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This manual will provide step-by-step training for accessing, adding and modifying Policies, Procedures
and References in the Meridian Document Management System on the Campus of Michigan State Uni-
versity.
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2 Policies, Procedures & References

1 Policies, Procedures & References

A select group of individuals have permissions to add and modify documents in
Policies, Procedures and References within the Operational Vault in Meridian. Some
of the Policies, Procedures and References will be published to the web.

Permissions for the Policies, Procedures and References are based on which
department and crew you are a part of.

Because one single Policy, Procedure or Reference can be used by multiple crews,
when you use the Policies, Procedures and References Nav Views, pay attention to
the 'Crew Code' column. If your crew is not displayed there, you do not have
permissions to modify that document.

Search ‘Project Number' | = = ¢ cpl16224
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Accessing Policies, Procedures and References

Open the Operational Vault

Make sure you are in the Scope for your Department or Crew. If not, click on the name of the scope
to see a drop-down list.

3. Select one of the Policy, Procedures and References Nav Views.

N

Operational Main area - BlueCiele Meridian Enterprise 201751 PowerUser

Vault Edit View Folder Tools Help

i Search 'Project Number |7 ==
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Modifying a Policy, Procedure or Reference

4. Locate the Document
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Vault Edit View Document Tools Help
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4 Policies, Procedures & References

5. Start a Quick Change

a. Once you have located the Policy, Procedure or Reference that needs to be modified, you will
need to Start a Quick Change. This action will check the document out to you and prevent other
users from being able to modify the document while you update it. Users will still be able to use
the document as it was BEFORE you started the quick change.

b. There are 2 different ways to Start a Quick Change.
1. Double Clicking - shorter way
2. Using Menu - longer way

Double Clicking (shorter way)
1. Double-click on the document
2. Select Start Quick Change and open for editing.
3. Enter a comment in the log.
4. Click OK

H-Eg Policies. Procedures and Ref ...
®3 POLICY
#|_2) PROCEDURE
=l{Zy REFERENCE
®5) ACTION PLAN
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Using Menu (longer way)

Right-click on document to be modified.
Select Document Workflow.

Select Start Quick Change.

Enter a comment in the log.

Click OK.

Double-click file to open for editing.
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6. Modifying the Document
a. Make any updates/changes to the document in the native
program of the file.
b. Save the document
When you save the document, it will automatically save the changes you made in Meridian.
Once the document is released (the next step), the changes will appear for all users to see.
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7. Release the Quick Change

For users to see and use the modified Policy, Procedure or Reference, you will need to
Release the Quick Change. By selecting 'Release Quick Change' you are telling
Meridian your changes are completed.
Right-click on the document.
Select Document Workflow.
Select Release Quick Change.
Enter a comment in the Log.

a.

b
C.
d.
e

Click OK.
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Policies, Procedures & References 7

Adding a Policy, Procedure or Reference

To add a document to the Policies, Procedures and References in Meridian, you
will have to have the correct permissions to add documents for your department or
crew.

Open Meridian to the Operational Vault and make sure you are in the Scope for
your department/crew. You do NOT need to conduct a search or open the PPR
folder.

WaUIT EdIT WIEW

Search ‘Project Mumber |7

Mame . " To-Do Person M5U File Mame Criginal File Name Description
-~ [ Operational/Mainarea
COMSTRUCTION STANDARD
COMSTRUCTION STANDARD ...

FACILITIES DATA REFORTS
FACILITIES PHOTOS

FORMS, POLICIES, REFEREN...
OPERATIONAL DRAWING
OPERATIONAL DRAWING -W...
PROJECTS

SAFETY DATA SHEETS

STAFF
TacKE

1. Drag & Drop
To add a Policy, Procedure or Reference, simply drag & drop the document into
Meridian. The document should already be created outside of Meridian.

a. Drag and drop the file into Meridian. Stay above the line under
the last file.

e

To-Do Person MSU File Mame Original File

CONSTRUCTION STANDARD
CONSTRUCTION STANDARD ...
FACILITIES DATA REPORTS
FACILITIES PHOTOS

FORMS, POLICIES, REFEREMN...
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PROJECTS
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STAFF
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. UNIT REFORTS
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b. Selectthe Document Type of Policies, Procedures, References
c. Click OK.

T Select Document Type

Which document type should be used for "Mew FIS portal set-up
instructions.pdf?

