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This manual will provide instructions for searching, viewing, adding, editing and modifying files in
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1

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 are located

3. Why we are using 'Projects’

4. How to use 'Projects’

Searching for documents

Adding documents

Using other document types from Meridian
Modifying documents

Editing Properties

Deleting documents

"0 Q0T

“ MERIDIAN
ENTERPRISE

&'4 ACCRUENT

2022
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Projects Training Overview 3

3.1

Projects Explanation

Projects is an area in the Meridian Operational Vault where the native files for current
and past projects are stored. Projects - Documents, Projects - Drawings and
Project Drawing Sets are Document Types within Projects.

Meridian can be used as a central repository for the documents and drawings while
they are being worked on during a project. Native file formats can be stored in the
Operational Projects areas and either kept current as the project progresses or be
used as reference documents for future projects. Files in the projects area are NOT
archived. The approved, final versions are taken from the hard copies and project
management systems used by IPF.

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. 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.

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.

General

Software Version

Meridian 32 bit vs. 64 bit client

The install of Meridian 2022 might appear on your computer in two versions.
Do NOT select the 64 bit client, as your Meridian will not work correctly.

When selecting Meridian from the start menu or your desktop icons, make sure it does
NOT say (64-bit) at the end of the application name.

% Meridian PowerUser (64-bit) §

Rk S—
N Meridian

App

After opening Meridian, make sure you are NOT in the 64 bit client by looking at the
top of your Meridian window (if you are, see above).

© 2023 Michigan State University
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3.2

3.21

#. Operational Main area - Accruent Meridian Enterprise 2022 PowerUser x64 x

1
# Operational Main area - Accruent Meridian Enterprise 2022 PowerlUser v

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

Operational Vault

Make sure you are in the 'Operational Vault'. The vault name is displayed at top and
bottom of Meridian window.

# QOperational Main area - Accruent Meridian Enterprise 2022 PowerUser — O X

Vault h‘jlt View Folder Tools Help

3 & 3
Name o To-Do Person MSU File Name Criginal File Na...
E-- Operational/Main area

CONSTRUCTION STANDARD
CONSTRUCTION STANDARD -WIP
FACILITIES DATAREPORTS
FACILITIES PHOTOS
FORMS, POLICIES. REFERENCES AND PROCEDURES
OPERATIONAL DRAWING
OPERATIONAL DRAWING - WIP
OPERATIONS DOCUMENT
QOPERATIONS DOCUMENT -WIP
PROJECTS
SAFETY DATA SHEETS
STAFF
TASKS

A

For Help, press F1 = Operational on Ipf-msprod01.campusad.msu.edu  [LW %

If you are not working in the 'Operational Vault', use the vault icon to select it. Select
'Operational' and double-click or Click 'OK'

© 2023 Michigan State University
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I E Open Vault X

Server: |L_,_:,| ipf-msprod0l.campusad.msu.edu b Browse...

|ﬁ Operational
[E: Project Archives - Documents, General Warranties
[E Project Archives - Drawings

[& Project Archives - Equipment and Materials

[& Staging Vault

Open at
oK |
@an
- |
< Baseline : Cancel
| :
() pate/Time | 9/12/2023 [12:44:28Pm 2|

3.2.2 Scopes

The Scope will narrow the focus to the specific areas you need to view or work in
within Meridian. Scopes are only used in the Operational Vault at this time.

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

© 2023 Michigan State University
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3.2.3

||

=

Commissioning Services

M

NRRRRRRRRRRRRRERR

Communications

Facilities Information Services
Human Resources

IPF Unit Administration
Landscape Services

Maintenance Services
Occupational Safety and Compliance
Operations Area

PDC Contracting

PDC Project Delivery

Planning Design and Construction
Power and Water

Preventive Maintenance

Project Services

Support Services

o o = e

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. The scope you selected will determine the Nav Views you

see in your drop down list.

© 2023 Michigan State University
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! . Operational Main area - Accruent Meridian Enterprise 2022 PowerUser

[ [ & -5 - el | ICL = | @] £ Search

L
L

= s

E Folders

[~My to-do list]

[All to-do lists]
Construction 5tandards - Design Guidelines
Construction Standards - Front End Documents
Construction Standards - Standard Details
Construction Standards - Technical Standards
Forms and Templates - Faculty Readiness Projects
Forms and Templates - PDC general
Forms and Templates - PDC Interior Design Projects
Forms and Templates - PDC Projects
Forms and Templates - Title Blocks
Operational Building Drawings Only (By Building Name)
Operational Building Drawings Only (By Building Number)
Operational Models (By Building Name)
Operations Docs and Dwgs (Bldg-5ubclass-MAIN ONLY)
Policies, Procedures and References - PDC Training and Development
Policies, Procedures and References - Planning Design Construction
Projects - By Creator (Created By. Project Info)
Projects - My Files (Building, Project)
Projects - My Files (Project, Class)
Projects-Documents and Drawings (Building, Project)
Projects-Documents and Drawings (Project, Doc Class)
Projects-Drawings (Building, Disciplineg)
Projects-Drawings (Building, Project)
Projects-Drawings (Building, Project, Discipline)
Projects-Drawings (Discipline, Building)
Projects-Drawings (Project)
Projects-Drawings (Projects, Discipline)
Unit Reports (Dept-Report-Fiscal Year)

