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1 Main vs. WIP (Work-In-Progress)

There are now two folders for Construction Standards and two folders for Operational
Drawings in the Operational Vault of Meridian.  The WIP (Work-In-Progress) folder is a
copy of the Main folder.   Users with permissions will work on the copy of the file in
WIP, then replace the original document content with the modified version when they
are finished.

The Construction Standard folder contains the published, released versions of the
Standards for Construction used for MSU.

The files from this folder are published to the IPF website and are also available in
Meridian Explorer.

These files are the most current, released versions that should be used for creating
project specifications.

The Construction Standard - WIP folder is where the CS Stewards can add new
standards and modify existing construction standard files.

The (WIP) folder allows the editors to make changes to a document without those
changes being available to the general users until they are finished.

While the document is in the WIP folder, the previous version of that document will
still be available for use in Meridian and on the IPF website.  Changes will not appear
on the website until they are completed and released back into the Construction
Standard folder.

The Operational Drawing folder contains the published, released versions of the
Operational Drawings used for MSU.

The files from this folder are published to the IPF website, are available in Meridian
Explorer and also published to other network drives.

These files are the most current, released versions.

The Operational Drawing - WIP folder is a where the FIS CAD staff can add new
floor plans and modify existing floor plan files.

The (WIP) folder allows the editors to make changes to a document without those
changes being available to the general users until they are finished.

While the document is in the WIP folder, the previous version of that document will
still be available for use in Meridian and any other place they are displayed.  Changes
will not appear until they are completed and released back into the Operational
Drawing folder.
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1.1 Permissions

Viewers - Any user with a Meridian account can view the MSU Standards for
Construction and Operational Drawings..  Users that use the Operational Projects area
of Meridian can copy these files into their project folders and use them to make project
specifications and drawings.

Construction Standard Stewards (CS Stewards) -  A select group of full time staff
members that have access to modify and release the MSU Standards for Construction
in Meridian.

Construction Standard Editors - A select group of staff members that have
permissions to modify the MSU Construction Standards and Standard Details, but
cannot release them for use.  The files modified by CS Editors have to be reviewed and
approved by CS Stewards.

Operational Drawing Admin - The FIS CAD manager has access to add, modify and
release the Operational Drawings in Meridian.

Operational Drawing Editors - FIS CAD staff members have permissions to add and
modify the Operational Drawings, but cannot release them for use.  The files modified by
the Operational Drawing Editors have to be reviewed and approved by the Operational
Drawing Admin.
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1.2 'Main - WIP' Columns and Folders

Because of the Work In Progress (WIP) notion in Meridian (Construction Standard - WIP
and Operational Drawing - WIP), the Nav views may now have an additional workflow
folder level displayed or may appear to display duplicates of each file. 

To alleviate confusion, here are some explanations:

'Main - WIP' Column View:

If it seems there are two of the same file in Meridian, check the 'Main - WIP' column. 
This will tell you which version of the file you are looking at.
o The Main version will be the version of the file that will be used by Meridian viewers

and Operational Projects staff.
 It will also be published on the web and seen by Meridian Explorer users.
Once a change is being made, the Main - WIP columns and Status column will let
users know what part of the workflow the file is in.

o The WIP version will be the one that can be modified. Do not use this file for you
projects.

Important takeaway!!!!!

If the folder or column starts with:
Main - use that for your projects.                     
WIP - do not use those files for your projects.
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'Main - WIP' Folder View:
  
These folders will allow users to see which files are currently in a workflow process and
what the status of those changes are.

oMain -  the published, approved files that are not being worked on.  If the file you are
looking for isn't there, it is in the 'Main - WIP is in Workflow' folder.  Use this file for
your projects.

oMain - WIP is in Workflow - the file is being worked on in the WIP folder and is in a
workflow process.  The file in the 'Main - WIP is in Workflow' folder is the published
version.  Use this file for your projects.

oWIP - the copy of the file that is being worked on and in a workflow.  Do NOT use
this file for your projects.

Important takeaway!!!!!

If the folder or column starts with:
Main - use that for your projects.                     
WIP - do not use those files for your projects.
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1.3 Accessing the files

1. Open the 'Operational Vault' in Meridian 
2. Navigate to the Scope that best represents the department or crew you work for if you

are not already in one.
3. Click on the 'Folders' view
4. Select the Nav view that gets you to what you need.

Important takeaway!!!!!

