MERIDIAN DOCUMENT MANAGEMENT SYSTEM

Tasks
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This manual will give you instructions on what ‘Tasks’ are and how to use the ‘Tasks’ document

type in Meridian.
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Meridian Training

1.1

1.2

1.3

1.4

Tasks Explanation

What is it?

Tasks is an area in the Meridian Operational Vault. A Task is an effort that produces
documents that are NOT RELATED to a construction project. Meridian can be the
central repository for the documents and drawings you create for your non-construction
project effort (Task).

Where is it?

Tasks are located in the Operational Vault in Meridian. They are accessible from any
scope.

Why are we using it?

Filing documents in Tasks will keep a historical record of important work not related to
construction projects. If everyone files their Tasks in one centralized location, we will be
a more organized and productive office.

How to use it

This manual will give you all the information needed to be able to use Tasks efficiently
and effectively.
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Tasks Explanation 3

2.1

General

Location, Location, Location

Make sure you are working in the Operational Vault and in the scope
dedicated to your department/crew.

[ Operational Main area - BlueCielo Meridian Enterprise 201451 Powerllser

Vault Edit Wiew Folder Tools Help

EzlﬁulﬁimlEIQE-*-IEaIQ'llﬂ ESearch'ProjectNumber"=r €pl11900 -
@ a {d
Hame . To-Do Person FSU File Mame Original File Mame
= Dperational/M ain area
+.  COMSTRUCTIOM STAMDARD
+.  FACILITIES DATA REPORTS
+.  FACILITIES PHOTOS
+. | FORMS, POLICIES, REFEREMCES AMD FROCEDLU. .
+.  OPERATIONAL DRAWING
+.  PROJECTS
+. 1 STAFF
+. 1 TASKS
+.  UMNIT REFORTS
To change scopes, click on the scope icon ( ) and select one from the list. If

your specific department or crew is not available, select the best fit or '~all Nav
Views'.
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Meridian Training

Tasks

Overview:
® Tasks are efforts that staff members work on that are NOT RELATED
to a Capital Project or Project Request.

® Tasks is NOT intended to be used as a to-do list for a project.

® Each Task describes a unique effort and a task document is a
document related to that effort.

¢ Staff members have the ability to create Tasks as they need them.

® Tasks are organized by Department, Crew, Category.

- Category is unique to each Crew.

- Categories provide a way to group similar Tasks.

- Staff members have the ability to create Categories as they need
them

Permissions:

¢ All IPF staff members can have the permissions to add, edit
properties, modify the documents and delete the documents in Tasks.
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.
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Tasks 5

3.1 Adding a Task Document

Add document by Dragging & Dropping it into the Operational Vault in
Meridian. Select the document type 'Task' from the dialog box.

‘@, Select Docurment Type @

which docurment bype should be used For task, docx'?

sl Construction Standards sl Project Drawing Set
%), Facilities Data Reports ) St
s, Forms and Templates ;
s Palicy, Procedures, References
T, Project Document
a Project Drawing

Pl 111 4

l=] Linit Reports

(] 4 l Cancel

3.11 Selecting a Task

The first thing you will need to do is either select an existing Task
or create a new Task.

L8l Irnport 'task.docx' - Enter/Edit Properties @
SetWalue: To Copy Esisting Document W alues
Syztem Defaults | by D efaulks: | | Current Selection Browsze to Document | e|

Nntes]
Task ﬂ

Related PrisTasks 4] Select the Task using

the magnifying glass
to access the task
selection tool.f

Buildings ol Vi
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Meridian Training

Either select the task you want to add a document to, or create a new
Task.

Select Task
Y|[¥ 5 @
Task Mo | Lead Person | Description | vear | Dept | Crew | Buildingls] | Building Name | Floors | Categoy | RelatedPis |

ing it takes a long time to load. Enter at least one filker above or expect slow response from the Apply Filters button.

This listis not populated because with

use any of the filter boxes to search
for the task you need. Ifit doesn't
exist, you will need to add a new
task using the + icon in the lower
left hand corner.

O[] 4
QK Cancel
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Tasks 7

3.1.1.1  Creating a New Task

After you click the 'Create New Task' button
new Task wizard will come up to fill in.

@1 x

, the

Department

Crew

Category
Description
Task Date
Status

Lead Person

Buildinglz]

Floor(z]

Related Projects

Add £~ Allfields are related to the EFFORT, not the
@' document you are adding.

ﬂ E&S EMGIMEERIMG &ND ARCHITECTURAL SERYVICES

)

/

~

Selectthe Crewis).
primary Crew will
determine the

/k Category list.

b

( iZategary is

i0m82011 -

unigue to the
primary Crew. It
IS & wiay to group

similar tasks.

J

Describe the
effort (NOT
the document).
This Task
description is
similar to &
Froject Mame,
50 be
thoughtful.

oK Cancel
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Meridian Training

Category Selection:

Either select the category for your new task from the list, or create a new
category for your crew.

