MERIDIAN DOCUMENT MANAGEMENT SYSTEM

Forms and Templates
Editor

This manual will provide training for accessing, adding and modifying Forms and Tem-
plates in the Meridian Document Management System on the Campus of Michigan State
University.
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Forms and Templates

Forms and Templates

The Forms and Templates are found within the Operational Vault in Meridian. A select
group of individuals from each IPF department have permissions to add and modify the
files in Forms and Templates. Permissions inthe Forms and Templates are based on
which department and crew you are a part of.

The some of the Forms and Templates are published to the IPF webpage and the
capital projects procedures webpage. [f the file is being worked on, the changes won't
be published to the web until the file is 'released'.

The same form or templates can be used across different departments at IPF. In
Meridian, the 'primary crew' assigned to the file is the group that have permissions to
edit the file. The other crews have view access to the file.
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Accessing Forms and Templates

Locate the file in the Meridian Operational Vault. Use the 'Scopes' and 'Nav Views' to
navigate to the document quickly.

1. Pick the 'Scope' for your department or crew.
2. Pick a 'Nav View' that will get you to the forms and templates.

Vault Edit WView Tools Help
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Accessing Forms and Templates 3

2.1

211

Modifying a Form/Template

Because one single form can be used by multiple crews, when you use the Forms and
Templates Nav Views, pay attention to the 'Crew Code' column. If your crew is not
displayed there, you do not have permissions to modify that Form.
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Start a Quick Change

Once you have located the form/template 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.

There are 2 different ways to 'Start a Quick Change":
® Double clicking - shorter way
¢ Using shortcut menu - longer way

Double clicking (shorter way)
1. Double click on the file.
2. Select 'Start Quick Change and open for editing'.
3. Click 'OK".
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Cancel
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Forms and Templates

21.2

Using shortcut menu (longer way)
1. Right click on file to be modified.
2. Select'Document Workflow'.

3. Select 'Start Quick Change'.

4. Click 'OK".

5. Double click to open for editing in the native program.
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Modifying the Document

COCESSES. PROCE

1. Make any updates/changes to the document in the native program.

2. Save the document

When you save the document, it will automatically save the changes you made into
Meridian. Once the Document is Released (the next steps), the changes will appear for

all users to see.
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Accessing Forms and Templates 5

21.3 Release the Quick Change

For users to be able to view and use the modified form or template, you will need to
'Release the Quick Change'. By selecting 'Release Quick Change', you are telling
Meridian your changes are completed and the modified file can be published to the
web.

1. Right-click on the document.

2. Select 'Document Workflow'.

3. Select 'Release Quick Change'.

4. Enter a comment (optional - this will be stored in the revisions log).
5. Click 'OK".
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Forms and Templates

2.2

Adding a Form/Template

To add a form or template to Meridian:

* You need to have permissions for your crew/department to add to Meridian.
* You will need to be in the Operational Vault and the scope for your crew/department.
* You do NOT need to search in Forms and Templates first.
® The document should already be created outside Meridian
* Make sure the name of the Form or template is already available as a subclass,
subclass detail or subdetail in Meridian.
o [fitis not, send a request to fisrequests@ipf.msu.edu to get the value added to
Meridian first.

Once you know the name is in the list of values and have the document created:
1. Drag and drop the document into Meridian.

2. Select the 'Forms and Templates' document type.

3. Click 'OK".

LR e e | »
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Accessing Forms and Templates 7

2.21 Describe the Document

Fill in the Wizard with the appropriate metadata.

1.
2.

3.
. Project type is used for forms and templates that are related to conducting

Use the magnifying glass icons to access lists of values.

Select the sub class (If it is not there, contact FIS). Some subclasses will have a
subclass detail and subdetail.

See Department/Crew selection instructions (next section).

construction projects. Selecting the correct project types ensures these forms will
display in the project specific Nav Views.

. Description is optional. File Suffix will use a 'clean' version of the description field.

Do not type in file suffix.