If the folder or column starts with:
Main - use that for your projects.                     
WIP - do not use those files for your projects.
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2 Creating a Project Specification

Only use the CONSTRUCTION STANDARD (Main) folder.  Do not use the WIP folder if
you can see it.

Folders View:

Nav Views:  Use the file that is marked as 'Main' to create your specification.
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2.1 Copy to Project or Task

To add the Construction Standard to your project and create the specification, you will
use the 'Copy to Project or Task' feature.
1. Right click on the file from the Main folder.
2. Select 'Copy to Project or Task'.
3. Verify the 'To:' is going to 'ActiveProjectDocuments'.
4. Click 'OK'.
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2.2 Describe the file

When the Wizard appears, fill it in:

5. Use the magnifying glass icon to select the Project.

6. On the 'General' tab, fill in the Sub Class as 'SPECIFICATIONS'.
7. Select the correct CSI SubDivision.  If the subdivision isn't in the list, you can create

one specific to the project you selected (see instructions).
8. The description should have auto-populated.  If file suffix is not filled in, click in the

description field and click the right arrow on the keyboard.
9. Select 'INTERNAL' for the originator.
10.Click 'Finish'.
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2.2.1 Create CSI Subdivision

If the CSI SubDivision you need isn't in the list, you have the ability to create it for this
project.  When you do this, it will NOT appear in the Standards for Construction, it will
only be available for this specific project in Meridian.

1. Open the CSI SubDivision list of values.
2. Click on the add button (green plus sign).
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3. Fill in a valid SubDivision Code.
4. Fill in a valid Sub Division description.
5. Click 'OK'.

6. Your CSI SubDivision addition will now be available to select for this project only.
7. Click 'OK'.
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2.3 Work on Project Specification

After you finish describing the file, Meridian will want to take you to the file so you can
work on it.

If you are not ready to work on it and want to copy more standards to your project, click
'Cancel'.  This will keep you in your current Nav View and you can repeat the process.

If you are ready to work on the file, click 'OK' and you will be taken to the project file.

At this point, you can open the file(s) and make them project specific to create your
project specification.

When you save the file in the native application, the file will automatically save in
Meridian.
When you are done modifying the files, remember to release them.
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2.3.1 Release the file

1. Right click on the file.
2. Select 'Document Workflow'.
3. Select 'Release'.
4. Enter a comment if you want.
5. Click 'OK'

When you are finished, follow the normal procedure for creating the entire Specification.
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3 Creating the Project Drawings

Users can copy the Standard Details and Operational Drawings to their projects to use
to create the drawing sets.  Only use the CONSTRUCTION STANDARD or
OPERATIONAL DRAWING folder.  Do not use the WIP folder if you can see it.

Folders View:

Nav Views:  For both Standard Details and Operational Drawings, use the file that is
marked as 'Main' for your drawings.  If the file says 'Main - WIP is in Workflow', this
means the file is currently under a revision.
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3.1 Copy to Project or Task

To add the Operational Drawing or Standard Detail to your project and create the
drawings, you will use the 'Copy to Project or Task' feature.
1. Right click on the file from the Main folder.
2. Select 'Copy to Project or Task'.
3. Verify the 'To:' is going to 'ActiveProjectDrawings'.  If it isn't, change it.
4. Click 'OK'.
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3.2 Describe the file

When the Wizard appears, fill it in:
5. Use the magnifying glass icon to select the Project.

6. On the 'General tab', Fill in the correct Discipline(s).
7. Fill in the SubClass.
8. The description should have auto-populated.  If file suffix is not filled in, click in the

description field and click the right arrow on the keyboard.
9. Select 'INTERNAL' for the originator.
10.Click 'Finish'.
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3.3 Work on Project Drawings

After you finish describing the file, Meridian will want to take you to the file so you can
work on it.

If you are not ready to work on it and want to copy more drawing files to your project,
click 'Cancel'.  This will keep you in your current Nav View and you can repeat the
process.

If you are ready to work on the file, click 'OK' and you will be taken to the project file.

At this point, you can open the file(s) and make them project specific to create your
project drawing or insert/xref the files into other drawings.

When you save the file in the native application, the file will automatically save in
Meridian.
When you are done modifying the files, remember to release them.
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3.3.1 Release the file

1. Right click on the file.
2. Select 'Document Workflow'.
3. Select 'Release'.
4. Enter a comment if you want.
5. Click 'OK'

When you are finished, follow the normal procedure for creating the entire Drawing Set.
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