DOCUMENT MANAGEMENT SYSTEM ‘
MERIDIAN

Meridian 2022 PowerUser

This manual will provide instructions on using Meridian, the Electronic Document Management
System (EDMS) administered and managed by Facilities Information Services. It will cover the
user interface as well as information on performing searches for information stored in the EDMS..
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Meridian Training

Meridian Overview

Meridian is the Electronic Document Management System (EDMS) that is used by the
Infrastructure Planning and Facilities Unit at Michigan State University. It has various
capabilities for storing and managing many different types of files.

This manual covers the following basic concepts in Meridian:

o Vaults

e User Interface

¢ Viewing

e Scopes & Navigational Views (Nav Views)

e Searching

2022

“ MERIDIAN
ENTERPRISE

&'4 ACCRUENT
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Meridian Overview

2 Introduction to Meridian and General Overview

21 How to get to Meridian

If you don't have a Meridian shortcut already...

1. Type 'Meridian' in the search box.

2. Click on 'Meridian'.

3. Once Meridian is open, right click on the icon in the taskbar and select 'Pin to

Taskbar'.

All Apps Documents Web More ¥

Best match

meridian

See web results

Meridian 2

App

Meridian
-2 Pin to taskbar

X Close window

© 2023 Michigan State University
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2.2

23

Security/Permissions

Il access in Meridian is Eermission based. There are 3 levels of security:

A NE% FY

@lli2| Project Archives - Drawings/Mainarea
OBSOLETE
FPRIVATE

| PUBLIC

Public - Anyone with a user account can see these documents.

Private - Access is limited to only users in the group and set up on a case by case
basis.

Obsolete - Documents that are no longer used, but we want to keep a record of them.
These files don't appear on our web pages or in search results.

Vaults

L
Meridian uses a concept called 'Vaults' EJ Each vault is a predefined set of related
documents. A vault is essentially a digital filing cabinet.

L o/

\
.“ MERIDIAN |

Because of the sheer volume of documents and drawings in the system, the data in
Meridian is separated into various vaults. Vaults are important for searching, as they
are the first step in getting to the information you are seeking.

© 2023 Michigan State University
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= Ctgen Vault X
Server: L_l,’j ipf-msprod0l.campusad.msu.edu o Browse...
[ Froject Archives - Drawin

(& Operational

[ Project Archives - Documents, General Warranties

[ Project Archives - Equipment and Materials

(& Staging Vault

Open at

OK
@ Mow
Baseline ~ Cancel
() Date/Time | 9/ 7/2023 12:03:14 PM 5

2.3.1 Accessing Vaults
The are two different ways to access the vaults in Meridian.

1. Using the 'Vault' menu

. Project Archives - Drawings Main area

MNew 4
p—
E Open... o Ctrl+0O

ﬁj' Create Shortcut to This Vault

2. Or, using the 'Vault' icon

© 2023 Michigan State University



6 Meridian Training

[}\;ﬂ‘ Project Archives - Drawings Main arez

WVault Edit Wiew Folder Tools Help

3. Select which vault you want to open
4. Click 'OK'

(& Open Vault X

s

Server: U5 ipf-msprod0l.campusad.msu.edu o

Browse...

4 Project Archives - Drawin

(& Operational
[ Project Archives - Documents, General Warranties

[ Project Archives - Equipment and Materials
(& Staging Vault

Open at
@ Now 4 I'
| ancel |

Baseline o Cancel

ODateﬂ'imE af 7/2023 12:08:04 FM =

2.3.2 Where aml?

Once you select a vault, you can always tell which vault you are in by looking at the

top of the Meridian application window, the top of folder structure or the bottom of the
Meridian application window.

© 2023 Michigan State University
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M[:?roject Archives - Drawings Main area - Accruent Meridian Enterprise 2022 PowerUser

Vault Edit View Folder Tools Help

i Search 'Project Number' cp23084

£
||

Description Sheet Number Drawi... Discipline Search

-
& | OBSOLETE
B | PRIVATE
PUBLIC

2.3.3 Document Types within Vaults

The 'document type' specifies the business meaning of a document. The archive
vaults are split into separate areas that contain similar document types. The
Operational Vault contains many different document types, some related and some

not.
(& Open Vault X
Server: EERipf-msprod01.campusad. msu.edu v Browse...

(@ Project Archives - Drawings

(& Operational

[ Project Archives - Documents, General Warranties
[ Project Archives - Equipment and Materials

(& Staging Vault

Open at
0K
@Now
Baseline o Cancel
ODateﬂ'ime af 7/2023 12:18:18 FM -
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2.3.31

Project Archives Vaults

There are four Project Archives Vaults that house all the facility, infrastructure and
construction related documents, drawings and equipment & material data.

Project Archives - Documents, General Warranties
o Project Documents (Specifications, Addenda, Bulletins, Correspondence,
Reports, Studies, Testing, Hazardous Materials, etc)
o General Warranties (Contractor and Subcontractor Warranties)

Project Archives - Drawings
o Project Drawings (As-Builts, Control Drawings, Bid Sets, Surveys, Design
Development, etc.)

Project Archives - Equipment & Materials (all tracked and non-tracked asset
information)

o Shop Drawings (submittals, product data)

o Operation & Maintenance Manuals (submittals, product data)

o Equipment and Material Warranties (manufacturer and extended warranties)

o Testing and Readings (installation and inspection/scheduled testing)

o Service and Maintenance (frouble calls, fixing assets)

o PM Scheduling (scheduled preventive maintenance)

o Asset Number Updates (worksheets for assets installed or removed)

o Training (training manuals and videos from manufacturers or installers)

Staging
o Files from closed Unifier BP records that need further description.
o The files are bulk added under a project number, then a subject matter expert can
go and index them accordingly.
o As this is done, the completed files move into the appropriate archive vault in
Meridian.

¢ All documents will be added to Meridian after project closeout.

e We are in the process of adding all microfilmed documents into Meridian (1855-2003
project document and shop drawing information).

e Most of the active project information is housed in Unifier as we work on adding the
closed records to Meridian.

e Some files are still hard copy in the Archives room.

© 2023 Michigan State University



Introduction to Meridian and General Overview 9

2.3.3.2 Operational Vault

The Operational Vault houses many different types of document types.

