing drawing properties.
It contains the indexing fields you will fill in so that Meridian can file the
drawing appropriately and everyone working on Capital Projects can find
that drawing if they need to.

- Red fields are required
- Black are optional

- There are 3 tabs where information can be filled out

- J maghnifying glass icons are drop-down lists for choosing pre-
determined values

- Vew | View button allows you to open and view the document you are
adding in order to describe it correctly.
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5.1.1.1.1 Project Drawing Tab

The Project Drawing Tab is where you will fill out the Project
Information.

The first thing you will need to do is pick the Project this drawing
should be filed under.

 Click on the magnifying glass next to project. *There is NO other way
_to select a project. You CANNOT type in this field.

2l Create 'Project Drawing.dwg’ - Enter/Edit F

SetValues To Copy Existing Document Yalues
=

System D efaulks | by Defaultz Curment Selection | Browse to Document

Project Drawing | General | Mates |

Project

Click here to
select a
project.

For instructions on using the Project Selection Tool, please refer
to the Project Document Tab section in training manual.
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SetWaluez Ta

Copy Existing Docurment Values

Syztem Defaults | by Defaultz | | Current Selection Browse to Document |

Praject Drawing |General| Nutesl

fF“ruiect [ LEGACY N
-HEEDDDDU'I . _TEST -TEST - TEST - TEST - TEST - TESTIMG - TES:
2008 | |

Buildings om FAOLUCC! BUILDIMG
( Department ‘H _E.ﬁ.S | EMGIMEERIMNG AMD ARCHITECTURAL SERVICES . |
\_ Crew 4| FISSRCH  RECORDS - ARCHIVES

T

Now the project information is filled out and also
I Meridian should have auto-populated the department I
and crew fields based on your user information.

File Marne: |

Finish

][ Cancel
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5.1.1.1.2 General Tab

The next thing you will need to do is describe the drawing.
Again, use the magnifying glass icon to select values from a drop

down list.

* Discipline - select as many disciplines as needed to describe

the drawing(s).

* Subclass - select as many subclasses as need to describe the

drawing(s).

¢ Security will default to public.

Select the discipline(s)
that best represent the
drawing. You will be
required to select a
primary discipline which
will appear in the file
name.

;

Security level will default

to 'Public’.

K

D&l Import ‘training project drawing.dwg’ - Enter/Edit Properties =)
SetValues To Copy E risting D ocument Yalues Select the SubCIass(es]
System Defaults | My Defaults ‘ﬂ Current Selection Browse to D ocument ‘ that best describe What
Fiiect Diawing _General | Hotes | the drawing includes. You
will be required to pick a
DE=ciDis A [EMEs MECHANICAL primary SubClass which
—Lwill appear in the filename.
SubClass G B
[JSCHED  SCHEDULE
[T15CHM...  SCHEMATIC/DIAGRAM s
Cﬁenulity Level S Fe FUELIC J

* Floors can be chosen if desired. Users can pick as many or as
few floors as they need.
* Description adds to the file name and helps describe your

document further.
I'I_.|: licabl [ h ] Flor(s) il | Wl FLO1 FIRST Y s ”I ~
applicable, se e.ctt. 2 Loz SECOND )
floor(s) the drawing is Fillin a description
§ about. ) and File Suffix wil
_ Sheet Number ml.2 auto-populate and
fillin Sheet Number escription specific dezcription become part of the
L File Suffis SPECIFIC DESCRIFTION - filename.
" J
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* Originator field is used for the filename.

olf Internal is selected, Meridian will name the file according to

the way the document was described by you.

Originator g ] INTERMAL )

Source Company d
(rig. Filetarme .training project drawing
:F%EEIIIEIIIIEIIZI1_M1 2_MECH_FLAM_FLOA_SPECIFIC DESCRIPTION

kS File M ame

Document Date |

FPhaze d -

-

olf External is selected, you will be required to select a source

company and Meridian will keep the documents original
filename.

Originator 4| EATERNAL

Source Company d FTCH FTCEH

Onig. FileMame :training project drawing

MSU File Mame 'RECO00001_M1.2_MECH_PLAN_FLI_SPECIFIC DESCRIFTION

-

Document Date

Phaze ﬂ

* Document Date and Phase are not required fields as this

drawing is expected to be modified during the life of the project.
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5.1.1.1.3 Finishing the Wizard

The last thing you will need to do is Finish and then Release the
drawing into Meridian.

.F{ECDDDDD1_M1 2_MECH_FLAN_FLO1_SPECIFIC DESCRIPT

check 'Delete Source' and Meridian will = ﬂl

be the primary location for the correctJ

version of this file.

click 'Finish'

The drawing you added is now in Meridian, filed correctly.
Meridian will automatically take you to the drawing you just
added.

IM] Operational Main area - BlueCielo Meridian Enterprise 201253 Office Client

Vault Edit View Document Tools Help

MName & To-Do Person MSU File Mame Originial File Nan
El-ﬂm] Operational /Main area
. |, FACILITIES DATA REPORTS
B |, FACILITIES PHOTOS
[ |, FORMS, POLICIES. REFERENCES AND PROCEDURES
[ || OPERATIONAL DRAWING
£l |, PROJECTS
; ADMIN

uflc]

i AE The drawing is now in
| DES Meridian, filed under the

| EAS correct location.
| EST
. FISARCH
=l PUBLIC
=L 2008
=} RECODODDT
# || DOCUMENT

T -]
JLARRERC ARE VR AR I

Now you will need to Release the drawing for Meridian to store
the first version of it.
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14|
' _
E [2] AT S
[#]. FISCAD
[+ FISGIS
# O
w1 P
H L R
=1 7 Right-click on the file,
w1 f select'Document
E -Eg“ Workflow', then
# . s |Release Quick Change'.
L MN
. ' PP
B L) STAFF
L. TASKS

- 1) UNIT REPCRTS

Open
Print
Open with

Edit Properties
Copy Hyperlink to Clipboard

kschroeder (Scf

|'—- Document Workflow

k t Quick Change

I~ e e N ETCT e

47

Synchronize

4 10

Release Quick Change of the selected documents.

% Change Document Type...

4| Release Quick Change

nter a comment and click 'OK".

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

- I

Release Quick Change

47 | Revoke Quid ange
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5.1.1.2 Exercise 9

Drag & Drop a drawing into Meridian

Please Drag & Drop a Project Drawing into
Meridian Projects.

* Use the same project number from exercise 4

O For this exercise, you can choose any document from anywhere on
your computer.

*Do NOT select 'Delete Source' during this exercise. You
will add the same document twice.

O  Add the document as an INTERNAL document. Fill in the Wizard
completely and click Finish.

O  Add the document an an EXTERNAL document. Fill in the Wizard
completely and click Finish.

U Remember to Release the Documents! You can select them both at
the same time.

*you will have 7 minutes™
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5.1.2 Copy to Project or Task

To add a drawing to the project using a file that is already stored in
Meridian, use the 'Copy to Project or Task' feature found in your right-
click shortcut menu.

Copy to Project or Task [},

Adding drawings this way ensures you are using the most current
version of that file for your project.

To Begin, make sure you are in the Operational Vault and Scope that
best describes which Department or Crew you work for.

Aeridian Enterprise 201253 Office Client

Vault Edit View Folder Tools Help

v cp02041

| & Engineering & Architectural Services ) . Explocs in area
Name & ’ To-Do Person MSU File Name
=l Operational /Main area
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5.1.2.1

Title Block Templates

1. To add a Title Block template to a project in Meridian, navigate to the
Title Block template you want to use for your Project.

These are stored in Meridian under Forms and Templates.

IM] Operational Main area - BlueCielo Meridian Enterprise 201253 Office Client
Folder To

cp09070

EE Forms and Templates - All
EE Forms and Templates - EAS

=y
#| Use the Nav Vlews to access the Title
Blocks EE Forms and Templates - EAS - Construction

EE Forms and Templates - EAS - Design

. PROVECTS I B Forms and Templates -EAS - Estinating I
: -l STAFF E Forms and Templates - EAS - Front Office
B L TASKS -

Mame & Doc SubClass Doc SubClass Detail Doc SubDetail Description Submit Release Dat ...

E|-

Forms and Templates - Title ...
FT_TITLEBLK_11X17.dwg TITLE BLOCK Mx17 12/8/2013 2:01:31 ...
FT_TITLEBLK_11X17PORT.dwg | TITLE BLOCK 11X 17 PORTRAIT 12/8/2013 2:01:30 ...
FT _TITLEBLK 18X24.dwg TITLE BLOCK 12/8/2013 2:01:31 ...
FT_TITLEBLK_24X36.dwg TITLE BLOCK 24X 2/8/2013 20128 .

TITEL DLt

FT_TITLEBLK_30X422.dwg TITLE BLOCK 30X42-2 12/8/2013 2:01:32 ...

FT_TITLEBLK_36X48.dwg TITLE BLOCK 36X 48 12/8/2013 2:01:30 ...
FT_TITLEBLK_8X11.dwa TITLE BLOCK XM 12/8/2013 2:01:33 ..
FT_TITLEBLK_8X11PORT.dwg | TITLE BLOCK 8X 11 PORTRAIT 12/8/2013 2:01:25 ...
FT_TITLEBLE_TITLEBLK_CIVI... | TITLE BLOCK TITLEBLOCK CIVIL DRAWING 12/17/2013 2:39:56 ...
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LTl EE

L] B
FT_TITLEBLK_

O
=
&
EalE—

[

Right-click on
the template
and select
‘Copy to Project
or Task'.