Add
Acld Task | §
Select Category
Department d E ES
Crew d i Categom —
[
[
Selectto
Create a new
Category ﬁ'ﬁi
Description i
Task Date |F
Status d Cancel |
Lead Person d e
’ﬂ\dd
Add Task Category '| Type in 'Crew Code’
(from crew list in wizard)
Department EAS

Crew < .

Category Type in Category
— >_'¢( description.

OF. Cahcel

{ Region, Window, and Scrolling Window inputs

0K Cancel
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Tasks

3.1.2 Document Description

Now that you have selected the Task, Finish filling in the wizard by
describing the document properties.

L2l Import task.docs' - Enter/Edit Properties @
Setvaluez To Copy Esizting Document Walues

System Defaulks | by Defaulks | Current Selection |Elowset0 Document| a

Tazk l Nntes]

Taszk ﬂ T-2014-00021 5/1/2014
FISCAL YEAR 2014-2015

Relsted PridTasks 4]

Buildings d

fill in the description.
The file suffix will be

automatically filled in.
Then click Finish.

Floor(z] ﬂ

Descnption furding matrig

File Suffix FUMDING MATRI<
Security Level | FB PUELIC
Document D ate Fizn1/2ms -
Orig. FileM ame tagk.

File Mame:
Delete Source Wiew

’ Finish l ’ Cancel ]
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10 Meridian Training

3.1.3 Release the Document

Remember to Release the Document when you are finished
working on it.

right-click on the document and select
Document Workflow - Release.

o021
FRIE] T-2014-00021_APRIL_Z115 dss T-2014-00021_MAR... | APRIL 2015
:_ll FeuTs-UlU=T_FeonUSAn T _s0T... FaUTs-UUUS T _JENL FCOaEmT LR g}
| #7201 4-00021_FUNDING_MATR:. . kschioeder (Gohined.. task FUNGING MATRI
+ T o elees M TN aTH] i : = Dyl LB ACTOLIT
£ T2014-00021_Fy1415_PFRO., L Document Workilow d L] 924 | Fr1415 APFROVEL
&) T-2014-00021_sanuary_2ms.. 08 & Release Quick Change | | AN... | JaNUARY 2015
+IE] T-2014-00021_MARCH_2015 s _ U5 | Revoke Quick Change EE... | MARCH 2015
+GE] T201400021_MAY 2015 — SPRI. | May 2015
| T-2004-00182
You can enter a comment for the revision log, then click OK.
4| Release Quick Change @
[M] You can enter a shark comment in the document lag,

i ] [ Zancel
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Tasks 1

3.2 Modifying the Document

Users can modify a document already stored in meridian by
either 'starting a quick change and opening for editing’ or by
‘replacing the document content'.

3.21 Quick Change and open for Editing

Start a quick change:
Find the document that needs to be updated and double-click on
it.

W STAFF

) Document T-2014-00021_FUMDING_MATRDC -_DELETE_ME... [s23s|
double click on the

file, select "Start (2 Open read-onby

Quick Change and (@) Start Quick Change and apen for editing
open for editing', abapt change and open For editing
then click 'OK".

You ca8l enter a short comment in the document log, .,

[T] Apl¥ to all documents
& T-2014-00021_ 15. 14-00021_MAF

] EH L2201 A.0002 EEREL sl [ oK Skip 14-00027_JaM

+ IJJ T-2014-00021_FUMDING_ MATR..

AN L0 A0002 EdAds ACCOL Approved Energy P
=1

T T-20 4-00021_Fr14-15_APPRO.. JIT ECh's 2014 92

) T-2014-00021_JANUARY_2015.... T-2013-00046_JAN

+HEN T-2N14-00M1 MARCH 201 sy T-2M4-N0021 FFR

The document will then be under a quick change status and open

|n the native application for editing.
] T-2014-00021_FUIND

Fo IS - N

tatus:  Quick Change
Person: kschroeder [Schroeder, Kendral

Once you make your changes, save the document and close it.
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12 Meridian Training

Then you will need to release the quick change in meridian to
store the new version.

right-click on the document and select
Document Workflow - Release.

00021
i IZI_] T-2014-00021 _aPRIL_2015.xlsx T-2014-00021_MaR... | APRIL 2015
E_| (RS- . 5105 i ) o o (IS0 . 51057 s’ v =] 1w o g
] + IE_I] T-2014-00021_FUNDING_MATR... _kschroeder [5chioed... task FUNDING MATRIX

AT ET Y I
5.24.. | Fr14-15 APPROVEL
Release Quick Change 1 | EN... | JANUERY 2015

+1E] T-2014-00021_JANUARY_2015.... @

| T-2014-00021_Fr1415 APPROL. | oocument worisow :
(M

& T-2014-00021_MARCH_2M 5 s _ 5 Revoke Quick Change ‘EB... | MARCH 2015
+E]] T-20714-00021_Mar_2015.xlsx ® WFRL. | MaY 2015

-

+ T-2014-00182

You can enter a comment for the revision log, then click OK.
4| Release Quick Change @

[M] You can enter 3 short comment in the document log,

(0] 4 ] [ Zancel
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3.2.2

Replace the Document Content

Replace Document Content:

Use this option to make changes to a document outisde of
Meridian, then replace the current document in the system with

the new version.