Unit Reports
o Unit wide and Departmental Reports

Facilities Data Reports
o Static annual reports regarding facility and infrastructure data for MSU.
o The current reports using the most up-to-date information and static fiscal year
end reports are available on the FIT home page
(https://apps.qgis.msu.edu/facilities-information-tool/v4/).

Construction Standards
o Used to create the project specifications and drawings.
o Meridian houses both the MSU standards for construction and standard details.
o Provides users access to the most current versions.
o A select group of individuals have editor privileges.
o Files are linked to external web pages..
o See Construction Standards training materials if you are an editor in this area.

Forms and Templates

o Provides users access to the most current version of the form or template.

o Can be saved directly into a project and filled in without changing the master form
content.

o A select group of individuals have editor privileges.

o Files are linked to various external web pages.

o See Forms and Templates - Editor training materials if you are an editor in this
area.

Policies, Procedures & References
o Provides users access to the most current version of the Policy, Procedure or
Reference.
o A select group of individuals have editor privileges.
o Files are linked to various external web pages.
o See Policies, Procedures & References - Editor training materials if you have
access to use this area.

Operational Drawings
o Provides base floor plan information (walls, windows, doors, room numbers,
square footage, door swings).
o Houses the dwg and pdf base building floor plans, Building Information Models in
Revit and evacuation maps.
o Files are linked to mapping system and external web pages.

Staff

© 2023 Michigan State University
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o PDC student staff photographs and reviews which you can view with certain
permissions.

Projects

o IPF staff can manage and collaborate on their files pertaining to facility and/or
infrastructure related projects they are involved in.

o It is split into two areas: Project Documents and Project Drawings.

o Users pull 'Forms, 'Operational Drawings' and 'Construction Standards' files from
other areas of the Operational Vault and make them part of the project.

o This allows for the project files to be available to all who need them at all times.

o These are NOT the final versions of the files and WILL NOT be archived.

o See Projects training materials if you have access to use this area.

Tasks (Non-project related efforts)
o IPF employees can store any files they worked on that did NOT have to do with an
official facility and/or infrastructure related project.
o A task should only be created if it has NOTHING to do with an official facility
and/or infrastructure project.
o See Tasks training materials if you have access to this area.

Safety Data Sheets
o IPF departmental MSDS and SDS documents are stored here and filed according
to chemical type, department using the chemical, etc.
o The files are managed by the Occupational Health and Safety department.
o The files can also be accessed on the IPF Hub or mobile meridian.
o See Safety Data Sheet training materials(Editor or Viewer) if you have access to
this area.

© 2023 Michigan State University
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24

2.41

User Interface

The Desktop Client user interface will look very similar across the Vaults. The folders,
document properties and underlying data will change, but the icons and menus will
remain mostly the same.

Project Archives - Equipment and Materials Main area - Accruent Meridian Enterprise 2022 PowerUser - O x

Vault Edit View Document Tools Help

Toolbars

The toolbars in Meridian have many different options. Most of these options are also
available as icons.

***You must select a file to have the all the options in the toolbar and menus
appear.***

aterials Main area cruent Meridian Enterprise 2022 PowerlUser - O X

1 t | Edit| View  Document Tools| Help

-uh@m H’_n__l_ﬁ' m Search 'Project Number'
= B P E b 20 O
3

-
||

pment Divis.. Equipment Sub EquipmentMate.. Equipment Description
EI--EEU Projec
¥ OBSOLETE
PRIVATE
= | PUBLIC
B+ 0001
SR
oM
4 @ ELECTRICAL GENERAL (NO LOW-VOLTAGE ... | TESTING TESTING - 2001

Change vaults

'Nav View' access

'Go back in time' feature
'Edit' menu to copy files

'Document' menu for sending email, building reports, printing

"Tools menu' for access to FIT, the project selection tool and the 'Find Tool' (for
searching).

Toggle viewer and properties pane on and off

'Find Toolbar' for searching

. Scopes access (Operational Vault Onl

SOk W~

© o N

© 2023 Michigan State University



12

Meridian Training

2411

User Settings

2.4.1.1.1 Arrange Layout

Floating/Docking Viewer and Properties Pane:

On the Properties Pane or the Viewer window, the user can float (drag and drop) the 'viewer' or
'Properties' to any part of your desktop screen (inside or outside of Meridian). To re-dock, drag
and drop back into the Meridian application and select the location where the block is

highlighted.

ent Meridian Enterprise 2022 PowerUser

| Q " b i Search 'Project Number'

EquipmentMate.. Equipment Description

.. LOW-VOLTAGE .. TESTING TESTING -2001
T..| PUMPS DFSINGRODSIGO
PLUMBING SYS... | WINDOW A/C

Properties

Document  Classification Location - Project Ec

b

Srant Notel

Submittal Status

DMS History

| RECO00001_OM_ELEC_GEN_LOWVOLT_TESTI

G_TESTING_-_2018_2018-09-23.pdf

| &2

Thumbnail Workflowe

Status:

<

Refresh thumbnail

File details
Location:

Type: Equipment And Materials, Adobe -

2.4.1.1.2 Options

Options:

Under revision by:

Comment:

Project Archives - Equipment and Materials:\PU

Released

LIC\0001\1\0M

\bat Docun

ent

Equipment

EQD000117

This feature allows the user to set specific user preferences.

Startup Options - allows the user to return to where they left off in Meridian upon
opening the application and to stay on a particular document when switching between

views.

1. Click on the 'View' menu

2. Select 'Options...’

© 2023 Michigan State University
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# Project Archives - Equipment and Materials I

‘ent  Tools Help

Change View

Name « |§5
g1
"
» @ Go Back in Time...

£ Arrange Layout »
G
; Reset Layout
£ Application Look »

: [EE] (;thinns... N

=1

3. Check the boxes under 'Startup'.
L Options

General Appearance Actions Advanced

Startup

Remember last document between sessions

Remember last document between views

User assistance experience

()1 prefer online help
(@) 1 prefer local help

This will ensure Meridian opens to the last place you were if you close the application
and will take you to your selected document if you switch views within a vault where

your selected document would appear.

Settings for Right-Click Menu - shortcut to the 'document menu' options when you

right-click on a document.