Copy to Project or Task

From:

Click Button to Select YWersion
i»l “FORMS, POLICIES, REFERENCES AMND PROC

To:

Edit Revision Level

2. Right-click on the template and select 'Copy to Project or Task'

Print
Open with

Edit Properties

k Copy Hyperlink to Clipboard

Selected Wersjon: O [Latest]

BE CERTAIN THIS SAYS

TEWFT_TITLEE

'ActiveProjectDrawings'!!!! [ it
does not, use the drop down list to
select it, then click 'OK’.

ActiveProjectzDrawingz

= kain Lrea

.‘_ﬁm Target Context:
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3. Fill in the wizard.

[l Create Tmport. DWG' - Enter/Edit Properties | 2 |
Vg T B
TR '

Project ‘ﬁl

Buildings \ \

Department I . . L. CES

Fill in the wizard, then click 'Finish’'.
Crew
File: M ame: |
| Fnsh | ) cancel |

L A

Once you have clicked 'Finish', because you are in a different Nav View
where project drawings do not exist, Meridian will ask to switch to the
'Explorer' view (or you can select a different Nav View) in order to view
the drawing you just added to Projects.

[4] BlueCielo Meridian Enterprise 201253 Office Client i S

‘RECOO0001_ALL_ARCH_PLAM_ATTIC.DWG® cannot be found in the
current view. Select a different view where it appears.

Click 'OK’

© 2013 Michigan State University



74

Meridian Training

4.

Work on the drawing

Name =~

=/ Operational/Main area

- i FACILITIES DATAREPORTS

FACILITIES PHOTOS

To-Do Person MSU File Name C

FORMS, POLICIES, REFERENCES AND PROCEDURES
OPERATIONAL DRAWING

PR%E&S The template will now be filed in the

EAS project you select. Remember this is a
. const blank title block template. It will need to
. DES be opened and the drawing will need to
., EAS
W EST

[N-H e

., FISARCH
=}, PUBLIC

be created. Double-click to open the file.

B 2008
=8 \/ RECDD00D1
. || DOCUMENT

A ) |

5. Once you have finished working on the drawing (does not have to be
completely finished, you might be done for the day), release the

drawing.

RRAWING

Print Right-click on the
El iy FISCAD pen with drawing, select
® . FISGIS 0 ,
i FO EdMgroperties ﬂﬂurr:en
' 4 ;E::.:HEH ’h. Copy erlink to Clipboard wnrkﬂﬂw ' then
— i ]
. : RECCAD Edit Revis Mg Level select 'Release
[, RECGEN ¥ | Select PIV Pa Quick Change'.
.|, RECGIS _ )

&), ENRGY Fﬂ Copy to Proje k

[+ FIS
) s ick Change

G A LS Document Workflow i Cluic ange

H ) MNT Create Mew

=}, PP .
- T, - (%3] Revoke Quick Change

i) STAFF W | £ssign to Work Area
| TASKS o |
Enter a comment and click 'OK".
@ Execute WorkFlow Transition 'Release’ |

[M] You can enter a short comment in the document log.
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5.1.2.1.1 Exercise 10

Use 'Copy to Project or Task' to add a title block
template to a project in Meridian

Please use Meridian Forms and Templates to
copy a title block template to Meridian Projects.

Q Fill in the Wizard completely and click Finish.

0 Remember to Release Quick Change!

*you will have 5 minutes™
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5.1.2.2 Standard Details

Use this method to add Construction Standard Details to Projects. This
will ensure you are using the most current version of the EAS
Construction Standard Details for your project.

To Begin, make sure you are in the Operational Vault.

1. Navigate to the Construction Standard - Standard Details Nav View.
[64 Operational - BlueCielo Meridian Enterprise 201253 Office Client

Search 'Project Number® = cpl3087

CS1 Sub Division Co...

= [ ARCHITECTURAL
= @] civiL & STRUCTURAL

_ Click here to select the Nav View
=& MECHANICAL

from the drop down list.
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2. Find the Standard Detail you want to use for your Project (use the
CAD file so it can be modified if needed), then select Copy to Project or
Task.

=S PUBLIC
¥ C5_STD_CIV_321416_B...
# S C5_STD_CIV_321416_B...
t. e CS_STD_CIV_334616_...

A21416 321613321
21416 321613321

321416 BRICK DETECTOR AT CUR
321416 BRICK DETECTOR AT CUR
334616 UNDERDRAIN SECTION PE
334616 UNDERDRAIN SECTION PE

CS_STD_CIV_033000 C..

Open with

=1 Right-click on the file
'. and select 'Copy to
={ ProjectorTask'.
-

Edit Properties
Copy Hyperlink to Clipboard

& —iE— e =

E CS_STD_CIV_321313_T...
S C5_STD_CIV 321313 C.. | 321313,
Copy to Project or Task E

From:

Elick_ Button to Select Yersion — Sarsion: 2 [Latest]_
/| "FACILITIES DATA REPORTS{CONSTRUCT BE CERTAIN THIS SAYS Iv_033000_CONC
'ActiveProjectDrawings'!!!! If it
does not, use the drop down list to

o select it, then click 'OK’".

o~ /S’ETECI Target Context:

lu.-'-‘«ctiveF'miectsDrawings J}l [ bl ain Area
" > -
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3. Fill in the Wizard.

Pragct Dravang  General IHlﬂﬁl

Dizcipline -M

r

this is auto-
| populating
Secuity Level ] _PUBLIC from the

Fcs) 4 standard
details.

A

Diesciiphon 033000 COMCRETE STAIR
ke Suify (33000 COMCRETE STAIR

Drginatos

Sowrce Compary

Quig. FileMame

L) Fiber M ame: e300 COMCRETE STAIR

Doocumers [ ate
Phase

Once you have clicked 'Finish', because you are in a different scope,
Meridian will ask to switch to the 'Explorer’ view in order to view the
detail you just added to Projects.

[H] BlueCielo Meridian Enterprise 201253 Office Client

*RECO0O0001_CIV_DETAIL_033000 CONCRETE STAIR.DWG® cannot
be found in the current view. Select a different view where it appears.

view: [ Eioe 1

click 'OK’ _ (T ok 1) cancel |

. Double click on the file to open and work on it.
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5. Once you have finished working on the drawing (does not have to be
completely finished, you might be done for the day), release the
drawing.

Print Right-click on the
. FISCAD pen with drawing, select
B} FISGIS D t
H g FO EdiMgroperties ocumen
]

' g ;EIA:P.;.HEH k Copy Pgerlink to Clipboard Workflow 1 then
- ‘ ]
. : RECCAD Edit Revis Level SEIEGt REIEEEE
® J, RECGEN [ | Select PIV Pa Quick Change'.
#. J) RECGIS ) J

&), ENRGY 0  Copyto Praoje k

B FIS Document Warkflow 2t Cuick Change

B LS ok it Quick Chapge

B J) MNT Create Mew

+. . PP F -
1 3 L » Revoke CQuick Change

). STAFF W | Assign to Work Area
# |, TASKS o . I
Enter a comment and click 'OK".
@ Execute WorkFlow Transition 'Release’ @
You can enter a short comment in the document log.
M1
QK Cancel |
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5.1.2.2.1 Exercise 11

Using Construction Standard Details to add a
drawing into Meridian

Please use Construction Standards - Standard
Details to copy a standard detail to Projects.

* Use the same project number from exercise 4
Q Fill in the Wizard completely and click Finish.

U Remember to Release the Document!

*you will have 5 minutes*
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5.1.2.3 Operational Drawings

To use an Operational Drawing to add a drawing into Meridian, use this
option. This will ensure you are using the most current version of the
floor plans for your project.

To Begin, make sure you are in the Operational Vault.

1. Navigate to the Operational Drawing you want to use for your Project.

1] Operational - BlueCielo Meridian Enterprise 201253 Office Client

Vault Edit Wiew Document Tools Help

Search 'Project Number' = cpl3087

To-Do Person

[+

- INFRASTRUC PLAN & FAC STRG BLDG 3
INFRASTRUCTURE PLAMNINGAFACILITIES

1

# &3 HUBBARD HALL
¥ &3 HUMAN ECOLOGY

Flfn O_0167_07_BASE dwf
> - 0_0167_01_BASE dwg Click here to select the Nav View
#14 O_0167_01_BASE pof .

%I 0_0167_G_BASE duf from the drop down list.

1[5 0_0167_G_BASEdwg

- | O_0167_G_BASE pdf

Bz O_0167_R_BASE.dwf

#E§ 0_0167_R_BASE.dwg

| O_0167_R_BASE pdf

= &% INGHAM COUNTY EQUIPMENT SHELTER

"“’“‘“NNN'&!'&
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2. Copy Operational Drawing to Projects by selecting Copy to Project
or Task. 'Select ActiveProjectDrawings'.

Open
Print
Open with

¥ | Edit Properties
k Copy Hyperlink to Clipboard

Right-click and
select 'Copy to
Project or Task'.