. Unit Reports (Dept-Report-Frequency-Year)

The Anatomy of a Nav View:
By Design, the Nav Views describe what will be displayed and in what order the
folders will appear.
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3.24

Projects - By Creator (Created By, Project Info)
Projects - EBCX (Building)

Projects - My Files (Building, Project)

Projects - My Files (Project, Class)
Projects-Documents and Drawings (Building, Project)
Projects-Documents and Drawings (Project, Doc Class)
Projects-Drawings (Building)

Projects-Drawings (Building, Discipline)
Projects-Drawings (Building. Project)
Projects-Drawings (Building, Project, Discipline)
Projects-Drawings (Discipline, Building)

Projects-Drawings (Project)

R I

Projects-Drawings (Projects, Discipling)

Folders View

The Folders 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.

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

Remember:

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

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

# Dperational Main area - Accruent Meridian Enterprise 2022 PowerlUser

Vault Edit View Folder Tools Help

Mama -

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

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

e If you see Folders - Navigate away
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4.1

411

Project Documents

Overview:

¢ Project Documents in the Meridian Operational Vault will house the documents being
that are being worked on, mostly in their native formats (.doc, .xls, .ppt).

e Meridian Projects is NOT the final resting place for these Documents. The final
versions will either be hard copies, attached to a Unifier Business Process, placed in
the Unifier Document Manager, in Plangrid, Autodesk Build or added to Meridian
Project Archives directly. If the files were placed in the Meridian Projects area, they
will be left there and not archived.

Permissions:

e Currently all Planning, Design and Construction, Project Services and Commissioning
staff members have the permissions to add documents, 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. If a file is deleted, it is not actually removed from the
database and can be retrieved if needed.

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.

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 correct Scope.

h Operational Main area - Accruent Meridian Enterprise 2022 PowerlUser

Vault Edit View Folder Tools Help

E IE.| - || i @‘%"|E%|Q‘|bESEarch'Prujer:tNm
 Planning Design and Construction . Folders - Now

H= 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.

© 2023 Michigan State University
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o 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.
o Make sure to drop it ABOVE the line,
Name a i

Name

= [

E Attachment 1 - FT_CONTRACT_CM_CD30...
Attachment 2 - CP22017 CM RFP Cost Pro...
E Attachment 3 - ZGF Design and Construc...

&

Attachment 4 - Basis of Design.pdf

E Attachment 5 - MEP Design Assist Resp ...
E Attachment 6 - CM Scope of Work.pdf
|£| BD-0001 (6).pdf
CP22017 CM RFP HSC.pdf

L

+].

S

o [ L

where the folder structure shows.

CONSTRUCTION STANDARD

CONSTRUCTION STANDARD - WIP

FACILITIES DATA REPORTS

FACILITIES PHOTOS

FORMS. POLICIES, REFERENCES AND PROCEDURES

OPERATIONAL DRAWING :

OPERATIONAL DRAWING - WIP Drop file

A anywhere
above the line

OPERATIONS DOCUMENT -WIP
PROJECTS

SAFETY DATA SHEETS

STAFF

TASKS

UNIT REPORTS

t 1

1. Select the Document Type, in this case 'Project Document'

2. Click 'OK'

R Select Document Type

=] Construction Standards
sl Faciliies Data Reports
%l Forms and Templates
=l Operational Drawings
sl Operations Documents

<

Which document t‘,r[:[}shnuld be used for 'BD-0001 (6).pdf'?

“\Project Document
(=} Project Drawing
sl Project Drawing Set
sl Safety Data Sheet
=) Staff
%l Policy. Procedures, References [s) Task

>

oK

Cancel

Different scopes, permission levels and native file types will give you a different set of options

for document type selection.
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4.1.1.1 Describe the Document

i1 Import 'BD-0001 (6).pdf - Enter/Edit Properties X
SetValues Ta Copy Existing Dacument Values

System Defauits ‘ My Defeuts | B Curtent Selection | Browse to Document “ (2]

Project Document | General | Notes |

Buildings

Department J [Eas | [PLaniNG DESIGN & CONSTRUCTION |
Crew #|[Fisarcn | [RECORDS - ARGHIVES |

File Name ‘ ‘ ‘

Delete Source View

Finish Cancel

The Yg/izavd 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 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

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

3

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

© 2023 Michigan State University
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4.1.1.1.1 Project Document Tab

Filling out the Project Document tab of the wizard.