1. Click on the 'Appearance’ tab
2. Click on the 'Configure..." button

© 2023 Michigan State University
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#. Options

General| Appearance Iﬁ\:ohdvanced

Viewer

You can configure the way documents are displayed in the viewer and

printed.

Shortcut menus

You can select which commands are a
on the Vault, Folder, and Document sh
Mmenus.

[ ] show user initials in status bar

[w] Warn when opening a document in a read-only workflow state

oK

b

Configure...

Cancel

Apply

Scroll down a little

Check the boxes for the options you want in your right-click shortcut menu

Click 'OK'

© 2023 Michigan State University
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-~ CDmJi%ure Shortcut Menus .t

Select commands to appear on the Document, Folder, and Vault shortcut menus:

(|4 References from File
% Change Document Type
(/& Issue New File Name
i1 Set Property Value
[]& Refresh Thumbnail
Ues View
[/l Draft Print
Show Revisions
) Compare

¥[8 suild Report o

[/]=% Send to Email Recipient
[0 Copy
] cut
[l Copy Document

|_[ 145 Coov with References |
'~ Derive Document
[ Derive with References
[ [’ Replace Document
(i Paste
[] Paste Multiple
[] [| Paste as Replacement
(<= Paste as Derivative
[4]%| Delete

[] Rename v

AR

Restore Defaults e oK

6. Click 'Apply’'

7. Then click 'OK'

Under change: -
In other work areas: -

[ Cancel

Shortcut menus

You can select which commands are available
on the Vault, Folder, and Document shortcut
menus.

Configure...

[]show user initials in status bar

[Jwarn when opening a documeii n a read-only workflow state e

| OK l !ancel Apply

© 2023 Michigan State University
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2.4.1.2

Tools

Tools:

' ﬁ Find Documents

2 FIS Tools I},
% View or Administer Projects and Tasks

Users have access to:

« The Find Documents Tool (which will be covered under the searching section of this
manual)

. FIS Tools - a list of applications designed to assist users with finding MSU building,
infrastructure & project information

. View or Administer Projects and Tasks - access to the project information tool within
Meridian

2.4.1.2.1 FIS Tools

To assist the user in finding the information they are looking for, FIS has created the
'FIS Tools'. This toolbox offers the user the ability to search for many different types
of facility and infrastructure data. They can search on one or a combination of the
criteria to find what the are looking for.

1. Open the 'Tools' menu and select 'FIS Tools':

g2 | Find Documents

) 28 FIS Tools N

% 'View or Administer Projects and Tasks

The following dialog box will appear showing the applications offered to help users find
information. Select the tool you want to use and click OK.

@l FIS Tools - O X

FIS Suppaort Portal
Facilities Infarmation Tool

© 2023 Michigan State University
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2.4.1.2.1.1 FIS Support Portal

The FIS Support Portal (https://fissupport.ipf.msu.edu/Main/) contains information
about troubleshooting issues, news alerts about systems and applications, links to
various applications, knowledge based articles and user support via ticket submission
to our service desk and contact information.

&l FIS Tools S — U X

u FIS Support Foral
Facilties Intarmaton Tool

] Cancel

m MICHIGAN STATE UNIVERSITY

Home Knowledge Base News Tickets Community

Need Facility Information or Assistance?

Need help with one of our applications? Need record information about a building or project? Submit a ticket or give us a call!
FIS Support Line

Call our support line to speak directly with one of our staff!
(517) 353-3434

Facility information links
« Facilities Information Tool ( FIT)
o Buildings list
o Facility and infrastructure documents ( Meridian Explorer )

© 2023 Michigan State University
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2.4.1.2.1.2 Facilities Information Tool

The Facilities Information Tool (FIT) is your connection to facilities
and infrastructure data, project information, infrastructure mapping
and electronic document management content. Various links on
the FIT page will send you directly to the files in Meridian Explorer.

&l FIS Tools S — U X

[

Facilities Information Tool

] Cancel

=  FACILITIES INFORMATION TO... G MICHIGAN STATE UNIVERSITY

MAIN MENU <
FACILITIES INFORMATION TOOL

A HOME

This application was created to allow y nt and historical facility and infrastructure

el rie
Q. BUILDINGS v o

in
Q. LAND ENTITIES Inf
Q PROJECTS v
9 Maps v
ol PPANORAMIC PHOTOGRAPHY v

ed access and in general is indicated by a icon. Access is
SRCOMECS HDDRESSES © y employees with a legitimate need. For assistance please refer to the ‘Request
Q. CONSTRUCTION STANDARDS v s link below:
& ITY/INI S . gs
+ 2. Building additions

(ORLERRITIONS Building complexes
B WH W

0214 Radiology Building | 2008 | South

The old version of this application s~ &y -
available here until 10/01/2023 avove @

FEEDBACK/SUPPORT

e The menu on the left hand side of the application window
provides shortcuts to all the different sets of information.

e Most of the links within FIT are accessible in each area. There are
multiple ways to search for the information and then access the
same information.

For further instruction, see the Meridian Explorer Training Manual
or the 'WHAT'S NEW?' menu option within FIT.

© 2023 Michigan State University
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The FIT Project Database grants users access to the list of projects
for the facilities and infrastructure at MSU. To search for projects
within a certain building, it is best to start in the building search.

Users can search for information using project keywords (portions
of project names, project numbers, building names, building
numbers).

e Type the keyword and hit enter. This will return results that have
that keyword in the project name, number, building name or
number.

o Filter the list further by typing another keyword. DO NOT HIT
ENTER - this will clear the previous keyword search and you will

start over.
SEARCH COVER SHEETS HELP
@
PROJECT DATABASE fire @ Q, alarm| X c &
BLDG
no BLDG NAME
PROJECT NO NAME TYPE VEAR M~ REL PROJECTS REL BUILDINGS
BERKEY HALL
AND VARIOUS
BUILDINGS -
RECO01911
INSTALL FIRE 0002 BERKEY HALL LEGACY 1956 ,0002,0001,0022,001
ALARM SYSTEM
IN 12 BUILDINGS
LIBRARY - FIRE
REC070413
ALARM 0049 LIBRARY LEGACY 1956 ,0049,
PAOLUCCI -
REC003305 INSTALL LOCAL 0001 PAOLUCCI LEGACY 1957 ,0001, -

OWS per page: 50 w 1-50 of 138 1 > >l

¢ Click on the project number to access the project files in Meridian
Explorer, print a project cover sheet or copy the project

information (hnumber and name) to the clipboard.
AND VAF

BUILDIN
| RECOD‘I‘?‘II& |
INSTALL

\,‘ Click to see project «
Project Links

112BU
G Files IBRARY

LARM
= Cover Sheet |AOLUC!

