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Summary

ProjectWise Web is a Bentley cloud-hosted service that provides access to the project via a web
browser (Microsoft Edge is preferred, Chrome and Firefox acceptable).

ProjectWise Web and Drive are interfaces for users to access live project data. Unlike other systems
where you access a copy of project data, live project data accessed via ProjectWise Web interface
can be used for real time project collaboration at anytime from anywhere.

Cooperation with external partners is much easier using ProjectWise Web, as they can be provided
with access to the web-based application which - unlike ProjectWise Explorer - requires no
installation and configuration.

Who Should be Using ProjectWise Web

If your role in the project is typically creating/viewing/modifying
ProjectWise Web Microsoft Office and PDF documents, then ProjectWise Web is for
you.

If your role is to use design tools such as AutoCAD and
MicroStation, then you will need to use design tools such as
Autodesk or Bentley suite of tools, as those applications require a
high level of integration.

ProjectWise Explorer

To cooperate with ProjectWise Web users effectively as a CAD/BIM user, you need to adopt some
new best practices. One of them is to share links that can be accessed in a web browser. You can
find more information after Prerequisites section.

What are the core benefits of using ProjectWise Web

o Single Sign-On with a Bentley Identity Managed Services (IMS) Account, which all Jacobs
users have; our external partners can also register a Bentley IMS account, which is at no
cost.

Create files and folders

View file properties and attributes and edit attributes

Review and mark up PDFs using the built-in PDF application,

Create Sets to organize files

O O O O

New Features

Co-author Microsoft Office documents as you can in Office 365 or SharePoint
No software to install; only need a Web Browser and access to the internet
Microsoft Teams integration

Advanced document workflows and document codes

O O O O



Prerequisites
When accessing ProjectWise Web, ProjectWise Drive or other web hosted Bentley services, users,
must use their Jacobs Email address as their login.

Note: Passwords are not required, due to active directory single sign on settings.
Before accessing files from ProjectWise Web, the following actions must be completed.

e Access to the project:

o Projects vary on the access permitted within the project, by the role the user(s) have
within the project. Permissions to the project are granted by the defined project
administrator and consult with the project manager, who can provide access to the
project information.

e ProjectWise Drive Installed:
o ProjectWise Drive allows you to access and work with files stored in ProjectWise
cloud services. You should already have ProjectWise Drive on your computer. If you
don't, you can install it in the following way:

Steps to install ProjectWise Drive:

1. Close ProjectWise Explorer
2. Open Software Center

a. From the start menu, type in Software Center
3. Select the ProjectWise Drive application
Select Install to start ProjectWise Drive Installation
5. Additional logins are required as shown below:

o

Bentley

Ermail Address

Jacobs Emall




1 Fiojectiiss Diive - Login

Sign in

Exd Progectifiise Drive - Logn

ProjectWise Drive is requesting access to the |
¥ i [m] T

Select "Accept”

¢ Set ProjectWise Web — Connected Project to Synch with ProjectWise Drive:

In order to make the most out of ProjectWise Web, following steps are recommended:

= QOptionA
e Browse within ProjectWise Web, select an Office document
e Once afile is selected, on the right-hand side of the file, three dots



B 609-JAC-AR-CA-09-0001 See

e Adialog will open, prompting you to turn on synchronization; select
Yes

Drive sync required X

Project has to be synchronized in ProjectWise Drive to be able to open this file in desktop app. Would you like to
turn on Drive syncronization for this project?

Yes No

s

e Open Windows Explorer, a folder name ProjectWise Drive will now be
created, and the synchronized project will be displayed

E ProjectWise - Jacobs Engineering Group

| i 609 - Demo Test Project for Lifesciences

= OptionB
e Open ProjectWise Web
e From the Menu Bar, select ProjectWise Drive Icon

Q - o

e Turn on Synchronization

ProjectWise Drive options X

o© Synchronize this project. Connection "609 - Demo Test Project for
Lifesciences" is synchronized.

© Your ProjectWise Drive version is up to date.

Download ProjectWise Drive (2022.2.831.0 (Early Access))

Learn more about ProjectWise Drive

Tell us what you think

b Cancel

e Open Windows Explorer, a folder name ProjectWise Drive will now be
created, and the synchronized project will be displayed



E ProjectWise - Jacobs Engineering Group

| | 609 - Demo Test Project for Lifesciences

IMPORTANT: Multiple Projects can be synched, however each user will eed to sync the project they
want to access within ProjectWise Drive.