® | Import 'CP22017 CM RFP HSC.pdf' - Enter/Edit Properties >
SElé/alues To Copy Existing Document Yalues
Swstem Defaults | bty Defaults | | Current Selection Browse to Document | (7] |

Froject Document Generall Nutesl

| |

Buildings
Department ﬂ [EAS | |PLANNING, DESIGN & CONSTRUCTION |
Crew ﬂ FISARCH | |RECORDS - ARCHIVES |

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

under.
1. Click on the magnifying glass next to project. *There is NO other way to select a

roject. You CANNOT type in this field.

Project WE@I | NV
Project o ill |

Buildings

Project Selection:
Type in blank fields to search and hit enter or the filter icon. Any combination of

fields is acceptable.

¢ Rec Id - The Record ID used by Records as a unique project identifier
e Source - Legacy, Capital Project, Project Request, Work Order

© 2023 Michigan State University



Project Documents 13

¢ Proj. No. - Project Number- Capital Project (CP#####), card numbers (####),

Project Request (PR###HHHHE), Work Orders (WO#HHHHHE or (WH#HHEHEHE), No
Project Number (REC#H#HHHHHE)

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

e 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 or related, we relate them in the
project database

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

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

e Status - a Records tool for monitoring the projects. This is NOT the FAMIS
status.

¢ Active - files can be added to this project

¢ Inactive - combined with another project that is active. Files cannot be
added to this project.

Project Selection Tool

|EE"E | | I | I \I | | |

FeclD | Source | Proj. Mo | Description | Startvear ‘ Related P ‘ Building(s) ‘ Building Name | Status |

This list is not populated because without filtering it takes a long time to load. Enter at least one filter above or expect slow response from
the Apply Filters button.

oK Cancel ‘

2. Conduct a search for the project
3. Select the project
4. click 'OK' (or double click on selection)

&+
Select Project

Y| % =] @| e

I || \ || | \ \| |
== L Sauce L Pmi oL Desinfion_______Siorear_ Belsted B Buildingfa)_LBuilding loms | Siats |

ltems: 1 o oK Cancel

5. Now the project information is filled in on the wizard.
6. The department and crew you work for should also have auto-populated.

© 2023 Michigan State University
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(5| Im[:}jrt 'CP22017 CM RFP HSC.pdf" - Enter/Edit Properties X

SetValues To Copy Existing Document Yalues

Systemn Defaults | kv Defaults | Current Selection Browse to Document | e ‘

Froject Document l General ] MNotes ]

Project 1 | |LEGACY |
RECOO000T | [TEST-TEST-TEST-TEST-TEST-TEST-TEST- |
2008 || |
Buildings [v]noo1 PAOLUCC
[Jois? IPF
[Joonz EERKEY HALL
Department PLANNING, DESIGN & CONSTRUCTION
Crew

4.1.1.1.2 General Tab

Filling out the General tab of the wizard.

B | Import 'Projects - Docs only - 2016 REFERENCE.pdf' - Enter/Edit Properties pd

Sethalues To Copy Existing Document Yalues

Swstermn Defaults ‘ MJ%efaults | Current Selection Browse to Docurment | (7] |

Project Document] |

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

1. Select a Sub Class.
= The Sub Class describes what the document is.

= Different documents may have one or more levels of description required for Sub
Class field.

© 2023 Michigan State University
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| Import 'Projects - Dacs only - 2016 REFERENCE.pdf' - Enter/Edit Properties

Setvalues To

Copy Existing Document Walues

Systemﬁgefaults | kit Defaults | IE Current Selection Eirn:uwsetu:nDn:u:umentl

15

Project Document  General | Motas |

Sub Class ﬂ lsTuDy] | [sTUDY

Sub Class ﬂ ‘PROFSFW | |PROFESSIONAL SERWVICES SELECTION |
Sub Class Detail ﬂ \AE | |AF{CHITECT,“ENGINEEF{ |
Sub Detail ‘7 [RECMEMD | [RECOMMENDATION MEMO

[2ub Class ﬂ SPEC | | SPECIFICATIONS |
CSI SubDivision 042000 | [UNIT MasONRY |
Security Level ﬁl |PE| | |PUEILIC |

2. Description adds to the file name (file suffix) and helps describe your document
further.

Project Document  General |Notes|

s

Sub Class ﬂ NOTICE

Sub Class Detail ﬂ ‘TILSHUTDN‘ |UTILITY SHUTDOWN

\ |NOTICE

’r“‘ P '— P I"‘" P“f. . ' S
| H |
Description ‘water{ |
File Suffix \WATER |

© 2023 Michigan State University
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3. The Originator field is used for the filename.
a. If Internal is selected, Meridian will name the file according to the way the
document was described by you.