ISTALL
1 Copy
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¢ Click on any of the column header filters to filter the results
further.

BLDG

No LDG NAME
'ROJECT NO NAME : TYPE YEAR D M~ REL PROJECTS REL BUILDINGS

BERKEY HALL
AND VARIOUS

BUILDINGS -
REC001911
INSTALL FIRE 0002 BERKEY HALL LEGACY 1956 ,0002,0001,0022,001

Multi-Building Projects:
Occasionally IPF will perform a multi-building project, meaning one project number is
assigned to a project that encompasses two or more buildings or land entities.

The electronic systems used here at IPFf or projects, FAMIS and Meridian, only allow
for a one-to-one building/project relationship. When we perform a single project on
multiple buildings, we are forced to pick a 'primary building', even though the work may
be split evenly amongst the buildings.

The Project Database allows the user to search for any building that was involved in
the project and find the information needed to conduct a search in Meridian or FAMIS.

Within the the search results for a building, you may notice different 'Primary Buildings'
listed other than the building you searched for. In this instance, you will want to use
the Project 'Number' or the 'Primary Building' to search in Meridian.

Examples Below with Explanations:

1. This is a Sewer distribution project that also included Berkey Hall. Sewer
Distribution (9572) is the primary building. If you looked in Meridian for these files
using the Nav Views that use building name or building number, the files WILL NOT
be there. They are filed under Sewer Distribution. If you search under the project
number (REC007335) or used the Find tool (instructions later) under '0002 Berkey
Hall' - the files will be there.

2. This is a project only for Berkey Hall. No matter which way you search in the
system (Project number, Building Name, Building Number), the files will show up.

3. This is a multi-building project where Berkey Hall is the primary building. The files
are stored in 0002 Berkey Hall. If you use the Nav Views and search Berkey Hall,
the files will be there. If you searched using the Nav Views for any of the other
buildings listed, the files will not be there in the Nav Views. The files will however
show up if you use the project number (REC001911) or used the Find tool
(instructions later) with any of the other building numbers/names.
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by
0002 BERKEY HALL EQ ALL BuiLDINGS

BETWEEN E. CIRCLE DR. & GRAND RIVER AVENUE

© DETAILS
Q, search
&2 ADDITIONS
PROJECT NO NAME TYPE YEAR ™~ REL BLDGS REL PROJECTS
R ADDRESSES m——
DISTRIBUTION -
@ PROJECTS REC007335 BERKEY HALL - LEGACY 1946 o
SEWER SYSTEM
E DOCUMENTS
DISTRIBUTION -
£ CAMPUS imﬁg’;u AND
REC007411 LEGACGY 1946 10572,0002,0035,
CENTER AREA - >
2 @ INFRASTRUCTURI T
REC002380 B e
|ATTIC pian | LEGACY 1955 ,0002,
BERKEY HALL AND

VARIOUS

BUILDINGS -
INSTALL FIRE LEGACY 1956 ,0002,0001,0022,0019... i}

ALARM SYSTEM IN
12 BUILDINGS
BERKEY HALL - M

REC001911

2.4.2 \Views

There are many different types of 'Views' in Meridian. The system will default to the
'Folders' view, which should not be used for searching. If you click on the word
'Folder', it will display a list of Navigational Views you can use to search.

Folders - Root folder where the files in Meridian are stored based on permissions and
security.

DO NOT USE IF YOU ARE SEARCHING FOR
DOCUMENTS.

~ Préjert Archives - Drawings Main area - Accruent Meridian Enterprise 2022 PowerlUser

Vault Edit View Folder Tools Help

! Search '‘Project Numb

Views Nme -
E|--- Project Archives - Drawings/Main

| 21| Folders

- OBSOLETE
Fﬁ My Working Copies PENVATE
EE [ADMIN] All Flles (Document Type-File Type) PUBLIC

= [ADMIN] Under Revision By
Eg All Files (Building-Project-Classification)

EE All Files (Building-Project-Classification-Discipline)
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My Working Copies (Archive Vaults)/ [My to-do list] (Operational Vault) - view
designed to show the user all the documents they are currently working on (in 'Quick
Change' status)

o Archive Vaults:

Name o Discipline Description

Views

@ Folders

E|--- My Working Copies
|

My Working Copies [ & CPOG036_DWG_ASBL.. | CIVIL COVER SHEET .
ES [ADMIN] All Flles (rocament Type-Fie Type) [ ¥» CPOS036_DWG_ASBL. | ARCHITECTUR . | FLOOR PLAN-
= N [ ¥ CP0G036_DWG_ASBL. | ARCHITECTUR . | FLOOR PLAN-
£ [ADMIN] Under Revision By [ % CPOG036_DWG_ASBL. | ARCHITECTUR.. | DOOR SCHEDU
o Operational Vault:
X [ = ¢

Name . To-Do Person Doc SubClass

Views
E Folders
= [~My to-do list] K (&) REF_TRAIN_MERIDIAN_201751_POWERUSER_MANUAL pdf | kingkend (Schro.. | TRAINING MA
%) REF_TRAIN_MERIDIAN_ACTIVE_PROJECTS_-_DOCUMEN. . | kingkend (Schro. | TRAINING MA

[All to-do lists]
18 [; REF_TRAIN_MERIDIAN_PROJECTS_-_OPERATIONAL_VAU... | kingkend (Schro... | TRAINING MA

= Samst Rarscl [£) URPT_EAS_CPSUBCOMP_2023_08AUG_2023-08-31 pdf kingkend (Schro... | CAPITAL PRO
E Cad Crew Tasks (Category,Bldg. Name)

=
—= Cad Crew Tasks(Category,Bldg. Name, Doc Date)

== Construction Standards - All

Navigational Views - Predefined searches based on specified document
properties. Many different options that are different in each vault.

o Archive Vaults:

s (Budng~rignal-Discpine)

Description Document Date

As-Builts [B[.lildingﬁ-hddiﬁon-DiscipIine) 1407 S HARRISON

As-Builts (Building~Original-Discipline) I ij 1855 PLACE-BUILDING..