¢ Web Browser Pop-Ups are allowed
o Many options within ProjectWise Web have display menus that are temporarily
displayed; if the web browser does not allow pop-ups, the informational dialog
(pop-up) will not display. Please submit a Service Request, the event assistance is
required.

Sending ProjectWise Links from ProjectWise Explorer, PW Web and
PW Drive

Requirements:

e ProjectWise Explorer Version: 10.00.03.4xx (xx are minor version numbers)
¢ Recipients must have access to the project information from which the link is sent.

Overview:

When sending links from either; ProjectWise Explorer, ProjectWise Web, or ProjectWise Drive, use
the link option of “Ask to select”. This allows the recipient to choose what interface they want to
open the file within.

Limitations:

¢ You can select multiple objects when creating the links. However, they must be either
Folder(s) or File(s). You cannot combine file(s) and Folder(s)

e Links cannot be sent to a ProjectWise Drive location. Links can only be sent to ProjectWise
Explorer, ProjectWise Web or ProjectWise View locations as described below.



Sending links from ProjectWise Explorer
¢ Navigate to the folder(s) or File(s), select the object(s), right-click, and from the popup
menu, select “Get Link."

— u
New >
Vi s Inte Open
oia\4 Deliveny\41 Open as Read-Only
| List @ Spatial Open With...
Markup e Name
PDF Markup ber text he
| stephen test View
Get Link... 5 )0_15_000(
FFPGXX—JE

¢ The following dialog will open; select the option “Ask to select” as shown in the snapshot

below
4 Get Link 3
PKR_IW272800 - Test Project PRyan N
Copy link
https://connect-projectwisewac.bentley.com/pwlink?datasource=Bentley. PW-jacobs-au-nsw-pw.bentley.com~3Aji

Create link for

Copy

Choose "Ask to
select”

e Select “Copy”, create an email, and paste the link .



Sending links from ProjectWise Web
¢ Navigate to the folder(s) or File(s) select the object(s) and choose the “Get Link" option

Selects Get Link

< = 609 - Demo Testr ’
oo

= Name

Selects folder(s) and ] 10 Project Management
or File(s)
J 20 Incoming Data

30 Project Data

e The following dialog will open. Select the option “Ask to select” as shown in the
snapshot below

Get links X

20 Incoming Data and 30 Project Data

Copy links

https://connect-projectwisewac.bentley.com/pwlink?datasource=Bentley.PW--
https://connect-projectwisewac.bentley.com/pwlink?datasource=Bentley.PW--

Create links for

\/ by
@ ﬂr ?4 ﬂ@ T
Ask to select PW Web PW Explorer Web View Teams

Choose "Ask to
select”

e Select “"Copy”, create an email, and paste the link.
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Sending links from ProjectWise Drive
¢ Navigate to the ProjectWise Drive folder/file location, select the object, right-click
and from the popup menu, choose “Get Link."

B LV R A (i i g

20 Incoming Data -
30 Project Data Open
40 Review Open in new window
50 Shared Pin to Quick access
60 Published Always keep on this device
70 Archive Free up space
80 Construction 7-7ip N
90 Resources
91 Support Files £ Open in Browser
desktop.ini Get Link

Select the Get Link

e The following dialog will open. Select the option “Ask to select” as shown in the

snapshot below

a ProjectWise Drive - Get Link - X

Get link

609 - Demo Test Project for Lifesciences
& Demo Test Project for Lifesciences

Copy link

https://connect-projectwisewac.bentley.com/pwlink?datasource=Bentley. PW--
O

Create link for
.

OV % = | % | @

Ask to select PW Web PW Explorer Web View Teams

e

Choose "Ask to

select”

e Select “Copy”, then send the email and paste the link.
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Accessing ProjectWise Web and the project set up

All links to ProjectWise Web are project specific therefore we can use the ProjectWise View to get
to the projects in the ProjectWise Web.

How to find non listed project on the ProjectWise Portal page

When accessing ProjectWise Web via the Jacobs shortcut:

[77] Jacobs Favorites

[] Project Resources > D Business Management Documents - Policies and Procedures (BMS, PDW, etc.)

J @Work ?i ProjectWise Web View Only (free viewer)

D Collectively ProjectWise Web Projects _
e

If the project is not listed under the My Projects section, nor can it be found using the search; it is
due to two reasons.

1. The Project is not connected and is identified within ProjectWise Explorer by the icon
below. In this case, a service request to the ProjectWise support team will be submitted
to join the project.