Find the document that needs to be updated and right-click on it.

— e a——

, COMSTRUCTION STAKND &
. FACILITIES DATA REPOR| K

Special Actions

Copy to Project

, FACILITIES PHOTOS
. FORMS, POLICIES, REFQH

Diocument Workflow

-

|:]j Start Quick Change L\}

|+++++++E

| OPERATIOMAL DR MG =y
. PROJECTS
; STAFF =0 | Assign to Woark &rea... IE
| TASKS
+ | ADMIN A
+ || CP& / \
+. | CHS Synchronize
+ | EAS B | change Document Type... select_the ﬂ_le you.wnl be
=l || EMRGY replacing, right-click,
= | EEADMIN & Draft Print... select Document
= +' PUBLIL |:IE Show Revisions... WDI’kﬂDW, then Start
= Fif Quick Change.
Build Report...
& =% | Send to Email Recipient...
4 [T copy Ctrl+C
4 [%] Delete Ctrl+D

The document will then be under a quick change status.
21 FIIHE

+| ] [ ||14||||||

e "

tatus: Quick Change

Person: kschroeder (Schroeder, Kendral
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14 Meridian Training

Drag and Drop the new file from outside Meridian DIRECTLY ON
TOP of the file you will be replacing in Meridian and release the
mouse button. Then select 'Replace Document Content' from the
menu that appears.

=l ., PUBLIC
o 23
=l 204
=l ) T-204-00021
+ I:ﬂ T-2014-00021_APRIL_2015.xlsx
: =3014- EIEIEI2'I FEBFELI.E‘-.FEY 2EI‘I

L kochroeder [Schioed...
As New Document

g | As Hybrid Part

Replace Document Content L\}

Cancel

, EEEDUCATOR

It will seem as if nothing happens after this, but it will be replaced.
Once this is done, you will need to release the quick change in
meridian to store the new version.

right-click on the document and select
Document Workflow - Release.

-00021
THIE] T-2014-00021_APRIL_2015.4lsx T-2014-00021_MAR... | APRIL 215
:_'l [R5 iy o o =] Y i ) T-20 T OO T _JRR T FEDndAnT 2013
| +).1] [T-2014-00021_FUNDING_MATR... kschroeder [3chioed... tagk FUMNDING MATRIES
A T I IR0 e B e e i T |

- = =S V- FET-FY= TN
+ ‘Ei T.2014.00021_Fr14-15_APFRO... L 9:24... | FY14-15 APPROVEL
&R T-2014-00021_JaNUARY_2015.... g | Release Quick Change | | AN... | JANUARY 2015

+1G] T-2014-00021_MARCH_2015 s _ U5 | Revoke Quick Change EB... | MARCH 2015
405 T201400021_Mey_2015 4ks P = $PAL.. | MY 2015

Document Workflow L4
*

-

¥ T-2014-00782

You can enter a comment for the revision log, then click OK.
4| Release Quick Change @

[M] You can enter a shark comment in the document lag,

i ] [ Zancel

© 2015 Michigan State University



Tasks 15

3.3

Editing Document Content

To change the metadata associated to the task document, right
click on the file and select 'Edit Document properties’. Make any
necessary changes to the metadata fields, then click Finish.

right-click on the
file and select
'Edit Properties’'.

\

b

Vault

ASER I RER N

Edit

View  Documd

Print

Open with

e

Ly

1]+~~~ [~

@

Mame .

Ope
C

]
=
5

[0 Ry 5 E i R ERY o) o) o] o] ) o] ]

FACILITIES DATA
FACILITIES PHOT 55
FORMS. POLICIES

TASKS

| CR&

rational/M ain ar 'a
ONSTRUCTION 3

PERATIONAL D
ROJECTS
TAFF

ADMIM

i . B
: @%%ﬁ

- T. |;L] Delete

Edit Properties N @

= BLUNCCE

Es® W &F 9 &

Copy Hyperlinkt:ﬁ:lipbnard
Edit Revision Level

Select IV Parts il
Special Actions
Copy to Project

Document Workflow 4

Assign to Work Area..,

Synchronize 4

Change Document Type...

Draft Print...

Show Revisions...

Euild Report...

Send to Email Recipient...

Copy Ctrl=C .
Ctrl=D
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D&l Create T-2014-00021 FUMDIMG_MATREX_-_DELETE_ME.docx' - Enter/Edit Properties &2 |
Tazk lNDtES]
Tazk | T-2014-00021 5M1/2014

: FISCALYEAR 2014-2015

Related Pri/Tasks 4]
Buildings A
'Q;J bowve or Renarne Document @ﬁ
The changes that you have made will result
in renaming thiz document!
Floar[z] Press Finish to continue, or Cancel to return

to the Edit Properties dialog.

Cancel

Dezcription DELETE ME

File Suffix DELETE ME
Security Level | FB PUBLIC
Document Date T 1zA1/2015 =]
Ong. FileM ame tazk.

File Marme:

Store az My Defaults

-T-EEIM-EIEIEIELDELETE_ME_

Wi |

Finish

[ Cancel
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