) CP13351- 1855 PLA .
4-H CLUB, PIGECNRIL..

As-Builts (Building-Architectural)
2 As-Builts (Building-Civi)

ABRAMS PLANETARI...
= As-Builts (Building-Demolition) AG EXPO EXHIB-WICK
2 As-Builts (Building-Discipline) AKERS GOLF COURS...

AKERS GOLF-CART S...
EEAS—BUHB (Building-Discipline-Volume) AKERS GOLE-DRIVIN
Eg As-Builts (Building-Elec-Fire Alarm) AKERS GOLF-DRIVIN...

o Operational Vault:

Description Doc SubClass Doc SubClass D.. Doc SubDetail CSISub Division

Views

Projects-Documenis a__
== Projects - My Files (Froject, Class) ~ FY 1407 S HARRISON
|E= Projects-Documents and Drawings (Building, Project)| - 1855 PLACE-BUILDING
CP13361- 1855 PLA..
CP18211-1855PLA.
PR204526 - 1855 PL.
PR222733 - 1855 PL
' 1855 PLACE-BUILDING

5 Projects-Documents and Drawings (Project, Doc Class)
22 sDs Sheets (Manufacturer)

== 5DS Sheets (Product Type)

== staff Information - Active Students-Temps by Crew

o Collections: (user defined saved searches - set by using Advanced
Searching or Find Tool)
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2.4.21

’=—|| Je

Views Name . [ Description " Sheeth
= 8 TIF FILES TO CONVE .

0067 no source ~ b

EldgNo contains 0176 (230516115420) qg 1247_DWG_ASBLT_00.. | FIRST FLOOR P... | 0001
DocDesc contains delete (221222090050) - ¥ 1247_DWG_ASBLT_00.. FLOORPLANS | 0002
qg 1247_DWG_ASBLT_00.. | PARTIAL FLOO... | 0002
* 1247_DWG_ASBLT_00... | ELEVATIONS 0003
hancock * 1247_DWG_ASBLT_00.. | PARTIAL FLOO... | 0003
MSU revision not empty * 1247_DWG_ASBLT_00.. | DETAILS 0004
* 1247_DWG_ASBLT_00... | PARTIAL FLOO... | 0004
* 1247_DWG_ASBLT_00.. | PARTIAL FLOO... | 0005
SubClass = ASBLT, SourceCo = GOYETTE (230425123253) * 1247 DWG_ASBLT_00.. | EXISTING STO... | 0006
SubClass = ASBLT, SourceCo = MATRIX (230421103108} ﬁe 1247 DWG_ASBLT_00... | DETAILS PARTI... | 0007
* 1247_DWG_ASBLT_00.. | SECTION DETA... | 0008
* 1247_DWG_ASBLT_00.. | SECTION DETA... | 0009
* 1247_DWG_ASBLT_00.. | ELEVATION DE... | 0010
pEy

Equipment Renumbering

Revision not empty

tif files to be replaced with PDF

I s e

Eﬁ. TIF FILES TO CONVERT TO PDF 1
= Ed

Find Results - Shows when you have conducted a search with the Find Toolbar

Name o Description Sheet Number Draw

LA rP17100 NWE ADMD 19 AL 9N14-N9-28 nelf COMPIFTE SFT 1-2 Al

Scopes- Filters the list of Navigational Views to a subset used by a specific Meridian
used in Operational Vault onl

Scopes & Navigational Views

Scopes

¢ Narrow the focus of the Navigational Views to a subset used by a specific Meridian
user group.

¢ Used only in the Operational Vault because there are many different IPF groups
using Meridian for different things.

e Upon opening the Operational Vault the first time, you will be asked to select a
scope.
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BRERRRRRERRERREREEE R

Commissioning Services

Communications

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

~All Nav Views

Chs

Navigational Views (Nav Views)

¢ Will direct you to certain documents based on a predefined path of specified
properties.
¢ Currently are based on the criteria and order in which we believe most people like to

search and retrieve the information they are seeking.

¢ Vault specific, meaning they only search through the documents in the vault you have

open.

example below: project archives - documents
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Views

dkﬁ}lderg
_|_-| My Waorking Copies

~= [ADMIN] All Files (Document Type-File Type)
[ADMIN] File Verification (Building)

[ADMIN] Under Revision By

All Files {Building-Project-Classification)

5 (Building-Start Year-Project-Classification)

5 (Classification-5tarty ear-Project)

i tih bbb bbh bih foh bob bbh bod

E EEE
i R R 1
% B om ®

]

]

]

(

(

5 (Classification-Building-Project)

(

5 (Project Mumber-Building-Project Name-Classification)
—=l All Files (Project-Building-Classification)
—=l All Files (ProjectSource-Project-Building-Classification))
E Hazardous Materials (Building-Material Type)

% Hazardous Materials (Material Type-Building)

E Large Projects (ProjectInfo-Classification-Volume)

= Public Art

t

2.4.2.1.1 Navigating Nav Views

Each Nav View will return a specific set of filtered information based on its name.
Once you have selected your Nav View, you can drill down to the information you are
looking for. The names of the Nav Views describe the type of documents you will see
and the order the folders will be in.

example from the Project Archives Drawings vault:
1. Anything before the parentheses indicates the filter parameters
o 'All Files' means every drawing type in the vault, NOT filtered on as-built, control

drawing, survey, etc.

a. Anything in parentheses denotes the folder structure that will be displayed.
o Building - building name
o Project - project information (number and name from the FIS project database)
o Classification - what kind of document it is, document type, name, etc. (as-built,
bid set, control drawing, survey, etc)
o Discipline - discipline class of drawing (arch, mech, civil, struct, elec, site, land,
equip, demo)
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2.4.2.2

ing-Project-Classification-Discipline) = Now

Mame a
& 1407 S HARRISON

- =€ 0745- 1407 S HARRISON - ACCESSIBILITY IMPROVEMENTS
- =83 AS-BUILT
e cv
&) 0745_DWG_ASELT_CPP_0008_7_1996-04-12 pdf
0745_DWG_ASBLT_PSC_0001_NONE_1996-04-12.pdf
0745_DWG_ASBLT_PSC_0003_2_1996-04-12 pdf
0745_DWG_ASBLT_PSC_0004_3_1996-04-12 pdf
0745_DWG_ASBLT_PSC_0005_4_1996-04-12.pdf
0745_DWG_ASBLT_SNOW TECH_SNOWMELT_0001_1_1996-04-12.pdf
&) 0745_DWG_ASBLT_SNOWTECH_SNOWMELT_0002_02_1996-04-12 pdf

+-| 1 GEN

=[] SITE
+-{£] CONTROL DRAWINGS
+-{£ DESIGN DOCUMENT

o[ [ [ [ [ o

*Remember - Nav Views in other vaults won't have the same choices and will be
specific to the files in those vaults.