M i evision Level

FIV Parts

1 Copyto Project or Task »

- INTRAMURAL RECREATIV
+ IMTOAKI DAl DCRDCATIL Document Workflow b
7 % & . 0_0164_01_BASE dwg
& FT O_0164_01_BASE pdf
If the files are s | BER 0_0164_02_BASE dwi
'locked for & | BES 0_0164_02 BASE.dwg
. . . & - A O_0164_02_BASE pdf
Edltlng ! yﬂu w'" & * o ©_0164 03 BASE.DWF

e
#% 0_D164_03_BASEPDF
Hm O_0164_04_BASE DWF

# LS 0_0164_04_BASE.dwg
%1 0_0164_04_BASE.FPDF
gy O_0164_B_BASE.dwf
S 0 0164 B BASE dwg

From:

not be able to
use the 'Copy to
Project or Task
Feature'.

o

ic ic ic o b K

Click Button to Select Yersion = -'-1-‘_-I_J:| Yersion: 0 [Latest)

i»l _\F'FlDJEETS\EAS\FISAHEH\F‘UELIE\% BE CERTAIN THIS SAYS |I.DWG
'ActiveProjectDrawings'!!!! If it
does not, use the drop down list to
select it, then click 'OK".
>

To:

SJCIGLL 1 aIYyCL LUIILGAL.
I

ﬂveproiectsDrawings

[ tain Lrea

Cancel |
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. Fill in the wizard.

Project

Buildings

: E'__I'.‘“_r DETLIes

INFRASTRUCTURE PLAMMINGEFRACILI...

Department

Crew

File Marne: |

Fill in the wizard and click 'Finish'

'
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Once you have clicked 'Finish', because you are in a different scope,
Meridian will ask to switch to the 'Explorer' view in order to view the file
you just added to Projects.

[14] BlueCielo Meridian Enterprise 201253 Office Client ‘ [

‘RECO00001_ARCH_PLAM_FLO1L.DWG® cannot be found in the current
view, Select a different view where it appears.

]

View: [@ Explorer

Click 'OK’ Coc >

4. Double click on the file to open and work on it.

5. Once you have finished working on the drawing (does not have to be
completely finished, you might be done for the day), release the
drawing.

Open

Print Right-click on the
. | FISCAD pen with drEWing, select
- |, FI5GIS D
g FO EdiMgroperties ocument
: .
' = ;ﬂHCH k Copy Pgerlink to Clipboard Workflow : then
0 i 1
. : RECCAD Edit Revis g Level select 'Release
.|, RECGEN I | Select PIV Pa Quick Change'.
- |, RECGIS ) J

& ). ENRGY 0  cCopyto Proje k

B FIS

= LS Document Workflow > it Quick Change

1) MNT il Release Quick Change =

- PP 3 (%3] Revoke Quick Change

i), STAFF ®
[+ |, TASKS o ) . I
Enter a comment and click 'OK".
@ Execute WorkFlow Transition 'Release’ @
You can enter a short comment in the document log.
M1
Ok Cancel |
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5.1.2.3.1 Exercise 12

Using Operational Drawings to add a drawing into
Meridian

Please use Meridian Operational Drawings to
copy a drawing to Meridian Projects.

U Find the Nav view to get to the operational drawing you want to use
Q Fill in the Wizard completely and click Finish.

*you will have 7 minutes™
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5.1.2.4

Current Project Drawing

To use an Project Drawing from another project to add a drawing into

Meridian, use this option.

To Begin, make sure you are in the Operational Vault.

1. Navigate to the Project Drawing you want to use for your Project.

-] Operational - Blue

Vault Edit View Document Tools Help

OYER SPEECH AND HEARING
PACKAGING

F‘FLOLUEI:I BUILDING

FS drawing from consultart 1.0...
8 drawing from consuttart 2.0...
RECO00001_ALL_ELEC D...

DECOOONNY _ADCLL O~

PLAN
DETAIL
DETAIL

HECODDDDT_ARCH_PLAN_...

SEWLLLLL V_OETAl

REC00D00T_LAND_PLAN.d...
#E§ REC000001_M1.2_MECH_.
[]g FARKING

PLAN

PLAN
PLAN

PLAN,
DETAIL.
LDETAILNOTESPL...

PLAN,

| Sub Division Dizcipling Seal

Use the Find Tool
bar or Nav Views |c
to locte the RCH,

; RCHELEC.|
drawing you are [/

going to copy. &Il

OETAIT, 033000 CONCRI
LDETAILNOTES PL...
LDETAILEQUIP LE... | SPECIFIC DESCRIP...

LAND,
MECH,

2. Copy the Project Drawing to Projects by selecting Copy to Project or

Task 'Select ActlvePrOJectDrawmgs

|—| ™ L B e T

I P RECOD0001_ARCH_LOCM. ..

Project or
Task'.

Right-click and
select 'Copy to

=ER Open

. HEY R Print

R Open with

g PARKI

*g PARKI Edit Properties

By PARKIN O

_ PARK] k Copy Hyperlink to Clipboard
* &3 PARKI Edit Revision Level

*gg PARKI Select PIV Parts

H i PARK

H B pAT 'l Copyto Project or Task
. FIATH1.’1 ! + LA 11
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[m| Copy to Project or Ta u
PY J]

From:

Click Button to Select YWersion o —'.—.-,‘.-I_ﬂ Yerzion: 0 [Latest]

E :'\F'FEEIJEETS'\E.&S'\FISAHEH'\F'UBLIE\EI BE CERTAIN THIS SAYS |.DwiG
'ActiveProjectDrawings'!!!! If it
does not, use the drop down list to
select it, then click 'OK".

e
— JCIGLL 1 QIYGL LUIILGAL.
72

To
It r
&:t!iveF'miectSDrawingx ain Lrea

3. Fill in the wizard.

Project Draving |Eeneral| Motes |

Make sure to change —_ _ _ ™
the Project to the new | ||| Proiect M [|LEGACY !
Project. :HECDDDDD'I | -TEST -TEST - TEST - TEST - TEST - TESTIMNG - TES_
2008
Buildings Qoo PAOLUCCI BUILDING
J
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Project PRELG LEGACY |
'RECO00002  ANOTHER TEST - TEST - TEST - TEST - TEST - TES
2013 | |

Buildings 0o PAOLUCC! BUILDIMNG

Department 'ENGIMEERING AND ARCHITECTURAL SERVICES
Crew RECORDS - ARCHIVES

File Marne: |

Fill in the wizard and click 'Finish'

4. Double click on the file to open and work on it.
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5. Once you have finished working on the drawing (does not have to be
completely finished, you might be done for the day), release the
drawing.

- oper
Print Right-click on the
. FISCAD pen with drawing, select
B} FISGIS D t
H g FO EdiMgroperties ocumen

]

' g ;EIA:P.;.HEH k Copy Pgerlink to Clipboard Workflow 1 then
- ‘ ]
. : RECCAD Edit Revis Level SEIEGt REIEEEE
® J, RECGEN [ | Select PIV Pa Quick Change'.
#. J) RECGIS ) J

&), ENRGY 0  Copyto Praoje k

B FIS Document Warkflow 2t Cuick Change

B LS ok it Quick Chapge

B J) MNT Create Mew

[+ . PP F )
1 3 L » Revoke CQuick Change

). STAFF W | Assign to Work Area
# |, TASKS L . I
Enter a comment and click 'OK".
@ Execute WorkFlow Transition 'Release’ @
You can enter a short comment in the document log.
M1
QK Cancel |
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5.1.2.4.1 Exercise 13

Using a Project Drawing to add a drawing into
Meridian

Please use a Project Drawing currently stored in
Meridian Projects to copy a drawing to Meridian
Projects.

U Find the Nav view to get to the project drawing you want to use
Q Fill in the Wizard completely and click Finish.

*you will have 7 minutes™
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5.2

Modifying Drawings

Modifying drawings is used to update or replace the current drawing in
Meridian.

Based on whether it is an internal or external document, you will either
open and modify the drawing content or replace the drawing content
completely with a new file.

¢ Internal Drawings will most likely be modified by our staff and
therefore you will open the file for editing and make changes and save
them within Meridian.

¢ External Drawings will most likely have been received from an outside
source and therefore are already updated. They will need to be added
to Meridian by replacing the current drawings.

**Modifying the Drawing does NOT change the indexing
information about that drawing. It only changes the drawing
content.***
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To Start a Quick Change:

-] Operatic

1[5 PR126368 - FOOTBALL PRAC. .

1. Navigate to the document you are going to modify and select it.

1|5 RECO0000T - TEST-TEST-T...
- REC000001 - TEST - TEST-T...
J2"] RECDODOD1_ALL_ARCH_P...
ES RECDO0DD01_ARCH_PLAN_...
RECO00001_CIV_DETAIL_.. DETAI
RECO00001_LAND_PLANA... DETA|

Use the Nav Views or Find Toolbar
| tolocate the drawing you want to
modify. Select the file.

RECO00001_M1.2_MECH_.
: EC002062 - BATTERY EMER...
(5 REC052943 - CONSTRUCT O...

2. Start the Quick Change by either:

‘-
R

Vault Edit View Document Tools Help

IE] PR126368 - FOOTEALL PRALC...
=5

.ﬁ RECO0Z062
[+ 7§ REC052949 ~
[+ |5 RECO601S
#_) REC061396
) RECOR1539 -
[+ 2) RECOS
#2) RECOB4471) X | cf
=) RECD68572
[+ RECO70559

Edit Properties

opy Hyperlink to Clipboard

it Revision Level

4

Start Quick Change ¢

DETAILEQUIFLE... ‘.MH,H.