Tl Construction Standards Tl Safety Data Shest
@ Facilties Data Reports @ Staff

@ Forms and Templates @ Task
el Operational Drawings Ul‘lﬂRepDI‘tS
l:*| Policy. Procedures, References

Lucamenc
@ Project Drawing
@ Project Drawing Set

Cancel

2. Describe the Document

d. Fill in the wizard with the appropriate metadata.

e. For Department and Crew, see instructions below. Use Magnifying glass to access
them.

f. If a description is needed, only fill out the Description field and leave the File Suffix
alone. This autopopulates.

g. Check the box to delete the file outside of Meridian and have Meridian be the single
source for the file.

h. Click Finish when the wizard is done being filled out.

B Import 'New FIS portal set-up instructions.pdf' - Enter/Edit Properties b4

SetWalues To Copy Existing Document Y alues

System Defaults | by Defaults | Current Selection Browse ta Document | 9

Document Information I MNotes ]

Doc Class A [FeF | [REFERENCE |
Sub Class 4| [[SETSTAND] [45SET STANDARDS

e [] CXSADMIM___CXS ADMINISTRATION
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< >

Deplfl:leve CX5___COMMISSIONING =

Project Type ﬂ FACULTY READINESS A
MaI0R
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FURCHASE ORDER 7

Security Level ¢ [re | [PUBLIC |
I Dezcription add document for training marual I "
File Suffis 4DD DOCUMENT FOR TRAINING ManU |

Document Date F1115/2M9 -

File Mame: | | |

a | [ Delete Source | Wiew
° cance'
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Policies, Procedures & References 9

e. Department/Crew Selection

This field will determine two things...

1. Which crew is responsible for maintaining the document (primary crew)

2. Which crews will want to view the document in their department/crew specific

Nav Views.

If the file pertains to ALL IPF departments and crews:

a. click the Search button
b. select the entire list.
c. Click OK
d. Pick a primary crew by checking the appropriate box (responsible for maintaining
the file).
e. Click OK.
| =
Levels Search
Dept i
® Dep << Filter D epar
Crew AP
CP&
| A oA
Global Search | | ﬂ E E ﬂ
rtrnent Code | Department | Crew Code | Crew "
i ADMIMISTRATION ADMIMN ADMIMISTRATION
ADMIN ADMINISTRATION ADMSLIP ADMINISTRATIVE SUPPORT
CPA, CaMPUS PLANMING AMD ADMINISTRATION CPa& CAMPUS PLANMING AND ADMINISTRATION
X5 COMMISSIONING CSADMIM CxS ADMIMNISTRATION
CxS COMMISSIOMING CxSaDMSUP CxS ADMIMISTRATIVE SUPPORT
X5 COMMISSIONING EBC: EXISITING BUILDING COMMISSIONING
CH5 COMMISSIONING HECH MEW CONSTRUCTION COMMISSIONING
COkM COMMUMICATIONS COrM COMMUMICATIONS
CUST CUSTODIAL SERVICES CUST CUSTODIAL
EMRGY EMERGY & ENVIROMMENT EEADMIM EMERGY ADMIMISTRATION
EMRGY EMERGY & ENVIROMMENT EEANALYSIS EMERGY AMALYSIS
EMRGY EMERGY & ENVIROMMEMT EEEDUCATOR EMERGY EDUCATOR
EMRGY EMERGY & ENVIROMMEMNT EESUFFPORT EMERGY SUPFPORT STAFF
FRIB FACILITY FOR RARE ISOTOPE BEAMS FRIB FRIE
LM0O LAND MANAGEMENT L0 LAND MANAGEMENT OFFICE
LS LANDSCAPE SERVICES ARBOR ARBORISTS
LS LAMDSCAPE SERVICES GARDEM GARDEMERS
LS LANDSCAPE SERVICES GOLF GOLF CREW
LS LANDSCAPE SERVICES HaRD H&RD SURFACE AMECHAMICS
LS LANDSCAPE SERVICES IRRIG IRRIGATIOM
LS LANDSCAPE SERVICES LS LANDSCAPE SERVICES
LS LANDSCAPE SERVICES LSSUPP LANDSCAPE SUPPLY
LS LANDSCAPE SERVICES HURSERY HURSERY
LS LANDSCAPE SERVICES SITE SITE CREW
LS LANDSCAPE SERVICES TURF TURF CREw
MAINT MAINTEMANCE SERVICES MAINT MaINTENANCE
SAFE OCCUPATIONAL SAFETY AMD COMPLIANCE SAFE OCCUPATIONAL SAFETY AMD COMPLIANCE v
< >
Iterns: B4 LCancel |

o=
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| &=

Levels Search || || hd Yx 9
) Dept TRANS__ TRANSPORTATION | Crew Code [ Crow |
@ Crew <cFiter || TRANS TRANSPORTATION |
B DADMIN ADMINISTRATION A