Viewing Files

Users can also double-click to open the document in a native application on their
desktop.

2.4.2.2.1 Native Viewer (TIF)

Some of the files in Meridian are stored as TIF images. This format was used before
PDF/a for archiving documents and drawings and we are working on replacing the TIF
files with PDF/a files. In order for you to be able to view TIF files correctly, you may
have to set the default viewer to Irfanview on your computer one time.

H

If you do not see this icon next to TIF files in Meridian, follow the steps below.

1. From Meridian, copy and paste (or drag and drop) a TIF file onto your desktop.
A el et

'ERNE Y CP06036_DWG_ASBLT_0001_B-0067-116_2008-05-154if | C!

E Be CP0G036_DWG_ASBLT_0002_B-0067-116_2008-05-15 tif

[ [¥e cPos03s_DWG_ASBLT 0003_B-0067-116_2008-05-154f | FL -

B )

B CP06036_D...

14

% CP06036_DWG_ASBLT_0004_B-0067-116_2008-05-154f | D
% CP06036_DWG_ASBLT_0005_B-0067-116_2008-05-154f | IN
¥» CP06036_DWG_ASBLT_0006_B-0067-116_2008-05-154if | IN

2. Right click on the file on your desktop and choose 'Properties'
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Fotate left

Cast to Device >

Share
Copy Link
Manage access

View online

Version history

Alwavs keep cm;chis_ device

Fefame

Properties

3. Select 'Change'.
& CPO{}936_DWG_ASBLT_0001_B-0067-116_2008-05-15tif Pro.. X

General Security Details  Previous Versions

@ 206036_DWG_ASBLT_0001_B-0067-116_2008-05-15 tif
Type offile: TIF File {.tif)

Opens with: Photos Change...
Location: ChAUsers\kingkend\OneDrive - Michigan State Universit

4. Choose' IrfanView'. This viewer is the most compatible with different TIF formats.
5. Click 'OK'.
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How do you want to open tif files from
now on?

' Keep using this app
3 Photos

Photos are easily enhanced, organized for you, and
ready to edit and share.

Other options

IrfanView 64-bit

Paint

Paint 3D

paint.net

Snagit Editor Vv

OK

6. Verify IrfanView was selected.
7. Click Apply.
8. Click 'OK".
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&| CP06036_DWG_ASBLT_0001_B-0067-116_2008-05-15.1if Pro.. X

General Securty Details Previous Versions

@ 206036_DWG_ASBLT_0001_B-0067-116_2008-05-15 1if

Type offile: TIF File {.tif)

Openswith: @ IfanView 64-bit Change...
Location: CAlUsers\kingkend\OneDrive - Michigan State Universit
Size: 324 KB (332.309 bytes)

Sizeondisk: 328 KB (335,872 bytes)

Created: Monday, September 11, 2023, 10:01:36 AM
Modified: Thursday, October 29, 2009, 3:3%10 FM

Accessed: Today, September 11, 2023, 45 minutes ago

Aftributes: [v|Read-only [ |Hidden Advanced...

OK Cancel Apply ||

9. Now delete the file from your desktop. Close and reopen Meridian.

3 Searching

There are 4 different approaches to searching in Meridian:

1. Navigational Views (Nav Views) - covered earlier in manual
2. Find Toolbar

3. Find Documents Tool (Collections)

4. Advanced Search (available upon request)
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3.1

*In order to conduct a search, the user may first need to access the tools menu
options to help find the project or building information.

Find Toolbar (Basic Search)

# Project Archives - Drawings - Accruent Meridian Enterprise 2022 PowerUser

P Vault Edit View Document Tools Help

L3
E‘ (<} l_,‘ L e ‘i ¥ - '—\,'laa|Q‘| | E Search ‘Project Number'

I
(]
-

f | g =

e Search on one specific document property across one or multiple vaults.

e The drop-down list contains only the properties for the vault you are currently in.

e Depending on whether you search in 'this vault' or 'all vaults', the search results will
be returned in a different format.

*The Records Tools are available to assist users in finding Project Numbers, Project
Names, Building Numbers, Building Names, etc to search against.

*Reminders:

e Searching using Building Name or Number will only give you results where that
buildings was chosen as the primary building.

e Searching using Project Number will return everything in the system for that specific
project.

e Searching using DocSubClass will return everything in the system with that
classification, against all projects or departments.
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3.1.1

Using Find Toolbar

1. Select the document propert

Search 'Project Number' P

Search ‘Building Name'

Search 'Building Number'
iSearch 'Description’

Search 'Discipling’

ISearch ‘Discipline Code'
1Search 'Discipline Search’
{5earch 'DMS Insert User'
Search 'DMS Modify By'

| Search 'Doc Class'

‘|Search 'Doc Class Code'
‘|Search 'Doc SubClass'

Search 'Doc SubClass Code'
|5earch ‘Document Number’

|| search ‘Drawing Number'
Search 'Drawing Size'

Search 'Equipment Description’
Search 'Equipment ID Primarny’
Search 'Equipment Status Primary’
Search 'Legacy File Name'
|5Search 'Legacy Scale Factor'
15earch '‘Name'

hSearch 'Project Description’
Search 'Project Number® |
Search 'Project Source'
1Search 'Project Start Year'
Search 'Record 1D/

Search 'Related Project Mumbers'
Search 'Security Level'

Search "Security Level Code'
Search 'Source Company’

e

e =]

e . S S S |

P

[

[ |

2. Select the search condition

e

== starts with

== contains multiple words

k

31
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3.1.2

3. Type in or use the drop down menu to fill in the search criteria.

Search 'Project Number' cplB8261 W

¢ Most properties include a drop down menu, but Project Number does not. This
field is still a type in text field.
¢ As you type, the list will filter.