NOTE: if the user only needs read access, the user can access the project information via
ProjectWise View Jacobs ProjectWise View

ol

2. Orthe useris not listed in the Connect Project Team Member.



https://connect-projectwisewebview.bentley.com/connection/f9494e91beda6acb701c453a63f4e6590d8ffbc8
https://connect-projectwisewebview.bentley.com/connection/f9494e91beda6acb701c453a63f4e6590d8ffbc8
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© ® 6 6 6

Team Members

[y

Aaron Craft

Alana Homan

Alberto Grandi

Andrew Cole

Andrew Frey

Manage

-

The following steps can be performed when the project is a Connected Project.

Steps

1. Go to ProjectWise View Jacobs ProjectWise View.

2. ProjectWise View displays all of Jacobs ProjectWise data sources, select the data source,

and navigate to the project.

ProjectWise Web View

> B Jacobs AMER Global Specifications and Details
> B Jacobs AMER Jacobs_.DENDO3

v B Jacobs AMER LifeSciences-001 h

> 4 _007 Test Project_ Performance_Discovery

> _Account Requests
> _Datasource Configuration Documentation
> _Folder Templates

> _Global Pick List

_Office Templates

m -

ODOD‘[..

& Jacobs AMER LifeScienc... > Rockhead

¢ |

Name

g 009 - Demo Test Project for Lifesciences
= 610-Demo Test Project for Lifesciences

_Client Resources

3. Select the Project; note the icon on the lower right bottom of the folder icon; this will
indicate the project is connected (see image above).
4. Right-click the project, and from the menu option, select Go to project.



https://connect-projectwisewebview.bentley.com/connection/f9494e91beda6acb701c453a63f4e6590d8ffbc8
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——
g 609 - Demo Test Project for Lilsfn?sciences «« &4 Download
O = 610 -Demo Test Project for Lifesciences & Getlink
() _Client Resources ﬁ & Gotoproject

The link will open the project ProjectWise Web page and list the project.

609

Home Jacobs Engineering Grou Assets Projects
i & g P L 609 - Demo Test Project for Lifesciences

ProjectWise Web

| v = 609 - Demo Test Project for Lifesciences = 609 - Demo Test Project for Lifesciences

& Outtome[1]
_ New | 3 D
10 Project Management FRED = | €

20 Incoming Data

30 Project Data Name

40 Review B 10 Project Management FRED
50 Shared

5. When accessing the ProjectWise Web page, the Team Members will be modified,
adding the user as a team member. The user will now be able to access the project
from the My Projects section.

6. Finished.

Working with Documents in ProjectWise Web Options

As a ProjectWise Web user, you have several options at your disposal when it comes to editing
Microsoft Office documents. The following session presents all of them, as well indicates
“Preferred Option" that the ProjectWise Support team recommends, along with other directions
related to editing Microsoft Office Documents.
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Open with Desktop Application - Preferred
The "Open in desktop app” option automatically checks the document to the user; it is
automatically checked in when the file is closed.

Steps for opening/editing/checking in office documents
1. Select the official document, and select the three dots at the end of the selected file

p

B 609-JAC-AR-CA-09-0001 Gl

N

From the menu option, select Open in the desktop app menu

L Openin desktop app

w

The file will be opened from the ProjectWise Drive Location; by the associated application
a. The icon will refresh as shown below (See ProjectWise Web icons)

N
[l 609-JAC-AR-DO-01-0002

4. Once the edits are completed, and saved, close the application
5. The file will be checked in automatically
a. The file will be available for other users to access

ATTENTION:
e During the duration of file modification, there is no method to update the server copy for
others to view the progress of the changes.
e The file will automatically be checked in when the file is closed.
¢ Inthe event the user does not want the changes uploaded, see Section How to Free a File

Open using the Check Out option

Using the “Check Out” option requires manual “Check In" of the file once the file is saved and the
application is closed. With the synchronization of ProjectWise Drive, the user will browse through
the project, locate the file, and proceed with “Check In.”

Steps for opening/editing/checking in Office documents
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1.

0.

Select the document, and select the three dots at the end of the selected file

\

B 609-JAC-AR-CA-09-0001

. Select the Menu Option, Check out

Check out

i

The file icon will change to display that the file is checked out (See ProjectWise Web
Icons)

Select the office document, select the three dots at the end of the desired file, and select
the menu option Open in the desktop app. The file will open with the associated
application

L Openin desktop app

The file is now opened and read-only to all other users.

Once the modifications have been completed, save the document, and close the
application.

The file will need to be checked in

Select the file from the right-click menu, choose Check-in

Checkin... > Check in
ftm

The file will be checked in automatically.

Check in will upload any changes from your local copy to the ProjectWise Server and replaces
the previous file. At the time of Check in the file is automatically unlocked and marked available
to all other users to Check out the file.