&iginﬂtur L INTERMAL
Source Comparny ﬂ |

Crig. FileName ‘Prn:ujen:ts—Dn:u:s onky - 2016 REFEREMCE |

b5 File Mame RECOO00M _MNOTICE_UTILSHUTDMN WATER |

b. If External is selected, you will be required to select a source company and

Meridian will keep the documents original filename.
L

Originator ZE 1 ExXTERMAL I
Source Company _AP{STOEMICH LETATE OEMCHIGAN |

Orig. FileName |PrDject5 -Docs only - 2016 REFERENCE

bSLI File Mame |RECEIEIEIEIEI1_NDTICE_UTILSHUTDN_WATER

4.1.1.1.3 Finishing Up

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

Meridian.

1. Check the 'delete source' box to ensure Meridian is the official and only place the
document resides.

%I,'\TC”CK 'Finish' to add the file to Meridian.

RECOGOO0T_NOTICE_UTILSHUTDN _WATER

o [v]Delete Source i

e Finish Cancel

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

VA P Y0P o YR Ol o PP L.

}E. ~+ % 'REC000001_NOTICE UTILSHUTDN WATER pdf . kingkend (

] et ; ! r| RECUOT00T_NO TTCE_UTILSHUTDN_WA T ER XIsx

Now you will need to Release the document for Meridian to store the first version of it.

3. Right-click on the file
4. Select 'Document Workflow'
5. Select 'Release Quick Change'

© 2023 Michigan State University
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LUl eV LeEvel

FEEC{}{}{}{}{H COFi

Q REC000001_COR f:f Associate Rendered Fil
m r Quick Change Document Workflow '||
|H] Release Quick Change M | N Create New Version
qt] Revoke Quick Change % Assign to Work Area,

Ll CM B S SN

1= - Jd 1O SearCh reSule
.- _ EEJ Create New Part
: ! RECO00001 NGT|'.-|:_U PILSTI | LN WY A . il

m Ebi mArEAannnnnd KIASATEIASAE DT S0 I rmskl LRPATE M oo

6. Enter a comment (optional)
7. Click 'OK'.

@ Release Quick Change >

You can enter a short comment in the document log.

N

initial load| e

e | oK | Cancel

4.1.2 Copy to Project or Task

Using the 'Copy to Project or Task' feature in Meridian to add files ensures you are
using the most current version of the form or standard for your project. 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.

| m Copy to Project or Task N |

To Begin, make sure you are in the Operational Vault and correct Scope.
% Operational - Accruent Mendian Enterprise 2022 PowerUser

"ufEult Edit View Tools Help
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4.1.21

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 using the Nav Views
2. Select the Forms and Templates Nav view that will display what you are looking

for.
& Dperational - Accruent Meridian Enterprise 2022 PowerlUser — O X

Vault Edit View Document Tools Help

-+ CP21

i Search 'Project Mumber'

-
||

Doc SubClass Doc SubClassC .

- [5) PRESENTATIONS

#-|_5) PROBLEM REPORT

4 [=) PROFESSIONAL SERVICES SELECTION

%[5 PROJECT DELIVERY CHECKLIST

#-[=) PROJECT PLANNING PARTNERS EMAIL

4[] PROJECT PLANNING PARTNERS LIST

5] PROJECT REQUEST

=[] QUOTATION SUMMARY
| = | RECORDS TRANSMITTALS |

LM ET DECTDRANS ASH :

RECORDS TRA... | AS-BUILT
RECORDS TRA... | CLOSEQUT
RECORDS TRA.. | TRANSMITTAL

#-[C5) REFRIGERATION APPLIANCE INPUT
#-(_J REPORT OF CONTACT

3. Right-click on the form
4. Select 'Cogy to Project or Task'

i RO L I ANV AL

BANS_ASBELT_TRADE_SPECIFIC_REWVIEW .docx

MBfrT recTraNe

Open with Adobe Acrobat 2020

Print

Open with

Im Copy to Project or Task [0 |I

5. Verify 'ActiveProjectDocuments' is displayed
6. Click 'OK'.
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From:

Copy to Project or T{zk

Click Button to Select Yersion

Selected Yersion: 18 (Latest)

}Jl |'\FORMS, FOLICIES. REFEREMCES AND PROCEDURES\EASVFISARCH\FUBLIC\RECORDS TRANSMITTALSV\FORM_TEMPL

@

ActiveProjectsDocurments W

Select Target Context:

bdain Area

Cancel

Ol

Fill in the wizard. Notice the Sub Class information may auto-populate depending on
the form you used.