SPECTFICDESCRIP... | M1.2

ETAIL MOTESPL...
|

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

i search ‘Project I

Doc SubClass Search  Discipline Se

JRCH ELF,

FIRST

A. Right-click method (use for either external or internal drawings)
[l4] Operational - BlueCielo Meridian Enterprise 201253 Office Client
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[&, Start Quick Change

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

Click'0OK' [T oc. ) cond |

The drawing is now ready to be
modified. Double click to open
the file.

E-HE:IDDI]DDLALL_AF{CH_P... LOETAILMOTESPL... | ARCH,ELEC.MEC
¢ H ks RECOODOD1 ARCH PLAN .. PLAN. ARCH.
The drawing will now open in the native application for

modifications.

Or,

B. Double-Click method (only for internal drawings)

Al Oneratic
4| Opr

Vault Edit View Document Tools Help

; Select the file and
double click. <

Doc SubClass escription

MName &

[E,'] PR126368 - FOOTBALL PRAC...
/(5 RECOO0001 - TEST - TEST-T...

b | RECDODOD1_ALL ARCH P DETAILNOTES PL.. | ARCH ELEC MECH

P, R,

s RECDODO01_CIV_DETAIL_... DETAIL, LIV, 033000 CONCRETE...
RECO00001_LAND_PLANA. .. LDETAILNOTES,PL... | LAND,

D mronnnnnd s 0 Rre RETAN FAonn RACFL CRArEIrE BECeTin

" Document RECO0000L ALL ARCH PLAN ATTICOWG (sl
' Document RECOD0D01_ALL_ARCH_PLAN_ATTIC.DWG —.

REL U ARl H_FLAIN

() Open read-anly Select 'Start a
(Coas o e ) Quick Change
\ Ve and open for
Yo tnter a short comment in the document log. .. Edltlngl Entera

comment, then
] Apply to a ents click 'OK".

he drawing will now open in the native application for modifications.
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To Make Modifications:

1. If Internal Drawing:
a. Double-click and 'Start Quick Change and open for editing’,
Make any changes, 'Save' the drawing then 'close’ the drawing.

= When you save, you should NOT have to pick the location, it should
automatically save into the correct location in Meridian.

Document RECO00001_M1.2 MECH_PLAN_FLO1_SPECIFIC... [t

pr

Open read-only
@ Start Quick Change and open for editing }

Start change and open for editing

You can enter a short comment in the document log...

Apply to all documents

2. |If External Drawing:

a. Drag the new drawing into Meridian ON TOP of current drawing
- ™

Drag the new version of the
file directly ON TOP of
current version in Meridian
and let go of the mouse
button.

y |
Ef/jgﬁ in | U BE (s 4 - W - | [T
Engineering & Architectural Services

Mame Phase

+|Tj PR126368 - FOOTEBALL PRALC...
+l:'| RECODDO001 - TEST -TEST-T...

NEW VErsion

from cons...
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b. Select 'Replace Document Content'

Vault Edit WYiew Document Tools Help

e L] &

-

Mame & Phase
Sy PR126368 - FOOTBALL PRAC. ..

Select

]

Replace —
Document RECO60T93 - CONGTRUCT 0.
Content'. RECD61396 - GRAND RIVER P...

) RECDE1539-CONSTRUCT Q...
IEJ REC063358 - WASTE WASTE ...
[ 5) RECDG4471 - BEEF CATTLE - ...

L e Ut T ets Lo B matan 10 Ut 8 B s i}

Replace document content

95

© 2013 Michigan State University




96

Meridian Training

Release the Quick Change:

3. Once you have finished working on the drawing (does not have to be
completely finished, you might be done for the day), release the

drawing.

| FISGIS
FO

| PLAN

| RECARCH
| RECCAD
| RECGEN
| RECGIS
ENRGY

FIS

LS

MNT

| PP

# | STAFF
B |, TASKS

e e e —

T

g B B B |
[ iy il il il |

Qpen
Print

Right-click on the

pen with drawing, select
1
EaNgroperties Document
1]
k Copy erlink to Clipboard Wnrkﬂnw,then
1

Edit RevisWg Level select 'Release
[ | Select PIV Pa Quick Change'.
I | Copy to Proje g

Document Workflow -l it Ouick Change

; uick

o

Enter a comment and click 'OK".

Revoke Quick Change

@ Execute WorkFlow Transition 'Release’

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

|
=

Ok

Cancel
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5.21

Exercise 14

Modifying drawings in Meridian Projects

1. Choose one of the internal Project Drawings
you added in earlier exercises to modify.

Q Start a Quick Change and open the drawing for editing.
0 Modify the drawing and save the changes.

U Release the Quick Change.

2. Choose an external Project Drawing you added
earlier to modify.

QO Start a Quick Change.

U Replace the document content. (for this exercise, you can either find
a different file on your computer or copy this one out and drag it right
back in)

U Release the Quick Change.

*you will have 10 minutes*
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5.3

Editing Drawing Properties

Edit Properties is used to make changes to the indexed information for

the drawing in Meridian.

You will use the Wizard to Edit Properties.

***Editing properties does NOT change the drawing content, only

the indexed information.***

Depending on what fields you edit and whether or not it is an internal or

external drawing, the filename may change.

To Edit Properties:

1. Find the drawing in Meridian.
2. Right-Click on the drawing you would like to change the information
about in Meridian.

Right-click on file
and select 'Edit
Properties'.

Open with

Open
Print

Edit Properties
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3. The Wizard will come up, replace any information you need to
change.
Create 'RECO00001_ALL_ARCH_PLAN_ATTIC.DWG' - Enter/E

Properties @

. Froject Drawing  General | Nntes]

current name

Discipline d [JARCH  ARCHITECTURAL
ELEC ELECTRICAL
[JMECH  MECHAMICAL

SubClass A [#IDETAIL DETAL -
CINOTES  NOTES
FIPLAN  PLAN

Security Level | PBE FUBLIC
Floeris) AMOammc ATTIC .

FLO FIRST

[JFLO2 SECOMD -

' ( “’l

Sheet Mumnber ALL
Description Change any
File: Suffiz properties that
[iqRray o] INTERNAL need to be
Source Compary d e dltEd, then
Orig. FileM ame . click 'Finish'.
MS5U File Marme RECOO00D_ALL_ELEC DETAIL_FLO
Docurnent Date - \ J

Fhaze d

( RECOOO007_ALL ELEC DETAIL_FLOT )

Wi |

Store az My Defaults | new name

[

99
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Certain indexing properties affect the filename. If you changed one that
does, you will get the following messages.

Filename Change:

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

Press Finish to continue, or Cancel to return
to the Edit Properties dialoo

Cancel

- :
-1} Move or Rename Document @

L

click 'Finish'

© 2013 Michigan State University
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5.3.1 Exercise 15

Editing Properties in Meridian Projects

1. Choose one of the Project Drawings you just
modified and edit the properties.

*you will have 3 minutes™
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5.4

Xrefs

» Meridian will create a Meridian References for X-refs as long as ALL the files are
stored in Meridian.

» Once the Meridian References are created, those files will continually be linked to
each other.

» Meridian will store each revision in the 'Revision History'. It will link the documents
real time and also store them as they were at the time of each revision.

» You can change the editing properties, content of the drawing, filename, etc. and as
long as the reference has been created between the drawings, they will stay
connected.

» Users should not add 'zipped' or 'compressed' files to Meridian because they are not
able to be used as references.

» When adding external files, add 'child' files first, then add the 'parent' file and use the
'‘Synchronize' option to tell Meridian to detect the xrefs and link all the files together. If
the files are in different folders, you will have to open the 'Parent' file in Autocad and
save it.

» Never modify the filename manually or you will break any xrefs.
» You can only xref files that are in the same vault in Meridian.

» Whenever the reference files are updated (throughout the entire lifespan of the file),
your drawing will update to reflect those changes. Only in the version history of the file
will you be able to see the previous versions of the xref used. This may or may not be
something you want in your particular file. You decide.

» The following are 5 scenarios you may experience when working with
drawings that have xrefs:

1. Both Parent file & Child file are in Meridian

2. Parentfile is in Meridian, Child file is not

3. Parent file is not in Meridian, Child file is

4. Neither Parent file nor Child file are in Meridian

5. Managing drawings received from an External Source

No matter what, for xrefs to work... ALL files have to be in
Meridian so the Meridian Reference can be created and
maintained by Meridian.
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5.41 Parent-Child Relationship

Parent file - any drawing that references another drawing.
Child file - any drawing that is referenced by another drawing.

It is possible that a drawing may be a 'Child' and a 'Parent' at the same
time.

When drawings are stored in Meridian that have references to other
drawings, Meridian will create 'Meridian references' between the
drawings.

Drawings that have references will have a link symbol next to the
thumbnail on the properties tab.

to see if a drawing has any references associated with it, turn on the properties pane.
Select a file and if there is a chain link icon next to the filename field, there is a Meridian
Reference.

B

'__1_ Operational - BlueCielo Meridian Enterprise 201253 Office Client

Vault Edit View Document Tools Help

AN RSN N PIER T R R

r-=%
L ¥

: Search 'Project Number' | © = ¢ rec)00001 A E

Mame = Phase Doc 51 Document | Project General | Location - Project | MNotes | DMS Historyl

&3 CP13196 - PLANTING - MSUC.. _
=M LANDSCAPE % 13196_LAND_PLAN_MSU COMM MUSIC SCHOOL. dwg
ALD.2 MINARY COS

% ~ni010
- CP13156_LAND PLAN_ .. PLAN Thumbnail Workflow

L 34 - D £ =i =0
'ujl CP13206 - STUDENT SERVIC...