IMPORTANT: When a file is opened with the option of “Open in Desktop Application” the
associated application will automatically check the file out, then open the file, when all edits are
completed, and the files is saved, (note in some instanced of Office documents the auto save is
the default so there is no reason to save) and then the application is closed the file will be
checked in automatically.
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If the option to manually check out the file is used, and then use the option of “Open in Desktop
Application” after all edits are completed and the application is closed, the user will have to
manually check the fil in, the file will be checked in without any need to brows to the document
location. Along each of these operations, the file is locked an no other user can make changes to
the file until such time as it is checked in.

ATTENTION: Use the Free option ONLY if the edits to the document are NOT wanted, as if the
user selects Free, all changes will be lost.

Editing attributes within ProjectWise Web
Requirements: The document needs to be in a folder that has a ProjectWise Environment set.

Steps:
e Select the document
J Lt
‘ 609-JAC-AR-DO-04-0001
— I anirannA A Anns
e Select the icon as shown below, then the fly-out dialog will open
Ql-le i m =]

Information icon
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| al-[afdi|m]=]-
A
o 609-JAC-AR-DO-04-0001 X
u R
Details Attributes Audit trail &
- ‘ & Documents -
Iy y
Working (WIP) Required
3
Project No. 609 Demo Test Project for Lifesciences
2
E Originator | JAC-(Jacobs] ¥ Jacobs
System st
Level i
Role AR - {Architece Architect
Type Do -

e Choose the "Attributes” tab. Note: if the "Attributes” tab does not appear, it means that
there is no ProjectWise Environment set on the folder.

e Select the “Pencil” icon to start modifying attributes

¢ Once completed, select the “Save” icon

Details Attributes I\ Save thechanges

Type B W] -

3 Sub Type 04 - (Sections w Sections & Details

609-JAC-AR-DO-04-0001

Document No.

¢ All edited attributes are saved, please close the fly-out dialog.

Working with Documents in ProjectWise Drive Options

Opening office documents within ProjectWise Drive is much like opening office documents within
Microsoft OneDrive. There isn't a specific ProjectWise Drive option; the file can be opened by
either selecting the file and double-clicking to open it or opening an office application and
browsing the document within ProjectWise Drive.
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ATTENTION: Versioned documents are not available within ProjectWise Drive.

Double-Click / Open in Application

[=] Pictures ~ [ Name Status

ProjectWiseWAC Documents S

Recordings Test )

PrOJS{EtWISQ (V1109 609-JAC-AR-DO-01-0002.docx ©)
rive

Template

Training 12

ProjectWise - Jacobs Engineering Grou .
B3 proj ¢ ¢ P Synched Project
I j 609 - Demo Test Project for Lifesciences
10 Project Management
20 Incoming Data

30 Project Data

When the file is opened, the icon will change to denote that the file is checked out,

@ 609-JAC-AR-DO-01-0002.docx @,

Once opened the
Ilcon will change to

denote file is
checked out

When closing the application, the file will automatically be checked in, and the icon will change to
denote that the file is no longer checked out.

{0 609-JAC-AR-DO-01-0002.docx ©)

File is checked in
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Check out

By selecting the file, right-click, and from the windows menu, an option to is available to Check
Out a document. Once the file is checked out, the file can be opened, and changes can be made.
This, however, doesn’t open the record; it simply locks the document from any other user
opening it.

Steps to Check out and Open a file
1. Right-Click the file and choose to Check Out

s

E=4 Open in Browser

Check Out &

Start Office 365 co-authoring
Get Link

2. The file is now checked out

3. Right-Click the file and choose Open, the document will open, and changes can be made
4. When the file is closed, select the file, and from the ProjectWise Drive menu, select Check
In
E3 Open in Browser

Check In

Free \ K

Get Link

ATTENTION:

e Only use Free if the changes are NOT to be saved.

Copying files in ProjectWise Drive
Note: ProjectWise Web does not allow for copying of files. If the user needs to copy files, the
project needs to be synced to the ProjectWise Drive.

Steps to copy a file within ProjectWise Drive

o Navigate to the ProjectWise drive location where the file is located
e Select the file and right-click from the popup menu, select “Copy”
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609-JAC-AR-DO-05-0001 vlew
609-JAC-XX-AR-DO-0 Open
609-JAC-XX-AR-DO-0 New

Print

Always keep on this device

Free up space

B Share with Skype
Open with...

Give access to

Send to

Cut

Copy Iy

¢ Navigate to the destination folder, right-click the folder, and select “Paste” option

View >
Sort by >
Group by >
Refresh

Customize this folder...