&1 Create ImportPDF’ - Enter/Edit Properties

X
N PrDJEEtDEEumEnNDIESI @

Sub Class ﬁl |RECTRANS | [RECORDS TRANSMITTALS |
Sub Class Detail ﬁl [cLosgouT | [cLosgouT |

€51 SubDivision 2| I |
Security Level £|[pe | [PUBLIC |

Floor(s) 2

\
Description ‘ |
File Suffix ‘

Originator ﬁl INTERMAL |

Source Company 4| | 11 |

Orig. FileNarme ‘ |

MSU File Name ‘RECUUUUEH_RECTRANS_CLOSEOUT |

Document Date V992023 v

File Name: | ‘ ‘

W] Create ‘Imp&rtPDF‘ - Enter/Edit Properties
{Projec Document |ngg,a|| Nates | [
Project Al | [LEGACY |
[RECOO0N0T | [TEST-TEST-TEST-TEST-TEST-TEST-TEST-1|
[2008 [ |
Buildings [] ooo1 PAOLUCC
[Jote? IFF
[l oooz BERKEY HALL
Department ﬂ [Eas | [PLANKING. DESIGN & CONSTRUCTION |
Crew ﬂ [FISARCH | [RECORDS - ARCHIVES |
File Narme: | ‘
Finish Cancel

| Finish || Cancel

© 2023 Michigan State University




20

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 'Folders' view (or you can
select a different Nav View) in order to view the document you just added to Projects.
Click 'OK'.

Ly
& Accruent Meridian Enterprise 2022 PowerUser X

'REC000001_RECTRANS_CLOSEOUT.PDF' cannot be
found in the current view. Select a different view where it

View: |=§_| Folders w

[ ]Do not show this message again Cancel

Work on the document... remember this is a blank form. It will need to be filled in to
become project specific. Double click to open the file in the native application.
Remember to save any changes you make. Don't forget to Release the document.

Ezﬁ RECO00001_RECTRANS ASBLT _UPDATED CONTROLS_TESTING.DOCX

& [+ REC000001_RECTRANS_CLOSEOUT.PDF |

RECOD0001_RECTRANS_OM_UPDATED_CONTROLS_TESTING.DOCX

6. Right-Click on the file
7. Select 'Document Workflow'
8. Select 'Release’
9
1

. Enter a comment (optional)

I"I" AUuldlE RETTUETEW P I

Document Workflow 3 Ei
‘
=
T Change To-Do P
Synchronize - ange To-Do Person
& RECO0 L

Change Manager

: RECO00( | 4| Show Revisions... =
#=-[02] RECOOM E& Revoke Documents
| REC000( a ﬁ—
i Releas
u RECOON || Delete 'Aﬁ

35 RECO00( % Add to My Search Results

£l|| Create New Part

o |
:E RECO00CUT_REC T RANS_CLOSEOU | .PDF

BEECOANANT BRECTERAMS O TIPMATED COMTEROI S TESTIKG DOy

S_TESTING.DOCX
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4.2

4.21

A Execute WorkFlow Transition ‘Release’ X

You can enter a short comment in the document log.

N L

(10)

Modifying Documents

Modifying documents is used to update the content of 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.

e 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.

e 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 document content.

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.***

Start Quick Change

To Start a Quick Change:

1. Navigate to the document you are going to modify. You can use Nav Views or the
Find Toolbar.

2. Select the file.

© 2023 Michigan State University
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# Operational - Accruent Meridian Enterprise 2022 PowerUser -

Vault Edit View Document Tools Help

Name .« Doc Class Doc SubClass " DocSubClass S.. Doc SubClassD.. Doc SubDetail Sheet Number Dest

w2 CRRRIUNGALC I e pedadd st oo bl ot B s

l @ CS_TEC_2004_.. | DOCUMENT

—REG09600T-NE—B

- r.}-. RFCNAIRTT7 - ROANS -

3. Start the Quick Change by using the right-click method (use for either external or
internal documents)

. Right-click on the file

. Select Document Workflow

. Start Quick Change

. click OK

. then double-click on the Document to work on it.

| Start Quick Change g |

VW JODY PLANT... | WUODYPLANT DEL

ersion Release Quick Change

& Assign to Work Area. \Evoke Lilick L-hange

NS W'Mﬁ“*_,

. e L

PLANT... | WOODYFLANT
MNOTICE

RECTRAMNS

UTILITY
CLOSEC

[Q, Start Quick Change X

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

I
o oK | Cancel

REC000001 NO.__
REC000001_RE... | DCCU
=8| REC063566 - MICHIGA..

e L Lt L L Lo R T TP

Or,
4. Start the Quick Change by using the double click method (only for internal
documents)
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4.2.2

a) Double click on document
b) Select 'Start Quick Change and open for editing'
c) click OK.

1 PR193481-MSU COLL... ‘

1 PR193493- SPARTAN .

%] PR193504 - BUSINESS.. ocument RECO00001_RECTRANS_CLOSEOUT.PDF X
1 PR193505 - SHAW HA. ..