[+ mD193 86 CCATUCDRMAL CWC

Status: Released

[ S T
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Click the chain icon to see the references for this document or select
'Show References' in the Document menu.

Document | Project General

Thumbnail icon.

$ ':F' — Click on the chain

Vault Edit View Tools Help

ey

znd To Email Recipient...

to Collection...

=3 cP13196-PL
. EIC3) LANDSCAl ==

Open the
'Document’ menu
and select 'Show

References...".

£ a7 Show References.

reate Reference...”

nght-cllck to go to the referenced file

v = | B3| B oopm|  Select reference typesto show =

il _CP12300_CIV_EXCNDSRVY_NEDERVELD SITE SURVEY

Parent i

Right-click to display
options.

o [ e |
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5.4.2

Option 1 - Both Parent & Child are in Meridian

Scenario: You have a drawing which is in Meridian and you want to xref
another drawing which is also in Meridian.

Steps

1. 'Start a Quick Change' and open the parent drawing if you have not
already done so.

- 1 ES RECOD0001_M1.2_MECH_PLAN_FLO1_SPECI... DETAILEQUIF LE...
- RECODOODT_LAMD_PLAM .dwg DETAILMOTES,PL...

- ELES RECO0D001_CIV_DETAIL_033000 CONCRET... DETAIL,

i [+LEE RECOOAON ARCH PLAN FIOT MW Pl &AM

2. In Autocad, use the the xref command (Ctrl+9 to show command line
if hidden) to open up the xref task pane, Click the 'Attach DWG'
button

Command: TOOLPAL

g Sy Open the "Attach Drawing' ]
LA S menu and select the
pitachmages appropriate option. ath

Attach DWF...
Attach DGN...
Attach PDF...

AT YEIER- | T,
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3. Open the 'Mini Me' by clicking on the Meridian Vault icon (Mini Me
grants access to files in Meridian without having to open Meridian and

copy out the file to use).
=)

-
& Select Reference File

Look in: ’ | My Documents

| o Mame ~
by | Autodesk Open the 'mini
: E?T?S';St_“i'tﬂ me' by clicking on
L' 1 Il rojects . =
e - ! the Meridian vault
| Downloads )
™ icon.

g
n | Fragments
[J | KCS Pro
. My HelpAndManual Projects
.413_3-|M}r Shapes
1‘“- , OneMote Motebooks
) | Outlook Files

J Scanned Documents

m

| Snaait
1| 1l [

File name:

Files of type: [Dﬁ'ﬂ"lﬂﬂ {".dwa]

4. If you see this dialog... Make sure you choose the option
titled 'This dialog is used to open an existing file'

BlueCielo Application Integmﬁnn_ =

You have activated ElueCielo Application Integration from an unknown
dialog. In arder for BlueCielo Application Integration to work correctly
with this dialog, please select the kind of operation it performs. You wil
only be asked this question once.

() This dialog is used to save a file with a2 new name
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5. Now use standard Meridian navigation techniques to find the file you

want to reference.
‘Select Reference File' from BlueCielo (vault "Cperationaly

MSU File Name

select an
appropriate
'Nav View'.

searching
option 1 OR option 2

Mame: | g

enter the
searching criteria
and hit'enter’ on

your keyboard.

© 2013 Michigan State University




108 Meridian Training

5. Once the file you want to reference is selected, click the 'Open’
button and continue adding the xref as you would any other xref.

- =
'Select Reference File' from BlueCielo i\rault 'DEmﬁDnal' on Emendla-_ﬂ

= 2 | m A| @~ [@cs| €~ o ~| + ~ |searchProjecthumber  +| recooooo1 -

G- Engineering & Architectural Services  =# Find results

MName Mame: RECO00001_CIV...
- % Find results Revision Date: | 12/17/2013 4:12...
& RECO00001_ALL_ELEC_DETAIL_FLO1.DWG Revision: 0
BECOOOODT ARCH PLAN FlLO1 0O Size: F07 KB (724,610...
RECO0000T_CIV_DETAIL_033000 CONCRETE STAIR.DWG Status: Released
si=EEEERE I' 1I'I' ] wg
RECDOODDT_M1.2_MECH| PLAN_FLO1_SPECIFIC DESCWETION dwg
Select the reference file and click NeWrbral image available
'‘Open’.
4 Ll F
File name: RECO00001_CIV_DETAIL_033000 COMCRETE STAIR.DWG ‘I
Files of type: [Drawing {*.dwa) '] [ Cancel ]

. @y Attach External Reference

Name: | RECOD0001_CIV_DETAIL_033000 CONCRETE ST +| | Browse... |

Seale Select 'Relative Path’
[ Specify On-screen
X 100

Y 100

Z
1.00 [ Specify On-screen Change any

.|
i [ Uniform Scale Age: D other settings

Insertion point you would

[¥] Speciy Onscreen normally change
Block Unit .
¥ [ooo when creating an

Reference Type o :
. [p.o0 S Fest erf, then click
(@ Attachment () Overay : e ‘0K’

- 1.000f
Z om0 Factor: 1. J

Locate using Geographic Data
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| - &- 0
1% feRerenes
Reference ... Status Size Type Date Saved Path
E RECO00001 _L... Opened 129 MB  Current 5/14/2013 9:46:2...

r’ E REC000001_CI... Toaded 707 KB Attach 5/29/20131:48:2... . LA AFISARCHPUBLICY 20084 RECO0000T\ DRAWINGARECO00001_CTV_DETAIL_033000 COMCRETE STAIR.

Reference N... RECO00001_CIV_DETAIL_ 033000 COMCRETE STAIR

Status Loaded

Size 707 KB

Type Attach

Date 5/29/2013 1:48:29 PM

Saved Path .\ AACAFISARCHVPUBLICK2008\RECO00001\DRAWING\RECD00001_CIV_DETAIL_ 033000 CONCRETE STAIR.DWG
Found At “\PPS-MERIDIANYam'\Vault, D-MSUEASOLYPROJECTS\EAS\FISARCH'\PUBLIC, 20084 RECO00001\DRAWINGYRECO00001_CIV_DETAIL 033000 CONCRETE STAIR.DWG

L4 External References

(o)}

. When you save the drawing and close it, the Meridian integration will
detect the xref and create Meridian references between both the
parent and child drawings.

Mame - Phaze Don =
IE] RECDE3358 - WASTE WASTE WATER TREATM. .. |:|
IE] RECD&1535 - CONSTRUCT ORIGINAL BUILDING

IE] RECD&1356 - GRAND RIVER PARK - PROPOSED...
IE] RECD&0153 - CONSTRUCT ORIGINAL BUILDING...
IE] RECD52545 - CONSTRUCT ORIGINAL BUILDING

IE] RECDO2062 - BATTERY EMERGEMNCY LIGHTING...

M=t . rl 5
i e = DE Refresh thumbnz
i +L.EE REOOOMNT ARCH PLAN FIOT MW | | Pl

Now 'Release’' the Quick Change to the drawing.

Document | Project Genera
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5.4.2.1 Exercise 16

Create a Meridian Reference (both files are in
Meridian already)

Please xref two of the drawings you added earlier.

* The drawings may not make sense to be referenced together, but this
is more about the Meridian functionality than making a usable drawing.

0 Remember to Start Quick Change first.

U Open file in Autocad and create the xref (remember to use MINI-ME)
O Save and close the drawing

U Release the Quick Change.

U The Properties on the files should now show the 'reference' icon

*you will have 7 minutes™
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5.4.3 Option 2 - Parent is in Meridian, Child is Not.

Scenario: You need to xref a drawing which is not yet in Meridian from
a drawing which is in Meridian.

In this scenario, you should first add the drawing you are trying to xref
(i.e. the 'child) to Meridian and then follow the steps outline in Option 1 -
Both Parent & Child are in Meridian
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5.4.3.1 Exercise 17

Create a Meridian Reference (only parent file is in
Meridian)

Please add a file you will want to reference, then
xref it to one of the drawings you referenced in
Exercise 18.

* The drawings may not make sense to be referenced together, but this
is more about the Meridian functionality than making a usable drawing.

0 Add a dwg file and Release the Quick Change

U Then, 'Start Quick Change' on the 'Parent file.

Q Open file in Autocad and create the xref (remember to use MINI-ME)
U Save and close the drawing

U Release the Quick Change.

U The Properties on the files should now show the 'reference’ icon

*you will have 7 minutes*
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5.4.4 Option 3 - Parent is not in Meridian, Child is

Scenario: You have a drawing which is not in Meridian and you need to
xref another drawing which is already in Meridain.

In this scenario, you should first add the drawing you are want to add the
xref to (i.e. the 'parent’) and then follow the steps outline in Option 1 -
Both Parent & Child are in Meridian
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5.4.41 Exercise 18

Create a Meridian Reference (only child file is in
Meridian)

Please create a new drawing, then xref one of the
drawings from Exercise 18.

* The drawings may not make sense to be referenced together, but this
is more about the Meridian functionality than making a usable drawing.

U Create a new dwg file (index, then double click to openit, draw a
circle or square).

O Create the xref (remember to use MINI-ME)

U Save and close the drawing

U Release the Quick Change.