Paste
Paste shortcut %
Undo Rename Ctrl+Z

Give access to

New

Properties

¢ Once the file is copied to the destination folder, the file icon will show as a “snowflake”. It

means that the file has NOT been uploaded to ProjectWise.

609-JAC-AR-DO-05-0001.xIsx oS

This represents that the

file has NOT been
uploaed to ProjectWise

10
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¢ To upload the file to ProjectWise, select the file, then right-click, and from the popup

menu select ‘Add to ProjectWise'.
i bUY-JAL-AK-
] 609-JAC-AR-
i 609-JAC-VD-

Select to add the file
to ProjectWise

© Share with Skype
-

Move to OneDrive
7-Zip
Share

[»

Open with...

T Open in PDF-XChange Editor

Add to ProjectWise

Give access to

[
>

2U2
023
202

e Adialog will open allowing the file to be renamed, or another version added

53 ProjectWise Drive - Create New Document
Create Document from 609-JAC-AR-DO-05-0001 .xlsx

Document name

Name

| 609-JAC-AR-DO-05-0001.xIsx

Description

| 609-JAC-AR-DO-05-0001

File name

| 609-JAC-AR-DO-05-0001.xIsx

Version

‘ Next ‘

=m |

e Select the “Create” button to add the file to ProjectWise. Then, the file has been added.
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ProjectWise Drive — file paths exceeding 256 characters

When you use ProjectWise Drive to synch projects to the user's PC, it is common to receive a
notification from ProjectWise Drive that the file path is over 256 characters. This will prevent a
user from opening the file via ProjectWise Drive.

Notification

When synching a project, the users will be presented with a ProjectWise Drive message, as shown
below,

The project 609 - Demo Test Project for
Lifesciences contains paths greater than 256
characters which may cause issues while

navigating in Windows Explorer.

Example:

C:\Users\herrics1\ProjectWise\Jacobs Engineering Group\Project
Sparrow\DESIGN\ST\7_Detailed_Design\Packages\FP-02B\Calculations\IFC\FP-02B\Section 6
- BRBFs & Collectors (Fab, Jungle Gyms, NTT)\Section 6 Staging

PW Web Link: 6.1 - 20_DRB-07 Fab GL 9 and 25 BRBF Columns.pdf (Version: 1)

To view the ProjectWise Drive Synched Folder/File Status, which will indicate the 256 character
limitation.

1. Open Windows Explorer.

2. Navigate to a folder that is in question of the character limitation.

3. Right-click on the header of Windows Explorer, where the columns are being displayed,
and check on ProjectWise Status
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- BRBFs & Collecto

AR

Status
Size Column to Fit
Size All Columns to Fit

Name

Status

Date modified
Type

Size

Date created
Authors

Tags

Title

ProjectWise status

Maore...

Select any header
information, then right-

click and select
ProjectWise Status

ProjectWis

Note the message within the ProjectWise Status; this will indicate that any documents within that
folder cannot be opened within ProjectWise Drive.

[] Name

Mative Design Files

Section & Staging
™ Section 6 - BRBFs & Collectors (Fab, Ju.. &

Status

&

ProjectWise status

Synced
Contains items with too long path

Available for Checkout

When trying to open a file that exceeds the 256-character limit, a window notification will be
displayed, alerting the user that the file cannot be opened.

13
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= Folder In Use - X W

The action can't be completed because the folder or a file in it is open in
another program

S

Close the folder or file and try again.
- Section 6 Staging
i " Availability status: Sync pending
d Activiﬁ: Contains items with too long path

s Try Again Cancel

Opening files that exceed the 256-character limit

Once the user has determined that the file cannot be opened in ProjectWise Drive, then can
select the file, right-click, and from the ProjectWise Drive menu selects: Open in Browser, as
shown below.

/1™ 6.1 - 20_DRB-07 Fab GL 9 and ?5 BRRF.. & 4J
®% 6.2 - 040_FP-02B Lateral Open
¥ 6.3 - 11_DRB-07 Fab Coll Print
®% 6.4 - 023_FP-02B - Eaglel &) Share with Skype
%% 6.5 - 050_FP-02B - Eagle Open with >
=
% 6.6 - 038_FP-02B Eagle T
I: - agle EE Open in Browser
% 6.7 - 039_FP-028 Jungle [
= Check QOut
% 6.8 - 041_FP-02B Lateral )
& Get Link
% 6.9 - 039_FP-02B Jungle

ProjectWise Web will open, and then, the file will be selected.