2 PR193506 - ENGINEE Open read-only

J PR204368 - SITEFUR... (@) Start Quick Change and open for editing

1 PR206729 - MSU COLL...

J RECO00001-TEST-T...
J- h DOCUMENT You can enter a short comment in the document log...

1 RECO63617 - ROADS—...
1 REC118007 - ORIGAMI ...

“'Start change and open for editing

@ CS_TEC_2004_.. | DOCUMENT
& REC000001_NO..  DOCUMENT

| | Apply to all documents

Skip Cancel

Modify Content

To

Make Modjifications:

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 (the document has to be under a
quick change)
a. Select the Document in Meridian to Replace
I:l]'_ﬂ HROLUUUUUL - ICO 1 - ICD1 - ICD1 - IED 1 - 1ICD1 - 1D ..
@ CS_TEC_2004_MNA_MNOT_APPLICABLE docx WOODY PLANT... | WOODYPLANT
l‘| g{ BECOOO000] _MOTICE LTI SHUTOM WATER ndf MOTICE MOTICE LITIITY SHUT ..
& 8 [_\ REC[}O[}[}[}‘I RECTRAN‘?‘ CLOSEQOUT.PDF RECORDS TRA... | RECTRANS CLOSEOL T
E]uj R - il
l b REC118007 - ORIGAMI COMPLEX - CAMPUS IMPROVEME

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

release the mouse.
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4.2.3

e MmOt AR § Rl R e kb i 8 AR 8 1 ek e 41

b PR1593505 - SHAW HALL - FACILITYCONDITIONASSESS..
|51 PR193506 - ENGINEERING - FACILITY CONDITION ASSE..
|1 PR206729 - MSU COLLEGE OF LAW - RENOVATION TO M...
|23 REC000001 - TEST - TEST - TEST - TEST - TEST - TEST -
@ CS_TEC_2004_MNA_NOT_APPLICABLE. docx

ORPORATE REBE...

FREYEME...

€7 Projects.hmxz
E REC000001_RECTRANS CLOSEQUT.PDF

c. Select 'Replace Document Content'

Replace Document Content d}

As New Document

g8 | | As Hybrid Part

Cancel

Release Quick Change

To Release the Quick Change:

1. Select the document(s) and right-click

2. Select 'Document Workflow'

3. Then 'Release Quick Change'

4. Enter a comment if you'd like to and click 'OK’ :

-_EH:P;A _1 Jﬁ

Document Workflow [ 2

i |1 PR181257-G e 1 Release Quick Change
=1 PR193481- M :

- " Revoke Quick Change
f #“""n"""ﬁlr - T&-...n—-—- L1 , r LE g o

LD LT

L EHE RECOB3617-ROADS - UNIVERSITY CORPORATE RESE...
- w1 RECT18007 - ORIGAMI COMPI FX - CAMPLIS IMPROVEME

5 Q Release Quick Change >

il | . . e sllts
. WOODY PLANT... | WOODYPLANT

[1]| Create New Part NOTICE NOTICE
RECORDS TRA... | RECTRANS

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

| new version from consultant] o

-

The documents are now released back into Meridian and reflect the modifications.
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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.
2 Ri .gr,\t glqk_gngug.glg_ct 'Edit Properties'

[ I I 1 L L LN L

NOTICE

UTILITY SHI

Open with Adobe Al:rnhat 2020

- ) RE. j3264-ROA
ﬂh REC133265 - PA
+-[-) REC133266- SIT |]E¢ Edit Properties| [

EE’ REC133267-SITE .. & Copy Hyperlink to Clipboard
#.05 BEF13396R - SITE

Copy to Project or Task

3. The Wizard will come up, replace any information you need to change.
4. Click 'Finish'
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8 | Create 'REC000001_RECTRANS_CLOSEQUT.PDF' - Enter/Edit Properties pd

Project Document  Genaral |NDtes| 2

Sub Class
Sub Class Detail

CS1 SubDivision

Security Level

47| |RECTRANS| [RECORDS TRANSMITTALS |
47| |[cLosEouT | [cLosEoUT |

2| | |
2| [pe | [PuBLIC |

Floor(s) ﬁl

! I |
Cescription |l:|id pack 1 |
File Suffix BID PACK.T |

Originator

Source Cormpany
Crrig. FileMarme
k= File Mame

hNTERNAL |

ﬂ |3HRISTMAN| |CHRISTMN‘\J e |

|RECEIEIEIEIEH_RECTFRANS_CLOSEOUT_EHD FACK |

Document Date

Stare as My Defaults

RECO0000T_RECTRANS_CLOSEOUT_EBID_FACE_T

ey |

o.—|

Finish Cancel

5. Certain indexing properties affect the filename. If you changed one that does, you
will get the following messages. Click 'Finish'.
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d() Move or Rename Document >

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

Press Finish to continue ancel to return to
the Edit Prop dialog.