: -] ADMIN__ADMINISTRATION

’ - []4DMSUP__ADMINISTRATIVE SUPPORT

E| DEPA CAMPLS PLAMNING AND ADMINISTRATION

- [[] CPé___CAMPUS PLANNING AMD ADMINISTRATION

E| #1045 COMMISSIONING

] CXSADMIN___C#S ADMINISTRATION

| CRSADMSIUP__ =G ADMINISTRATIVE SUPPORT

[JEBCK__EXISITING BUILDING COMMISSIONING

i [ MOCH___MEW CONSTRUCTION COMMISSIONING

B[] COMM___COMMUNICATIONS <4 Add

e [] COMM__COMMUMICATIONS

B[] CUST__CUSTODIAL SERVICES

e ] CUST__CUSTODIAL

=[] EMRGY___EMERGY & ENVIROMMENT

i [] EEADMIN__ENERGY ADMIMISTRATION

[ EEAMALYSIS___ENERGY AMALYSIS

‘[ EEEDUCATOR___EMERGY EDUCATOR

i [JEESUPPORT__ENERGY SUPPORT STAFF

=[] FRIE__FACILITY FOR RARE I150TOPE BEAMS

.. [] FRIE___FRIE

=0 LMD_LAND MANAGEMENT

L[] LMO__LAND MAMAGEMENT OFFICE Remave 35

&[] L5__LANDSCAPE SERVICES =

___ARBORISTS << Unda

___GARDEMERS =

- GOLF CREW

__ HARD SURFACE /MECHANICS

__IRRIGATION v
£ >

e OK Cancel | E(iil";tl-':tl:ilri'tg:lllc;u navigate to any level and fill selection list

If the file is specific to certain departments/crews:

Either use the search tool from above instructions and select all the appropriate

click on the Dept radio button and

Pick a primary crew by checking the appropriate box (responsible for maintaining the

a.
crews, or

b. Double click on a Dept to access their crew list.

c. Select all the crews that pertain to that file.

d. Click the Add button.

e. If other departments and crews are needed,
repeat steps.

f.
file).

g. Click OK.
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O

Search |

11

*

<4 Filter

[ | Y% e
[

Department Code I D epartment

" Crew ADMIN ADMINISTRATION
ADMINISTRATION
r (5 COMMISSIONING
CUST CUSTODIAL SERVICES
ENRGY ENERGY & ENVIRONMENT
FRIB FACILITY FOR RARE ISOTOPE BEAMS
LMD LAND MANAGEMENT
L5 LAMDSCAPE SERVICES
MAINT MAINTEMANCE SERVICES
SAFE OCCURATIONAL SAFETY AND COMPLIAMCE
E&S PLAMMING, DESIGN & CONSTRUCTION
P POWER AND wATER
Ps PROJECT SERVICES
¢ add | 55 SUPPORT SERVICES
SUST SUSTAINABILITY
TELCM TELECOMMUMNICATION SYSTEMS
TR&MS TR&NSPORTATION
@) Dept/Crew — O X
Search " " Y[Yxl—g
) Dept CX5__ COMMISSIONING | | ——— S I
(®) Crew o Fiter | CXSADMIM TS ADMINISTRATION
—I CHSADMSUP X3 ADMINISTRATIVE SUPFORT
.......... [] C+5__COMMISSIONING e EECH EXISITING BUILDING COMMISSIONING
NCCH NEW CONSTRUCTION COMMISSIONING
0=
& Dept/Crew — O e
Levels Search || " Y[Yxl-g
O Dept E&S_ PLAMMING, DESIGH & CONSTRUCTION | Crem Core [ Crew |
@ Crew < Fiker || A5 SDMINISTRATIVE SUPFORT
;I COMST CONSTRUCTION
E Cx5__ COMMISSIONING DES DESIGN |
- EASADMIN E&S SDMINISTRATION
EAS ENGINEERING AMD 8RCHITECTURAL SERVICES
EST ESTIMATING
FO FRONT OFFICE
PLAN PLANNING
[JCONST__CONSTRUCTION FISARCH RECORDS - ARCHIVES
[C]DES__DESIGN FISCAD RECORDS - CAD
CIFISARCH__RECORDS - ARCHIVES FISGEN RECORDS - GEMERAL
FISGIS RECORDS - GIS

-[JFISGEM__RECORDS - GEMERAL

¢ Add |

PPN S P N P T —— ‘j g g W

Cancel

Right-click to nawigate to any level and hll selection list
accordingly.
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To remove departments/crews:

a. Select them on the left

b. Click the Remove button.

c. Click OK.