U The Properties on the files should now show the 'reference’ icon

*you will have 7 minutes*
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5.4.5 Option 4 - Internal - Neither Parent nor Child are in Meridian.

Scenario: You have two drawings, neither of which are Meridian. You
want to xref one of these drawings from the other drawing..

In this scenario, you should first add the the 'child' drawing into Meridian
and then add the 'parent' drawing to Meridian and then follow the steps
outline in Option 1 - Both Parent & Child are in Meridian
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5.4.5.1 Exercise 19

Create a Meridian Reference (neither parent nor
child file is in Meridian)

Please create two new drawings, then xref them
to each other.

* The drawings may not make sense to be referenced together, but this
is more about the Meridian functionality than making a usable drawing.

U Create a new dwg file (index, open, draw a square, save, close
release the document).

QO Create a new dwg file (index, then double click to open it, draw a
circle).

U Create the xref to the drawing you created in step one (remember to
use MINI-ME)

O Save and close the drawing

U Release the Quick Change.

U The Properties on the files should now show the 'reference’ icon

*you will have 7 minutes™
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5.4.6

Option 5 - External - Neither Parent nor Child are in Meridian.

External Source - Adding - Scenario A: You have received a batch
of drawings from an External source to add to Meridian. You want to
ensure any references stay in tact and Meridian will build the Meridian
references.

1. Follow the steps outlined in Adding Drawings section (If drawings are
on a local drive, make sure to 'Delete Source')

2. Select the drawings you have just added (they will still need to be
'‘Under Quick Change')

3. Synchronize properties from files by right clicking and using the
Synchronize --> Properties from File option.

1.0WG Ut
E dawngfmm mml.iirt 2] DWG M
& ] o o constant 1.0WG .- pen File detals

Location: Operahonal \PROJ

1 O ikl :u_]eu:t Drawing, A
+ 23 PRO74402 - RETRO-CX - CO Select all the

+|5) CP13350 - STUDENT SERVICHE Edit Propertie documents you added
+1| 55 CP13346 - SHAW HALL - TERR Copy Hyperlink to ClipbBn
iy from the external

+3) CP13312- AUDITORIUM - ALTERA B, | £t Revicion Level
+|.5 CP13300 - INTERCOLLEGIATE Creen e source, right-click and
select 'Synchronize’,

13/2013 3:29:4

18/2013 8:17:0

+(5) CP13298 - | [# | Select PV Parts
+1 CP13292 - - Copy to Project or Task

+l|5) CP13230- then select 'Properties
H5 CP13231 - - Document Workflow .

5 —pebeniy _‘ from File'.

+[ 5 CP13253- - N Y,

+| 5j CP13240- )
+[ 5 CP13227 - ROADS - SHAW LANE-1|

+ |23 CP13224 - BRESLIN STUDENTE -5
L — r\n-iﬁ_"s-lr\. CEATIHIFMMAL CWE TR -
1| n L Change Document Type...
Update from title block

Assign to Work Area...

Eg Properties from File

L{#] | Show Revisions...

Meridian will examine each file and build Meridian references from all
CAD external references it finds in the selected documents.
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- = v| X | M c= M || Select reference types to show |

If it is, then you can 'Release’ the drawings.

Beassscminaiite — oot - SegakoinsalRiie]

© 2013 Michigan State University



Project Drawings| 119

External Source - Updating - Scenario B: You have received
updates to one or more drawings you have already received and
previously added to Meridian. You want to ensure any references stay
in tact and Meridian will build the Meridian references.

1. Follow the steps outlined in the Modifying Drawings - external source
section (If drawings are on a local drive, make sure to 'Delete Source')
2. Replace the document content in Meridian with the updated files ONE
AT ATIME!

3. Select the files you modified and Synchronize properties from
files by right clicking and using the Synchronize --> Properties from
File option.

+| H 7 & - -
ERel s drawing from consuttant 2.DWG -
| - kant 1.0WG File details
PRI Ph6g - LTl BA n)m gy .

FR116701 - IPF - SITE RENOVRTIO

Location: Operational; \PROJ

H

=i

+23 PR116106 - REPAIR SHEERECRELE Select all the A ct Drawing, A
+ 7 - - [}

» 3 Crravs0- sUDENT SErCER A B it Propertc documents you

415 CP13346 - SHAW HALL - TERRARE| ¥, | Copy Hyperlink to Clipbo3 replaced fromthe  jpr0139:29:4
+ - - .

+ g gg]ii;ﬁﬁq‘ﬁ;ﬁ’gﬁg@:ﬁ?ﬂ Edit Revision Level exter.nal source, right- k0135170
+5j CP13298 - PLANT AND SOIL SCIEN Select PV Parts click and select

+ T CP13252 - NISBET - ALTERATIONS| W] | Copy to Project or Task 'Synchronize', then

+ 23 CP13290 - OYER SPEECH AND HE/ \ i

+[25 CP13281 - LIFE SCIENCE - RENOVA W | Document Workflow select 'Properties from

+ ) CP13254 - COMMUNICATION ARTS File'.

+ (3 CP13253 - STUDENT SERVICES - A \ J

+[-5) CP13240 - UNION - RENOVATE RO
+L[%) CP13227 - ROADS - SHAW LANE -1

45) CP13224 - BRESLIN STUDENT EVE

2l = S AR S rETHIETR AL W TR

1| 10 lﬁ Change Document Type...

Properties from File m

Ll#] | Show Revisions...

or, 'Open' the Parent File in AutoCAD and 'save'. This will change the
path of the document to be a 'relative path' (and creative the Meridian
Reference) instead of looking for the drive the originator saved the files
on originally.

Meridian will examine each file and build Meridian references from all
CAD external references it finds in the selected documents.
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- = v| X | M c= M || Select reference types to show |

If it is, then you can 'Release’ the drawings.

Beassscminaiite — oot - SegakoinsalRiie]
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5.4.6.1

Exercise 20

Add drawings that have already been externally

referenced by a consultant

Scenario A: Add 2 drawings that have already
been externally referenced.

* Navigate to the H:\drive and the folder called MERIDIAN PROJECTS
TRAINING TEST FILES and then choose the 'adding' folder.

(H\MERIDIAN PROJECTS TRAINING TEST FILES
\SESSION...\adding)

O Select a set (when adding, you can select multiple files at once)
O Add child file

U Add parent file

QO Highlight and Synchronize the files

O Save and close the drawing

U Release the Quick Change.

U The Properties on the files should now show the 'reference’ icon

*you will have 5 minutes™
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5.4.6.2 Exercise 21

Modify drawings that have already been
externally referenced by a consultant

Scenario B: Modify 2 drawings that have already
been externally referenced.

* Navigate to the H:\drive and the folder called MERIDIAN PROJECTS
TRAINING TEST FILES and then choose the 'modifying' folder.

(H\MERIDIAN PROJECTS TRAINING TEST FILES
\SESSION...\modifying)

QO In Meridian, Create Quick Change of both parent and child drawings.

QO Select new child file and drag & drop on top of child file in Meridian.

U Replace document content

U Select new parent file and drag & drop on top of parent file in
Meridian.

U Replace document content

Q If the new versions aren't showing up, highlight and Synchronize the
files

O Save and close the drawing

URelease the drawings

U The Properties on the files should now show the 'reference’ icon,
make sure the viewer shows the updated drawings.

*you will have 5 minutes™

© 2013 Michigan State University



Project Drawings| 123

6 Project Drawing Set

Overview:

The 'Project Drawing Set' should be used for a complete pdf file that
consists of all the sheets for that phase of the project (ie. bid set,
addendum, DD 95% review, CD, SD, etc). In some cases you may be
responsible for only one discipline and in that instance, you could add
ALL the sheets for that discipline for that phase of the project (ie. bid
set - mechanical, addendum - structural, DD 95% review - architectural,
etc.).

To Begin, make sure you are in the Operational Vault and Scope that
best describes which Department or Crew you work for.

(1] - BlueCie

eridian Enterpr

Vault Edit View Folder

Gkl QoL
{5 Engineering & Architectural Services | . _Ex
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Drag & Drop

Find the drawing set you are going to add and drag it into Meridian. You
do NOT need to conduct a search first.

* Meridian will file the drawing set based on the indexing properties you fill in, so the
location you drop it in doesn't matter other than making sure you are in the Operational
Vault and Projects Scope.

* Make sure to drop it ABOVE the line, where the folder structure shows.

(1] Operational Main area - BlueCielo Meridian Enterprise 2012

Vault Edit View Folder Tools

Name & 4 To-Do Person

[
; FACILITIES DATAREPORTS
[ | FACILITIES PHOTOS
[# |, FORMS, POLICIES, REFERENCES AND PROCEDURES
[+ | OPERATIONAL DRAWING

YES!!

¥ | PROJECTS
| STAFF
7l |, TASKS
*. | UNIT REPORTS

ﬁop draﬁlg ABOtE the Iine.? *

3. Document Type Selection

|
R sty [ e

Which document type should be used for 'PROJECT DRAWING
SET.pdf?