4. Select the Search Scope (this vault or all vaults)

This Vault
All Vaults

5. Conduct the search

{ Search 'Project Number' [ — cpl8261 [

]
'This Vault' Search

A search conducted in 'This Vault' will take the user directly to the information they

searched for in the same vault they conducted the search in.

o If there are going to be a large amount of files returned, you will get a warning.
Click on 'All' to get the resullts.

Description
Y

Accruent Meridian Enterprise 2022 PowerUser it

The search resulted in 707 documents found.
How many would you like to display?

All First 250 Cancel
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3.1.3

3.2

[ » Find Results - Now

Mame a

-~ % Find Results (707)
C - CP08261_DWG_ADD_SMITHGROUP_PLANT_BP2
CP0O8261_DWG_ADD_SMITHGROUP_PLANT_BP2
CP08261_DWG_ADD_SMITHGROUP_PLANT_BP3
CPOB261_DWG_ADD_SMITHGROUP_PLANT_BP3
CP0OB261_DWG_ADD_SMITHGROUP_PLANT_BP3

)RR DD

'All Vaults' Search

33

A search conducted across 'All Vaults' will open a separate window that contains all
the document types across all Meridian vaults with the property that was searched

against.

1. Bottom left corner tells you how many total files there are and how many are

shown.
. '250 More..." button allows you to add to the number shown.

2
3. 'Go To' button will take you to the file you have selected. If it is outside the vault

you conducted the search in, it will open a new instance of Meridian.
4. Vault column tells you which vault the document is in.

004 items found, 250 shown | o

Cv, v
>

@ Dlcuments in all vaults O bY
Display Name Work Area  Description  Sheet Nu... Drawing ... Discipline... [ A = W
-4 CP08261_DWG_SITESURV_0001_D-4536_2009-06-11.tif Project Archives - Drawings Main Area SITE SUR... 0001 D-4536 RGINES
%CPUBZGl_DWG_PROJREQ_PRDB6244_0UDl_NONE_ZUll-Dl-lS.tif Project Archives - Drawings Main Area  COMNECT... 0001 NOMNE (LIVELEC,
CP08261_DWG_ASBLT_TCIMICH_CIVIL_0001_C5.2_2012-02-17.TIF Project Archives - Drawings Main Area  UTILITY P... 0001 cs5.2 LIV,
%CPUB26l_DWG_ASBLT_TCIMICH_CIVIL_DDUZ_CS.2.1_2012-02-17.TIF Project Archives - Drawings Main Area  UTILITY P... 0002 C5.2.1 LIV, Q
%CPUB26l_DWG_ASBLT_TCIMICH_CIVIL_DDU3_C5.2.2_2012-02-17.TIF Project Archives - Drawings Main Area  UTILITY P... 0003 C5.2.2 LIV,
%CPUB26l_DWG_ASBLT_TCIMICH_CIVIL_UUM_CS.2.3_2012-02-17.TIF Project Archives - Drawings Main Area  UTILITY ... 0004 £5.2.3 Stop
£

(2

* This option is only available from the Archive Vaults and not in the Operational

Vault.

Find Documents tool

e Allows the user to search for files using the same list of values used to index them.

e Will only display results from the vault where the search was conducted.
e Using it will create a 'Collection' (a user defined saved search).

To access the Find Documents tool:
1. Open the 'Tools' menu
2. Select 'Find Documents'
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. Project Archives - Drawings Main area - Accruent Meridian Enterprise 2022 Powerlser

Vault Edit

View Document

| |ﬁ Find Documents learch 'Proje

=—
2 Records Tools
% Wiew or Administer Projects and Tasks

51791 -
54161 [ﬂ Diagnostics...
lIl RARTE

3.2.1 Using the Find Documents tool

1. The' Find Documents' tool will have different tabs and fields depending on which
vault you are conducting the search in.

2. Anywhere there is a magnifying glass icon (ﬂ ), use it to select search criteria
from the same values that were used to index the files.
W Find Documents x

ame & Type Document Info |Praject|nfo| Equipment Inf0| o

Sub Class ;Iﬁl | | | |
SubClass Detal = | 2] || |
Discipline ilﬁl | | | |
| |

[ |

Description

oo

Uniwv. Archive Mo

Source Company

Yolume i
Drawing Number LI | |
Document Mumber LI | |
Fewision Level LI l:l
Maotes LI |
(@ Match ALL of these criteria
(O Match ANY of these criteria
Save As:
Caollection | |
[ Awailable to all @ Top10 (O Permanenthy (O Temporarily

Find Mow | Close |

If your search returns no results, you will be asked if you want to save the search
anyway.
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Finth[)ocuments

o Mo Matching Documents Found.

Save this Find Query Anyway?

Yes Mo

3.2.2 Find Documents Tool Results - Collections

Creating Collections:

e Collections are created when the Find Documents Tool is used to search.

e They are unique to each user and displayed beneath the Nav Views.

¢ You will have control over naming and editing your collections.

e Collections are dynamic (meaning as records are added to the system, if they fall
under your collection criteria, they will be included when you view your collection).

(#¥ Find Documents X | (@ Find Documents
Name & Tk pEmJEcﬂnlo] Equipment\nlo] MName &Typel Document nfa| | Projectinfo | qulmean'Dl
|‘Sub Class - | &) [aser | asBULT i | Project Number /
Sub Class Detail - 2] ] | Building c | £ [ozar IEiCH |
| Discipline c |/ mecH |[mEcHanicaL | | Project Dese il |
—— =T ’ \ Poertventeery = | [ |
Source Company - | £ I |
Volume el [ ]
Drawing Nurnber ﬂ l:l
S I
Revision Level | [ ]
Notes <] |
(@ Match ALL ofthese oriteria (@) Match ALL of these criteria
(O Match ANY of these criteria (O Match ANY ofthess critaria
Save As: Save As
Collection ‘Subc\ass = ASBLT. Disc containg MECH, BldgNo contains 0247 | Collection “SubC\ass = ASBLT. Disc contains MECH. BldgNo contains 0247
[ Available to all @ Top 10 () Permanently (O Temporarily T IAwElEEwal @ Tap 10 U Permanently U Temparanty
Find Now Close Finc Mow Clase

. To rename your collection, delete the system generated name and type your own.
. Select how long you want thje collection available in your collection list.
. Meridian will display the collection when you click 'Find Now'.