The option to use Open in Desktop Application cannot be used, as the file is being opened
within ProjectWise Drive, in which the file path to download the file and open it exceeds 256
characters.

NOTE: Use the Co-Authoring method if the document type is a Microsoft 365 type. This method

can open files exceeding 256 characters, as the file is opened in One Drive, not ProjectWise
Drive.

14
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An error message will open depending on the associated application, informing the user that the
operating system cannot open the file. A ProjectWise Drive notification will also open; see below
for a sample error message.

d Cannot open the document.

An error occurred while opening a document from the file:
C:\Users\herrics1\PROJEC~1\JACOBS~1\PROJEC~2\DESIGN\
ST\7_DETA~1\Packages\FP-02B\CALCUL~1\IFC\FP-02B\
SE49BB~ 1\SECTIO~1\61-20_~1.PDF.

Error [Operating system]; The cloud operation was unsuccessful.

> Close

®= ProjectWise Drive

ProjectWise Drive
x Failed to download 6.1 - 20_DRB-0;
Fab GL 9 and 25 BRBF Columns.pdf

Opening a non-Microsoft 365 document type that exceeds 256 characters

1. Select the file, right-click, and select Check Out
a. This will prevent other users from modifying the file.
2. Select the file, right-click, and select Download.
3. Aninternet download window will open, prompting the user to Save As and select a
folder to download the file.
a. Example: C:\temp\pw_WebDownloads

Downloads B - 2

- What do you want to do with 6.1 - 20_DRB-07 F...

Open Save as e

See more

15
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4. Browse to where the file was downloaded and open the file.
5. After making the necessary changes, the file that was Checked Out (then downloaded
and modified) will need to be updated.
a. Select the checked-out file, right-click and select Check-In, and from the menu
option, select Free.

i. As the file was only checked out so that no other user could modify it
while it was downloaded and modified, there are no changes to be lost by
selecting free. Free allows for the next steps.

b. Once the document has been freed, then select the document, right-click, and
choose the Replace file option.

i. This will allow the user to replace the existing file with the downloaded
and modified file.

¢. A Windows dialog will open, prompting the user to navigate to the file modified
when downloaded.

d. When the user selects the file, a dialog displays the file to be replaced and the file
that will replace it. ENSURE BOTH FILE NAMES ARE THE SAME.

Replace file X

Replace this file:

A 6.1-20_DRB-07 Fab GL 9 and 25 BRBF Columns.pdf
6.74MB  Apr26,2022,3:20 PM  Version 1

With this file:

A 6.1-20 DRB-07 Fab GL 9 and 25 BRBF Columns.pdf
6.74MB  Jul 25, 2023, 12:00 AM

e. The file has now been replaced with the changes that were made.
f. Taskis completed.

Alternative Option
If it is desirable to version the file, please refer to the Versioning within ProjectWise Web. The
process for versioning may be more desirable.
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Co-Authoring Microsoft Office Documents — ProjectWise Web

Co-Authoring Overview

The co-authoring feature of Microsoft 365 lets people work on the same Office document
simultaneously (this is called collaborative editing). ProjectWise Web integration with Microsoft
365 allows Jacobs ProjectWise Web users to check out an Office document from ProjectWise for
co-authoring.

When you start or join a co-authoring session in ProjectWise Web, Microsoft 365 will prompt you
to sign in with your Microsoft 365 account. After signing in, Microsoft 365 may also prompt you
to give ProjectWise Web permission to access OneDrive for Business (see the next section).

How it works?

Starting or joining a co-authoring session from ProjectWise Web places a copy of the document
in your Microsoft OneDrive for Business account in the cloud and then opens the selected Office
document for collaborative editing. The document opens in your Office desktop app if
ProjectWise Drive is installed and running, or it opens in a new browser tab if ProjectWise Drive is
not installed (or if it is installed but not running). Once a user starts a co-authoring session for a
document, other users can check out the same document for collaborative editing by joining the
co-authoring session.

Starting a co-authoring session
To start a co-authoring session for an Office document, click the check box next to the document
and select Open > Start Office 365 co-authoring.

1. Select the file, and from the 3-dots, select “Start

";-_ Start Office 365 co-authoring
At any time you can check the document you are co-authoring and go to the Action Menu (at
top right of screen). Information panel button and click on the Audit Trail Tab to see the date

a document was edited (co-authored). Then click on any date to see who participated in co-
authoring document.