T8l Construction Standards )] Project Duwing

@. Facilties Data Reports . Project Drawing '
Tl Forms and Templates (=], Sta

@ Operational Drawings \@, Task

‘@, Palicy, Procedures, References ‘@, Unit Reports

‘@, Project Document

Click 'OK'

Now you are ready to Describe the Document you are adding to
Meridian.
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6.1.1

Describe the Drawing Set

' Eptam Daleaits Hy Dafedts | =] Cemund 5 ubection Eroeam ul:lmnll l

Gubllaz DAWESET DRAWNG SET
Sty Level # F PLiBLIC

Flaads]

Destoriplon
Fila 5§ uife:

hingnatz i
Souce Comgany
Ovig. Filal arm FAOJECT DAMSTHE SET

H L Pl M

Cocuanent Cisis i

il M

The WiZﬂUd is the dialog box that comes up when you are

adding a drawing set or editing drawing set properties.

It contains the indexing fields you will fill in so that Meridian can file the
drawing set appropriately and everyone working on Capital Projects can
find that drawing set if they need to.

- Red fields are required
- Black are optional

- There are 3 tabs where information can be filled out

- d magnifying glass icons are drop-down lists for choosing pre-
determined values

Wiew . .
- View button allows you to open and view the document you are
adding in order to describe it correcily.

© 2013 Michigan State University



126 Meridian Training

6.1.1.1 Project Drawing Set Tab

The Project Drawing Set Tab is where you will fill out the Project
Information.

The first thing you will need to do is pick the Project this drawing
should be filed under.

 Click on the magnifying glass next to project. *There is NO other way
to select a project. You CANNOT type in th/s field.

%0 Import ‘PROJECT X

SetWaluez To

Copy Existing Docurent Y alues

[

I Syztem Defaults | by Defaults Current Selection | Broveze to Document |

 Project Drawing Set ] General | Motes |

Project @ /

. _/’ -
DO NOT TRY TO TYPE HERE

Click here to
selecta
project.

For instructions on using the Project Selection Tool, please refer
to the Project Document Tab section in training manual.
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Set "Jalués Tao Copy Existing Docurment Values
Syztem Defaults | by Defaultz | | Current Selection Browse to Document

| General I Motes I

Project 2 - LEGACY
RECO0000T  TEST-TEST - TEST - TEST - TEST - TESTING - TES.
2008 ' |

Buildings 0o PAOLUCC! BUILDIMNG

Bepartment EIES 'ENGINEERING AND ARCHITECTURAL SERVICES |
Crew /| FISSRCH  RECORDS - ARCHIVES

E

Now the project information is filled out and also
Meridian should have auto-populated the department
and crew fields based on your user information.

File Mame: |
Delete Source Wiew |
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6.1.1.2

General Tab

The next thing you will need to do is describe the drawing.
Again, use the magnifying glass icon to select values from a drop

down list..

[ %0 Import ‘PROJECT DRAWING SET. En it Propertie
Select the 'Phase’ of the SetValues To Copy Existing Document Yalues
set Spstemn Defaults | Iy Defaults | | Current Selection Erowse to Document |

Project Drawing Set General | Notesl

Phase BID SET

[WlARCH  ARCHITECTURAL
e CIvIL
[JELEC ELECTRICAL

Ae I

Discipline

1 [ »

DWwWGESET
PE

SubClass

DRAWING SET
PUBLIC

Security Level

Fillin any other
descriptive Flaor(s] FLO FIRST
information Cen TERRACE

Description

File Suiffix

Originator 4| INTERMAL

Source Company ‘,H |

{Orig. FileMame 'FROJECT DRAWING SET
MSLI File Name 'RECO00001_BID SET

Select ALL
disciplines
included in the set.

Select 'Originator'.

Document Date Fiznazms |

{Flle Mame: RECO00001_BID SET )

Delete Source WYiew

[ Fmsh  J)[ concel

]
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6.1.1.3 Finishing Up

The drawing you added is now in Meridian, filed correctly.
Meridian will automatically take you to the drawing you just
added.

document  Tools  Help

Search ‘Project Number' | = = » ©pl0192

To-Dio Person MSU File Name Original File Name

=)L EAS

The drawing is

. EST
= & F'S';EEEC now in Meridian

S 2008 filed in the
E=1}) RECO00001 correct location.

J. DOCUMENT

=}, DRAWING
LS drawing from consutant 1.0WG
B " drawing from consultant 2 DWG 7
F REC000001_ALL_ELEC_DETAIL_FLOT.DYé

RECDO0001_ARCH_PLAN | drawing from consult...
RECDO0001_ARCH_DET... | drawing from consult
RECO00001_ALL_ELEC_..

F{ECDDDDm M1 2 MEC

training project drawing

]
ML 2m2

Now you will need to Release the document for Meridian to store

the first versmn of it.
R _FLO1.DWG

] Open with Adobe Acrobat XI
_ Print
B b 2012 i
Open with
p [+]. EISCAD
Edit Properties
R|ght'CI|Ck on the ﬁle Copy Hyperlink to Clipboard
)
53'801: lDocument dit Revision Lewvel
lect FIV Part
Workflow', then § o
Release Quick Change'. art Quick Change
-I C | Release Quick Change );J

L: < R e - r Revoke Quick Change l"‘i"
L MNT | £ssign to Work Area '. !

Enter a comment and click 'OK".
4 Release Quick Change

You can enter a short comment in the document log.

M1

C ox ) [ conc
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6.2

Exercise 24

Drag & Drop a drawing set pdf into Meridian

Please Drag & Drop a Project Drawing Set pdf
into Meridian Projects.

O For this exercise, you can choose any pdf document from anywhere
on your computer.
*Do NOT select 'Delete Source' during this exercise.

a Add the document as an INTERNAL document. Fill in the Wizard
completely and click Finish.

U Remember to Release the Documents!

*you will have 7 minutes®
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71

Extras

Working Copies - Terminology & Definitions

L]
 —
* \When you are working on a document in Projects, it will be in the

'Quick Change' status in Meridian. This means that users will be able
to VIEW and USE the document as the changes are being made.

* |t is important to 'Release’ the document into the vault when you are
finished so users know it is the completed, updated version.

Below is the list of terminology you will see in meridian regarding
working copies:

Start Quick Change:

To Modify a document

Quick Change:

When you create a new blank document in Meridian, it is added into the Quick Change
status.

Release Quick Change:

When you are finished working on the document

Release:

When you create a new blank Document in Meridian and are finished working on it.

Revoke Quick Change:

When modifying,if you made a mistake and don't want to save the changes you made
into Meridian Projects

Revoke Documents:

If you created a new blank document in Meridian and don't want to save it

When you are adding and modifying documents in the Operational
vault, you will have to perform these actions.
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7.2

7.21

Best Practices & Shortcuts

There are certain things to remember that can make using Meridian
easier.

Ensuring use of most current document

Copy to Project or Task:

* When working in the Operational Vault, use copy to project or task feature to
use a template to start a document or drawing from.

* This will ensure you are starting from the most current version.
%] ITIELL FIV Fdlily

Copy to Project or Task

Delete Source:

* When working in the Operational Vault, make sure you select 'Delete Source’
on the wizard.

* This will ensure one copy that everyone will use instead of multiple versions
all over the office.

| Delete Source

Release Quick Change:

* Remember to 'Release’' the document/drawing into the Operational Vault
when you are done modifying it.
* If you don't, other users won't be able to have access to the most current
version.
- if you created the file within Meridian, it will be 'Release’
- If you added it by any other method or are modifying, it will be 'Release
Quick Change'

NE

ﬂ (] (=

&s | Change To-Do Person i

:. Change Manager [‘

g} Revoke Documents K3 Release Quick Change
l#%| Release [\; Lg# Revoke Quick Change
" Lag OR I
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7.2.2

Nav View Shortcuts

My To-Do List:
* To check any "Quick Change" documents/drawings you have
assigned to do, use the 'my to-do list' Nav View.

All To-Do List:

* To check all "Quick Change" documents/drawings, use the 'all
to-do list' Nav View.

To-Do Person Description

'My Files' Nav Views:
* Use these nav views to locate ANY files you have added to the
Projects area in Meridian.

'By Creator' Nav View:
* Use this nav views to locate which files were added by a certain
user to the Projects area in Meridian.

=t
L ¥
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7.2.3

Current Selection adding option

Current Selection:
* Helps expedite the adding process if you are adding multiple documents or
drawings with some of the same attributes
a. Add the first file using normal procedure. Release it!!!

b. Make sure the file you just added is selected. Make sure it is the ONLY
file selected!!!

- RECOD0001_LAND_PLAN dwg Project Drawing DRA
# E§ RECO00001_M1.2_MECH_PLAN_FLO1_SPECIFIC DES... | Project Drawing DRA!
@] RECODDODT_MOTICE_UTILSHUTDM_STEAM.DOCK Project Document

@] RECO00001_PROJREG.DOCXK Project Document DoC!
[+l RECOOMNT PROAIRFD NESCRIPTIOM Adare Prrirrt Mneimeant N

c. Drag & drop file you are adding into Meridian. As long as the file you

want it to mimic is selected, it doesn't matter where you drop it. Select'As New
Document'.
IIIE RELUUUUY | Y _UE AL _USSUUT WUNUGHRE TE o T AR
Iﬂ] RECOD0001_CORRESP_FAX_TO_SAMANTHA DOCX
-W RECOOOD0T_CORRESP_LETTER_TO_LOREMA.DOCX

FTOject Urawing
Project Document
Project Document

LIRANY NG UE AL

J A5 New Document
7 RECO00001_CORRESP_SCOTT_ - RELEASE pdf Project Document ONDEN
[ ] RECO00001_FAXTRANS DOTX Project Documert | A5 YD Part SMITTE
= RECO00001_FNLPAYFORM.PDF Project Document As New Revision YMENT
.FS RECO00001_LAND_PLAN dwg Project Drawing

-ES RECODODOT

1 T

_M1.2_ MECH_PLAN_FLO1_SPECIFIC DES... | Project Drawing Cancel

d. Select document type.