. 'Delete Source' ensures Meridian is the only source for the current version of this form
or template.
. Click 'Finish'
Import 'K5 out of office ternplate. docs’ - Enter/Edit Properties E
Set Vale: To Copy Exastng Drocument Vahues

System Defouks [ Moy Defadts E Cumrent Sedection Jﬂsmmmﬂmnm| g

Deocument Infermation | Motes |

Sub Class l “Lll 000 OUT OF DFFICE

Dept/Ciew #|EAS___PLANNING, DESIGN & CONSTRUCTION
[ FISARCH___AECORDS - ARCHIVES
CIFISGEN___RECORDS - GEWERAL

o Project Type

Security Level + PB FUELIC
Dresciphion FOR TRAIMING
Fibe Suffee FOR TRAIMING
Document Date |* 2 r26r2me =]
__FieHame:_|
e | Delebe Source Wi

om ==
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8 Forms and Templates

2.2.1.1 Department/Crew Selection
This field will determine two things...

* Which crew is responsible for maintaining the document (primary crew).
* \Which crews will want to view the document in their department/crew specific Nav
Views.

2.2.1.1.1 One or Few Crews

For just one or a few crews:

1. Once you are in the Department/Crew Selection tool, double click on a Dept to
access their crew list.

2. Select the crews, then click '<<Add'.

3. Once you are finished adding Depts/Crews, select the 'Primary Crew' (the crew
responsible for maintaining the document in Meridian).

=1 Eol 5

Search ﬂﬂg
<« Eilter Department Cods | Department |

ADMIN ADMINISTRATION

CPa, CamPUS PLANMING AND ADMIMISTRATION
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154ACH___RECORDS - ARCHIVES EAS ADMINISTRATION
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Levels Search ﬂﬂﬂ
|

EMGIMNEERIMG AMD ARCHITECTURAL SERVICES
ESTIMATING

FRONT OFFICE

FLANNING

RECORDS - GENERAL
RECORDS - GIS
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Accessing Forms and Templates 9

2.2.1.1.2 Many or all IPF crew s

For many or all IPF:
1. Click on 'Search'.

2. Use the 'Global Search' to filter on specific names.
3. Or, select all of the departments/crews (using the shift key and scroll bar).

4. Click 'OK".
5. Select the 'primary crew'.
6. Click 'OK".

Levels Search Ilgg
© Dept << Filter Diepartment Code | Department |
Crew ADIN ADMINISTRATION

CPa CamPUS PLAMMING AND ADMINISTRATION

LS COMMISSIOMING

COrM COMMUMICATIONS

CUST CUSTODIAL SERVICES

EMRGY EMERGY & ENWIROMMENT

FRIE FACILITY FOR RARE ISOTOPE BEAMS

L0 LAMD MAMAGEMENT

Global Search

Lewvels
) Dept TRAMS__ TRANSPORTATIOM
Crew

[w] E& LAMMIMG, DESIGN & CONSTRUCTION

IS&RCH___RECORDS - ARCHIVES
ISGEM___RECORDS - GEMERAL

Al ARG Y e

AN
__ EMERGY ADMIMISTRATION

< 1 | v

OK

Cancel

<< Filter |

Crew Code | Crew |

TRANS TRANSPORTATION

N B e i

Right-click to navigate to any level and fill selection list
accordingly.
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Forms and Templates

222

Release

After adding a form or template to Meridian, you will need to 'Release' document for it to
create the initial version in the system.

1. Right click on the file.

2. Select 'Document Workflow'.
3. Select 'Release’ or 'Release Quick Change'.

4. Enter a comment for the revisions log (optional).
5. Click 'OK".
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Accessing Forms and Templates 11

2.3 Editing Properties

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

Properties' function.

. Right click on the document

. Select 'Edit Properties'.

. Update the Wizard with the appropriate metadata.

. Click 'Finish'.

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

aur Or UFPFTCE

AR WON -

Open

) PERMITS Edit
+ 7 PLAN REVIEW COMM
+|=y PRE-COMSTRUCTION
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Forms and Templates

Create 'FT_000_FOR_TRAINING. docs

Dracument [nfarmation l Maotes ]

- Enter/Edit Properties @

Sub Class 4| oo

' OUT OF OFFICE

Dept/Crew

EAS__ PLANNING. DESIGN & CONSTRUCTION
- [¢] FISARCH__RECORDS - ARCHIVES
b [ FISGEN___RECORDS - GEMERAL

Project Tupe Q

Security Level S| FB PUBLIC
D'escription :FEIF! TRAIMING purpozes
File: Suifix FOR TRAINING PURPOSES
Document Date = 2 260208 -

File Marne:

Stare az My Defaults |

o
-1 Mowe ar Renarne Docurnent

Wi |

l Finish I l Zancel

=

The changes that you have made will result

in renaming thiz document!

Press Finish to continue, or Cancel to return
to the Edit Properhies dialog.
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