Finish Cancel

The Properties are now edited, but remember the document content is NOT changed.

5 Extras

5.1 Working Copies - Terminology & Definitions

e 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.

e |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

© 2023 Michigan State University
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5.2

5.2.1

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.

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:

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

e This will ensure you are starting from the most current version.

Copy to Project or Task N

Delete Source:

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

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

-
| Delete Sl:uun:q Wiew

Finish Cancel

Release Quick Change:
e Remember to 'Release’' the document/drawing into the Operational Vault when you
are done modifying it.
e 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'

e Change To-Do Person

Change Manager

E} Revoke Documents

E Release Quick Change

b

| %! | Revoke Quick Change |4 Release

OR .
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5.2.2

5.2.3

Nav View Shortcuts

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

<
# Operational - Accruent Meridian Enterprise 2022 PowerUser

Vault Edit View Document Tools

Doc SubClass

=2 "My to-do list]

B ﬁ Change
li\ CP23019_RECTRANS_CLOSEOUT PDF kingkend (Schro.. | RECORDS TRA.

RECORDS TRA...
STUDY
TRAINING MAT
TRAINING MAT

RECO00001_RECTRANS_CLOSEOUT_BID_PACK_1.PDF (f

= REC000001_STUDY.PDF kingkend (Schro...
'i\ REF_TRAIN_MERIDIAN_ACTIVE_PROJECTS_-_DOCUMEN kingkend (Schro
Ii\ REF_TRAIN_MERIDIAN_PROJECTS_-_OPERATIOMAL_VAU . | kingkend (Schro

kingkend (Schro...

BooBOB

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

I:E Pm_jectb— My Files (Building, Project)
I:E Projects - My Files (Project, Class)

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

thi™lmee Mee SQukbi™laes T Meme SokMatsil Meracrrintioan el Sk Minrie

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.

1. Search for a file or add the file using normal procedure. (if Adding, Release it!!!)

2. Make sure the file is selected. Make sure it is the ONLY file selected!!!

3. 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'.

Mame J | RECD00001_PROJREQ_TEST.docx Pro,
3 REC000001_PUNCHLIST.docx Pro,
Pro.
Pro,

~

IMAGES
bid pack 2.PDF
[ﬁ Projects - Docs only - 2016 REFERENCE.p...

LOOUOT_sHFEC_. WU .DOCK
EC000001_SPEC_230700.D0CX )
EC000001_SPEC_312323_TEST.DOCX Pro

[i Projects Training title page.pdf
L - o - .. . -
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v
) W

[0 REC000001_RECTRANS_ASBLT_UPDATED_CONTROLS
A REC000001 RECTRANS CINSENIIT RIN BACK 1 PDF

W

.

<] REC000001_SPEC

L Ll e N T T T TR R T i

[

&C nLIEHl.I' Dﬂ"..l’ifil"lﬁ

-

4. Select document type and click 'OK'.
R Select Document Type >

Which document type should be used for 'bid pack 2.FDF'?

=] Construction Standards | Project Document
el Facilities Data Reports

%l Forms and Templates %l Project Drawing Set
=] Operational Drawings sl Safety Data Sheet
sl Operations Documents s Staff

=) Policy, Procedures, References [ Task

i -

o

5. When the Wizard appears, select 'Current Selection'.

® 1 Import 'bid pack 2.PDF' - Enter/Edit Properties X
Setvalues To C talues
Systern Defaults | by Defaults | = | Current Selection Browse to Document | (7] |

Froject D'I"Jf}*mem | General | MNotes |
If this message appears, click 'OK'

Current Sele::ti::% >

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

oK Cancel
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5.3

¢ Notice all the fields fill out EXACTLY like the document or drawing you had selected
in Meridian.
e 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, .xls, .dwg,
etc.), it will give you an error message.

Remember to 'Release Quick Change' when you are done working on it!!!
Deleting Documents & Drawings

Everyone that has permissions to add files to the Operational Projects will have
permission to Delete files from the Operational 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 a file... it can be retrieved!!!

e 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 'CtrlI+D" on the keyboard
o Right-click and select 'Delete’.

Hint - Make sure you are really in Meridian and not a Windows Explorer window and
vice versa. Because it is 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.

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

Confirm Document Delete

s

Are you sure you want to delete 'REC000001_RECTRANS_CLOSEQUT_BID_PACK_2.PDF'?

© Yes No

The file will now be removed from the folder in Meridian.

If Deleting the file was an accident or mistake... Go Back in Time to get it back:
1. Click on 'Now'

 Planning Design and Construction ~ Find Results - Now

Name Document Type Descripti

2. Select Date/Time
3. Click 'OK'
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Go to Date/Time X

You 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
ONDW 9/19/2023 3:27:13 PM
Baseline
R
(@) Specific date/time

=

3:Hi:02 PM

9/19/2023 [+

e OK | Cancel

4. Drag the file out of Meridian and re-add it by Drag & Drop method of adding (Drag
& Drop from Outside Meridian)
5. You will have to go to 'Now' to re-add.