CECTEET S

Which document type should be used for
'RECO00001_ARCH_LOCMAP.pdf?

T8l Construction Standards sl Project Drawing
a Facilties Data Reports @ Project Drawing Set
el Forms and Templates e Staff

Tw] Operational Drawings el Task

sdusag, References \@ Unit Reports
Project Document

Co Dl el |
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e. When the Wizard appears, select 'Current Selection'.

Setalues To Co izt ent Y alues
Systemn Defaults | by Defaults | |

Froject Docurment I Generak®

Browse to Daocument |

Select 'Current
Project Selection’.

Buildinae
Current Selection

If Your Current Selection is Mot a Single Document, Press Cancel Mow

Click 'OK".

C o D G

f. Notice all the fields fill out EXACTLY like the document or drawing you
had selected in Meridian.

g. Change the fields that make this document or drawing different than
the previously added file. If you don't change anything and it is the same file
type (.doc, .pdf, .xIs, .dwg, etc.), it will give you an error message.

Remember to 'Release Quick Change' when you are done working on it!!!
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7.3

Deleting Documents & Drawings

Everyone in EAS will have permission to Delete Documents & Drawings
from Meridian Projects. Because of this, you will have to be extremely
careful to make sure you are on the correct file and it is a file no one
else is using or will need when you decide to delete it. Thankfully, if you
accidentally delete afile...it can be retrieved!!!

* To delete a document and/or drawing in Meridian Projects, all you
have to do is select the file and hit either
o the 'Delete’ key
o'Ctrl+D" on the keyboard
oRight-click and select 'Delete’.

Hint - Make sure you are really in Meridian and not a Windows Explorer window and
vice versa. Because itis SO easy to delete a file, if you are not 100% inside a windows
explorer window, sometimes a selected file in Meridian will delete instead of the file in
windows explorer.

* When prompted, select 'Yes' or 'No' based on whether or not you are
sure you want to delete the file.

|

[9} Are you sure you want to delete 'RECO00001_MOTICE_UTILSHUTDM_STEAM. pdf'?

2 | Yes | | Mo |

The file will now be removed from the folder in Meridian.
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If Deleting the file was an accident or mistake... Go Back in Time
to get it back:

1. Click on 'Now'

4

Vault Edit ew Document Too ) . ,
. Click 'Now'... :
% | H Search ‘Project Mumber [T = » rec000001

Name = Documert Type Doc Class Doc SubClass Doc SubClass Detail Doc 5

2. Select Date/Time

¥ou can open a vault or a work area at a specified
moment in time. This means that you can see its
contents at that moment in the past.

Go to
i) Mow 12/19/2013  3:00:49 FM

Baseline

@) Specific date/time

12/19/2013  [E~ [E:00:38PM
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3. Drag the file out of Meridian and re-add it by Drag & Drop
method of adding (Drag & Drop from Outside Meridian)
- You will have to go to 'Now' to re-add.

Vault Edit Document Tools Help

=[5y RECDO0001 - TEST - TEST - TEST - TEST - TEST - TESTING ...

=1 DOCUMENT

(& RECDD0001_ADD_MINE xsx

&) REC0D00D1_ADD_TEST xsx

] REC0D0001_ADD_YOURS xex

0] REC0D0001 CORRESF_FAX TO_SAMANTHA DOCX
]| REC0D00D1_CORRESP_LETTER_TO_LORENA DOCX
RECO00001_CORRESP_SCOTT_-_RELEASE pdf
[+ RECOD0001_FNLPAYFORM PDF

el

#(]] REC0D0001_PROJREQ.DOCX

0] RECDD0001_PROJREQ_DESCRIFTION. docx

@) REC0D0001_PROJREG_TEST docx

] RECDDO001_SPEC_220500.00CX

0] RECDDD0D1_SPEC 312323 TEST.DOCX

@) REC000001_TESTBAL_HYDRO_EDITED docx

5 DRAWING

DOCUMENT
DOCUMENT
DOCUMENT
DOCUMENT
DOCUMENT
DOCUMENT
DOCUMENT

DOCUMENT
DOCUMENT
DOCUMENT
DOCUMENT
DOCUMENT
DOCUMENT

I

Search ‘Project Number' | 7

Doc SubClass

» recd00001

Doc SubClass Search

Click here to get
back to ‘Now".

ADDENDUM
ADDENDUM
ADDENDUM

Doc Sub Detail Doc SubDetail

CORRESPONDENCE
CORRESPONDENCE
CORRESPONDENCE
FINAL PAYMENT / ...

PROJECT REQUEST
FROJECT REQUEST
PROJECT REQUEST
SPECIFICATIONS
SPECIFICATIONS
TEST AND BALANC...

SPEC

TESTBAL

HYDRONIC
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7.4 Revision History

As long as the file is stored in Meridian, the revision history will be
stored and updated whenever the file is modified and you will be able to
get to the previous version of the file.

Right-click on file and
select 'Show Revisions'

EHAWINE - Create New Version

DRAWING T .,
DRAVY . | Show Revisions...l\r‘ )- [
- Y =T Y R oo -
l *‘— RECO00001_M1.2_MECH_PLAN_FLO1_SPECIFIC DES... DRAWING e ]
4 ]
Show revisions of document B op
||+ Revisions of RECO00001_M1.2_MECH_PLAN_FLO1_SPECIFIC DEscm’mn_ ol S
Use option icons to: m
View in AutoCAD B corn @ )
View in AutoVue LA "ﬁ....._./ Name Effective From Modified By Status Commert
Compare 2 files d

- RECOD0D0T_M12_.. 12/17/20132:01:22... kschroeder (Schroed...  Released (outdated revision)
_I RECO00D0T_M12_..  12/19/2013 2.50:04... kschroeder (Schroed... Feleased

View properties

© 2013 Michigan State University



140

Meridian Training

To compare two of the files in the revision log:

Click on 'Compare’ button

[[| Compare 'Rev. 1" of RECO00001_M1.2 MECH_PLAN_FLO1_SPECIFIC DESCRIPTIONM.dwg' with Rev. '0" of R... =] 2

Ul @ 1|2 r=« 2P &

Rev. I’ of RECODO0D1_M1.2 MECH_PLAN_FLO1 SPECIFIC DEY

=3O

Rev. '0' of RECO0D001_M1.2 MECH_PLAN_FLO1 SPECIFIC DEY

e

4 F

Compare options

| Show additions [ o | - |

7| Show deletions (- -

7| show unchanged (=i~
Print Differences...

4

Compare result

-

Compare property values... | | Close
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To copy a previous version of the file to a Project, right click on
the version you want and select ‘Copy to Project or Task':

Mame Effective
Open
Print
Open with

Edit Properties

\ Copy Hyperlink to Clipboard
Edit Revision Level

|w] Select PIV Parts

| Copy to Project or Task )

[|'] Compare

Add to Search F!E:Lllt-_J-b

To revert to a previous version of the file to a Project, right click
on the version you want and select 'Revert to This Revision':

Narne cew
- T T T T
Open
Print
Open with

Edit Properties
\ Copy Hyperlink to Clipboard
Edit Revision Level
|w] Select PIV Parts
Copy to Project or Task

[’} Compare

oo

Add to Search Results
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7.5 Searching

* Nav Views - pre-determined searches administrators set up using
indexing properties
B operat

]

Vault Edit View Folder Tools Help

To-Do Person MSU File Name

) FACILITIES DATA REFORTS
) FACILITIES PHOTOS
, FORMS, POLICIES, REFERENCES AND PROCEDURES
, OPERATIONAL DRAWING

Click on Folder to access Nav
Vlew list.

£ |, STAFF
L TASKS
&, UNIT REPORTS
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¢ Basic Search (Find Toolbar) - user can type what property they
would like to search for or select from drop down lists.

[

2]
L3

Vault Edit View Folder Tools Help

Name & TrNe Parenn MEI] Fil= Name=

The find toolbar turns off occasionally for various reasons. To turn it
back on, right-click in area where it should be and select Find Toolbar.

[M] Operaticnal Main area - BlueCielo Meridian Enterprise 201253 Office Clie

Vault Edit WView Folder Tools Help

|T| Main toolbar

Find toolbar )
I, -

""Manager toalbal¥

Scope toolbar

|, FACILITIES DATA REPORTS Toolbar'. _ _
FACILITIES PHOTOS Properties

*. |, FORMS, POLICIES, REFERENCE S rmo-rrosroomes Bl viewer Cri= At =V

L OPFRATINNAI NRAWING T

Ctri=Alt=P

* Find Documents (Tools Menu) - User can choose from the drop
down lists of indexing properties to search
[M] Cperational Main area - BlueCiele Meridian Enterprise 201253 Office Clie

Ti‘ gl Find Documents

click on 'Tools’,
then select 'Find

DOcuments'.

* Collections - A view the user can set up themselves in their Nav View
lists.

*see user manual from Original Training for detailed instructions on
different types of searching Meridian.

ASK ANY OF THE FIS STAFF FOR HELP
ANYTIME!N!
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