WN =~
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Save As
Collection

ISTE Mechanical As-Builts]

[ ]&wvailable to all Farmanently () Temparariky
| Find Mow | Close ‘
L1 Al =1 1=l L | — 1 e

| # Project Archives - Drawings - Accruent Meridian Enterprise 2022 PowerUser
Vault Edit View Document Tools Help

! Search 'Pre

Mame a
| = B 1ISTB Mechanical As-Builts (230911150619)

[-,‘,: CP16304 DWG_ASBLT_DEE_CEAMER_HVAC _00.. | HVAC DUCTW... | 0001

Description Sheet Number

Accessing Collections:

1. Click on the Nav View drop down list.

2. Look at the end of the list, beneath the gray line.
3. Select the collection you want to view.

# Project Archives - Drawings - Accruent Meridian Enterprise 2022 Powerl:

Vault Edit View Document Tools Help

£ | LargeProjects(Projectinfo-Classificatiog@Volume)
IZE Surveys (Building-5ub Class-Project
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Searching

3.2.21

Editing Collections

To edit or delete the collections you have created:
1. Open the 'Vault' menu.
2. Select 'Collections...".

MNew

I [E: Open...

% Work Areas...

1' Baselines...

[°TH Collections... I

E' Reports...

i i
View Briefcase...

a Close

. Project Archives - Drawings - Accruent

4
Ctrl+0O

[fL] Create Shortcut to This Vault

37

‘-_@ Collections in Project Archives - Drawings O b
I’%x [@] 2y
Display Mame Number of documents ~ Type
B10067 no source Dynamic Document Collection
ﬁBldgNo contains 0176 (2305... Dynamic Document Collection
Bl DocDesc contains delete (2... Dynamic Document Collection
B Equipment Renumbering Dynamic Document Collection
TCUCTK Dynamic Document Collection
STB Mechanical As-Builts (... Dynamic Document Collection
NS OTEVISION Ot ermpty Dynamic Document Collection
ElRevision notempty Dynamic Document Collection
BEISubClass = ASBLT. Source... Dynamic Document Collection
BElSubClass = ASBLT. Source... Dynamic Document Collection
Eltiffiles to be replaced with P... Dynamic Document Collection
BEITIF FILES TO CONVERT T... Dynamic Document Collection
EITIF TO PDF - 0067 Dynamic Document Collection
ﬁtifs to combine Dynamic Document Collection
BlVol contains green (2210201... Dynamic Document Collection
Elvolume not empty Dynamic Document Collection
Elvolume to subdiscipline Dynamic Document Collection
Bl volume-revision combined Dynamic Document Collection
EIVOLUMES Dynamic Document Collection
[} Cancel

3.Select the collection, then you can rename it, edit the properties of it or delete it.
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FIS Searching Hints:

Here are some of the helpful hints to remember when searching through the Meridian
(EDMS).

Microfilm (16 mm):
 From 1855 — 2003, all project related documents and drawings were microfilmed.
» Most project documents & 8.5x11 shop drawings from this time frame are NOT in the EDMS.
» They have been converted to digital and the FIS staff can access them.
= We re working on adding them to Meridian in conjunction with the Facility Condition
Assessments happening for ADCI.
Electronic Document Management Software (EDMS) introduced:

= We started scanning projects into the EDMS in 2003.

o Any project from 2003 - 2009 (before Unifier) that is ‘closed’ in FAMIS has been scanned and
added into the Meridian Project Archives vaults.

o If the project is not closed in FAMIS, any hard copies will be with the Project Team or in the
IPF Archives room until the project closes and they are sorted and scanned.

» Project Management Software (Unifier (2009), Plangrid (2019) and Autodesk Build (2023))

o If the project happened in a PM system, the information will be copied into Meridian Archives
as the business process records are closed and will also remain in the PMS.

o Staging Vault — As the files are copied from PM systems, they are added to the Staging Vault
in Meridian. They are filed under the project. Little information is filled in at this point. As itis
filled in, the files will move to the appropriate Meridian archive vault.

Project Source:

« There are 4 types of project sources in the Meridian project database. Projects are created
hierarchically, meaning the If there is a PR or WO that rolls up to a CP, only the CP will be in the
project database.

o CAPITAL — (CP00000)

= 2003 — Present Day.
» Projects are automatically created in Meridian upon creation in FAMIS.

o PROJECT REQUEST - (PR000000)

= 2002 — Present Day
* Projects are created in Meridian under the following circumstances:
¢ FIS receives documents to add to the system.
e Project Services project closeout process.
¢ Interior Design or Landscape Architect project running through PDC.
o WORK ORDER- (W0O000000 or W0000000)
= 2002 - Present Day.
* Projects are created in Meridian under the following circumstances:
e FIS receives documents to add to the system.

¢ Preventive Maintenance or Project Services project closeout process.
o LEGACY - (0000 or REC000000)

= 1975 - 2003 - Card numbers (0000)
o 4 digit numbers assigned to projects.
e They were rolled over and re-used.
= 1855-1975 - there were no project numbers. (REC000000)
e We created unique REC project numbers.
» Files collected from other campus departments (CPP, LMO, REO)
Equipment and Materials:

o If there is an Equipment ID in FAMIS, we are trying to link the documents in the EDMS to that Equipment
ID.
o Information from the Equipment ID record in FAMIS is being synched with the information in Meridian to
ensure the data is correctly indexed.
Drawings:
o Project drawing disciplines may be indexed incorrectly.
e Site, civil, landscape may be indexed under architectural. This is being corrected as we
find them.
e As-Builts are added to the EDMS as single page PDF/a files. Any other drawing set is
added as a multi-page PDF/a file.
Campus Park and Planning and Real Estate Office Files:

« The CPP and REO documents are being stored hard-copy in the FIS archives room.
 The documents are pre-sorted into boxes and are getting assigned project numbers, sorted and
scanned into Meridian.
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