2. A progress notification will open

Office 365 co-authoring X

L
Ln

= e - T e LA A - PP
65 co-authoring L-I 608-JAC-AR-DO-01-0002",

Preparing for Office
2

17
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3. Theicon will be updated, denoting the Co-Authoring session. (See ProjectWise Web
Icons) The document will open with the Associated Office Application. Edits can be
made.

a 609-JAC-XX-ZZ-CI-CA-0001

The document opens in your Office desktop app if ProjectWise Drive is installed and running, or
it opens in a new browser tab if ProjectWise Drive is not installed (or if it is installed but not
running).

After you Start Office 365 co-authoring session you will have the ProjectWise Web option to
'Open in desktop app' (use this option vs working in browser window by 'closing the browser
window'). After you open file in Desktop app select 'Reviewing' option at the top of the page

A. When you start a co-authoring session any changes made to file are 'synched' with One

Drive

You can start to co-author more than one document at a time

C. If another person has already started a co-authoring session the file will show it is
'locked' and another person only has the option to 'Join' co-authoring session.

w

ATTENTION: Note the 'Autosave' button should automatically be 'On' at the top left hand side of
your document when you are co-authoring a document. If 'Autosave' button is off, make sure it is
on.

Joining a co-authoring session

(v) 609-JAC-AR-DO-01-0002 @ L Open in desktop app |,
I ]

To join a co-authoring session that is already in progress (or re-open an Office document that
you were co-authoring but had closed), click the check box next to a document that is currently
checked out for co-authoring and select Open > Join Office 365 co-authoring.

Ending a co-authoring session

Only the user that started a Co-Authoring session can End the Co-Authoring session. The file
property will be set as Checked Out and denoted with the user information who started the Co-
Authoring session. See Image below
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Select the
Information

lcon

Qa-c i m = -

Details display whom m 609-JAC-AR-DO-01-0002 X
has the file Checked

Out, (Co-Authoring)

Details Attributes Audit trail

Checked out to:  Stephen.Herrick1@&jaco... '

v n 603-JAC-XX-ZZ-CI-CA-0001 =e=  [J Openindesktop app 2 609-JAC-XX-ZZ-CI-CA-0001.xI:

[ Join Office 365 co-authoring  art 609-JAC-Z7-03-CI-CA-02-000°

@ View Xlsx My Calculation.xlsx
* Check in... » & End Office 365 co-authoring
F. Download @ Free \
Ending co-authoring session X

Ending co-authoring session for "609-JAC-XX-ZZ-CI-CA-0001.xIsx", please wait.

A

‘ Hide ‘

Cancelling a co-authoring session

To cancel a co-authoring session (and discard all the changes made during the co-authoring
session), click the check box next to the document and select Check In > Free (the same way you
would typically undo a complete checkout).
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5 Checkin... y Q
F. Download B& End Office 365 co-authoring
& Getlink & Free

| |

ATTENTION:
By Selecting Free, all

changes WILL NOT BE
SAVED

PDF VIEW and Authoring

Bluebeam Workflows within ProjectWise web and ProjectWise Drive:
PRE-REQUISITES:

1. The default pdf application should be Bluebeam (Link to the Instructions)
2. ProjectWise Drive should be installed and synchronized (Link to the instructions)

Option 1: Open in Desktop App

Case 1
Step 1: Right-click on the PDF file and Open it in Desktop App

ATTENTION: Despite the mode selected in Bluebeam, once the file gets opened on the desktop
app (Bluebeam), the status of the file in PW will change to Checked out (browser refresh

required)
Audit Trail Status — Checked Out
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B, o
B
&0
X p osa Q- S i Ms -,
- Doc. N o
=2
y % - — o
od Documents E BOF-JA R-02-000
A
B
5

Step 2: The file will open in Bluebeam as a View mode by default; change it to Markup mode for

editing; in case you want to view it, refer to Step 4

Revu File Edit View
@ About
{(:):} Preferences Ctri+K

Document Batch Tools

X-AR-DO-01-0001 Pages: 1
View Mode

Markup Mode 1-0001* X
Profiles
Keyboard Shortcuts

Administrator

Unregister

Exit

Window

U

Help

Step 3: Once the changes have been done, save it and close the PDF file, and it will automatically

get saved (No need to check in the file manually).

Audit Trail Status — Checked In - Modified

Step 4: If the file is closed without changing the Bluebeam mode to “Markup Mode,” the file will

be made accessible accordingly after closing.

Audit Trail Status - Freed

Case 2: File is already open for editing on one user’'s machine and other person tries to open with

desktop app/Checkout a Web page Refresh

- It will give the prompt shown below when saving the file on Bluebeam
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Bluebeam Revu x64: Error

\ProjectWise\Jacobs Engineering Group\609 - Demo Test
Project for Lifesciences\40 Review\Disciplines\AR - Architect
\Documents\609-JAC-AR-DO-01-0002 pdf' is read-only.