Nafne o TOUOF SU File Name

| s REC000001_RE.
REC000001_RE.
REC000001_RE.
- REC000001_SP.
W REC000001_SPEC_101010.doc REC000001_SP.

HE PCANNNANT ©RES A9N0AN PeY nE~ANNNNTD ©n

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.
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Open with

hwrmf J‘

- chzsuay -
-3 cP23053-P Synchronize »
) CP23057 - B
) CP23058-H| L#| Show Revisions... [} |
== or
. QOperational - Accruent Meridian Enterprise 2|
Vault Edit View Document Tools
Ao e EE 1
Blioimn o [ ] Sy
|_—E| Revisionlks of CP23011_ARCH_PLAN.dwg O X
- —=—Baselines
1 & b0 @
Revision Name Effective From Modified By Status Revised By Revision Date Comment
0 [+ CP23011_ARC.. 2/7/202311:32.2.. selzerbr (Selzer, .. Released (outdated ..
1 - CP23011_ARC 2[7/202312:46:0 selzerbr (Selzer. Released (outdated r SELZERBR 2023-02-07 12:46
2 - CP23011_ARC..  2/7/2023426:33 ... bcharlan (Charla.. Released (outdatedr.. BCHARLAN 2023-02-07 16:26...
3 CP23011_ARC..  2/8/20238.08:09 .. bcharlan(Charla.. Released (outdatedr.. BCHARLAN 2023-02-08 08:08...
4 - CP23011_ARC..  2/8/2023923:.00 .. selzerbr(Selzer, .. Released (outdatedr.. SELZERER 2023-02-08 09:23...
5 - CP23011_ARC..  2/9/2023821:07 .. selzerbr(Selzer, .. Released (outdatedr.. SELZERBR 2023-02-0908:21...
B - CP230T1_ARC..  3/28/202343%:2.. bcharlan(Charla.. Released {outdatedr.. BCHARLAN 2023-03-28 16:39...
7 - CP23011_ARC 3/30/2023 453:0 menden16 (Men Released (outdatedr.. MENDEN16 2023-03-30 16:53
8 -~ CP23011_ARC.. 4/4/202384959 .. selzerbr (Selzer... Released (outdatedr.. SELZERBR 2023-04-04 08:50...
9 CP23011_ARC.. 4/4/202310:00:5.. selzerbr (Selzer, ... Released (outdatedr.. BCHARLAN 2023-04-04 10:00...
10 - CP23011_ARC.. 4/11/2023 9485.. bcharlan (Charla.. Released (outdatedr.. BCHARLAN 2023-04-1109:48...
1 - CP23011_ARC..  4/11/202310:57... selzerbr(Selzer, ... Released (outdatedr.. SELZERBR 2023-04-1110:57..
12 - CP230T1_ARC.. 4/14/2023 8:06:0.. bcharlan (Charla.. Released (outdatedr.. BCHARLAN 2023-04-14 08:06...
gl CP23011_ARC 418/ , bcharlan (Charla.. Released BCHARLAN E
< >
®

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':
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5.5

11 [H-- CP23011_ARC..  4/11/202310:57....  selzerbr (Selzer, .. F

.......... " Open with

Edit Properties

Copy Hyperlink to Clipboard

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':
11 [+ CP23011_ARC.. 4/1

Open with

Copy to Project or Task
Edit Properties

Copy Hyperlink to Clipboard
Edit Revision Level

Associate Rendered Files

ERNCCRE A

Compare

Revert to This Revision

%8 Add to Search Results

This version will become the new current version and will need to be released.

Searching

1. Nav Views - pre-determined searches administrators set up using indexing
properties.

2. Basic Search (Find Toolbar) - user can type what property they would like to
search for or select from drop down lists.

% Operational Main area - Accruent Meridian Enterprise 2022 PowerUser

Vault Edit View Folder Tools Help

NEN [ TRE 2 = e Q= (Tl search Project Number' - = CP22140 =

Name & i' To-Do Person MSU File Name Origi
EE@] Operational/Main area ‘

Bl CONSTRUCTION STANDARD ‘
L AAMETONIATIAR CTAMMANN WD

3. Find Documents (Tools Menu) - User can choose from the drop down lists of
indexing properties to search
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# QOperational Main area - Accruent Meridian Enterprise 2022 PowerlUser

Vault Edit View Folder
[ |ﬁ Find Documents
o 28 FIS Tools

Mame a
=1 [#] Operational/Main a
#-  CONSTRUCTION

— AR LT BRI R

35
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