=
Lewvels Search ” ” 4 Yx e
O Dept EAS_ PLANNING, DESIGN & CONSTRUCTION | Crom Code | Crom |
(® Crew << Fiker || AS ADMINISTRATIVE SUPPORT

= CONST COMSTRUCTION

B[] C%S__ COMMISSIONING
- o [C] CHSADMIN__CS ADMINISTRATION

oo [] CXSADMSUP__CXS ADMINISTRATIVE SUPPORT
Lo CTMEEY WP CONSTRUCTION COMMISSIONING

=] S__ PLANMING, DESIGN & CONSTRUCTION
-[JCONST___CONSTRUCTION
[JDES__DESIGM

-] FISARCH__RECORDS - ARCHIVES

oo (] FISGEN__RECORDS - GENERAL

o oK | Cancel |

° Bemove »»

DES
EASADMIN
EAS

EST

FO

PLAN
FISARCH
FISCAD
FISGEN
FISGIS

DESIGH

EAS ADMIMISTRATION

ENGIMEERING AND ARCHITECTURAL SERVICES
ESTIMATING

FRONT OFFICE

PLANNING

RECORDS - ARCHIVES

RECORDS - CAD

RECORDS - GEMERAL

RECORDS - GIS

Right-click to navigate to any level and fill selection list

accoidingly.

*Finish filling in the wizard to describe the file if you haven't already done so.

3. Release the Document

"0 T

Click OK.

Right-click on the document
Select Document Workflow
Select Release or Release Quick Change.
Enter a comment about the change.
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Synchronize

View
Draft Print...

Show Revisions...

(==

=

ey

i 3

k5] Build Report...

=% | Send to Email Recipient..,
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Copy
Delete

Add to My Search Results
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B} Release Quick Change

B
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®. | FISARCH

®. | FISCAD

= | FISGEN

~ #. | DBSOLETE

= | PUBLIC

=l ASSETS

kingkend (Schroeder...

You can enter a short comment in the document log.

k . Start Quick Change

13

Release Quick Change h

r

¢5| | Revoke Quick Change

Cirl+C
Ctrl=D

e

Cancel

Editing Properties

To make changes to the information that describes the document, use the 'Edit Properties’

function.

1. Right-click on the document.
2. Select Edit Properties.

[QEEIET I

| | ASSETS

TANDA...
REMNCE

-

T CAMPU
CAPITA
CRITICA

Open with Adobe Acrobat 2017
Print
Open with

Edit Properties I/\\s

FISITT A
MAP
MSU 51

]----Q
[l

) Approve Metadata
k Copy Hyperlink to Clipboard
Edit Revision Level
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3. Update the wizard with the appropriate metadata.
4. Click Finish.

[N Create 'REF_ASSETSTAND_DELETE_ME.pdf - Enter/Edit Properties

Drocument Information ] Maotes ]

Doc Class A [reF | [REFERENCE |
Sub Class 4| [[SETSTAND| [4SSET STANDARDS |
Dept/Crew A [ o5 _coMMISSIONING "

-] CHSADMIN_CxS ADMINISTRATION

<[] Cx5ADMSUP___CxS ADMINISTRATIVE SUPPORT
-] EBCx__EXISITING BUILDING COMMISSIONING

e []MCCK__MEW CONSTRUCTION COMMISSIOMING v

Praject Type ﬂ FACULTY READIMNESS ~

MAJOR

MINOR

PURCHASE ORDER v
Security Level 0| [FB | [PuBLI |
Description [DELETE ME pleasd |
File Suffis [DELETE ME PLEASE |

Document D ate M1115/2M9 -

File M ame: | |
Wigw

Stare as My Defaults

P ——
00— ..

Meridian may alert you that the change you made will result in the document being
renamed or moved, if this message appears, click 'Finish’.

o Maove or Rename Document

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

Press Fimsh to continue, or Cancel to return
to the Edit Propertiez dialog.

Fimizsh Cancel
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