! The document could not be saved. 'C:\Users\patilsd

OK

- W/o Web Refresh, it directly opens in ReVu but doesn’t save the contents causing
data loss.

Case 3: Combine Effect of "Open in Desktop app” and File "Double Click”

- If one user is already working on pdf file using “Open in Desktop app” and another
user tries to double click the file, it will open in the PW web tab in the READ - ONLY
mode itself.

@ * Read-only mode. PDF is set as read-only. WView

Case 4: The user wants to edit multiple PDF files at the same time

Step 1: The user will select various files; however, the user won't see the option “Open in Desktop
App" at first, but the “Check out” option

Step 2: The user can edit the Checkout tab, where the status will change to check out, but the
user again needs to click on “Open in Desktop App” to work on the pdf files.

Projectwise Web

~ 2 609 - Demo Test Project fo.. 8¢ gy o ect Calculations
L 2
; + New E & ¢ A Downlo
> o =
Ql«llz | M & et
>
= Doc. No. Rev.
[~ 4
~ B AR - Architect
: H Documentset »
2 Calculations -
> From Drive
¥ 609-JAC-AR-CA-02-0002 - Move
£ -
> = lu .
> E B Create rend
> ng ® 609-JAC-AR-CA-09-0001 B coto
0 X 8

Option 1 Takeaways

Pros:
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1. One of the most feasible options among others, as it reduces the steps taken by a user to
open any pdf for markup/editing.

2. Provides a complete audit trail for every action, including multiple user-related
executions.

3. Creates a local ProjectWise drive-based backup in case of multi-user execution.

1. Web Page/PW Web refresh is highly recommended to avoid modifications related
conflicts as sometimes it may result in loss of data.

2. User will need to close Bluebeam to control Bluebeam licensing usage and cost
manually.

Option 2: File Checkout

Case 1: File checkout on a single user's machine

Users follow the below steps to check out a PDF file through Bluebeam

Step 1: Right-click or click on three dots beside the document, then click on Check Out; file
status instantaneously changes to Check out.

Audit Trail Status — Checked Out

Step 2: To open the file, the user needs to click on the file and click on Open in Desktop App,
where the file gets opened in Bluebeam, and Option 1 Case 1 (Steps 2 to 4) will be followed as
per the requirement.

Step 3: For Check-in/Free the file, please navigate to the file on ProjectWise Web, select the 3
dots on the right hand side of the selected document and select the appropriate action, Check in
or Free option.

Step 4: If the user clicks on Free the file will be freed in ProjectWise, and in case user clicks on
Check-in then it will directly check-in the file.

Audit Trail Status — Checked In — Modified

Audit Trail Status - Freed

Observations:

- When afile is checked out from PW web, it gets instantaneously synced with PW drive &
PW explorer. If you by any chance happen to check the file on PW explorer, it would show
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a Padlock instead of Red Check & no documents will appear in the Local Document
Organizer under the Checked out documents tab since the locations are different.

Case 2: File Check out by two or more users at the same time

- Gets checked out to the user who clicks first; other users get the below error

® Error checking out: : Error checking out the
document

X

Option 2 Takeaways

Pros:

1. Checkout action instantly locks the files for others, resulting in fewer conflicts.

2. Provides a complete audit trail for every action with complete traceability of documents.

3. We observed that after installing the latest version of PW Drive (2023.1.100), the file
gets Checked-in directly in PW Web without asking for the file location to be navigated
manually. Since it checks in the file directly hence the issue of selecting a wrong file while
check-in & incur data loss has been resolved, which now makes it the most feasible
option amongst the others.

Cons:

1. Additional step of “Open in desktop App” is required to open the file after selecting it for
Check out.

2. Not feasible for multiple file checkouts as the user needs to open each file individually
with the “Open in Desktop” App even after checkout.

Option 3: ProjectWise Drive Checkout

Case 1: Normal Check out process

Step 1: Open projects drive, navigate to the document, Right click on it and check out, which

further changes the status to check out on drive; however, in explorer & ProjectWise, we need to
refresh.
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Audit Trail Status — Checked Out

- . o A0 Friew 3 Disciplines 3 FP - Fire Protection Engiresning » Documents w 3
A M N . -
# Cuich acorss Open
B Deskio % 609-JAC-FP-BD-01-0001 st Abways koep on this device
3 tonsaid 1% 609 IAC-FP-DO-01.0001.pdt £
® G- LACF PO D00 bl 2
i Documents. ¥ B share with Skype
= Pichures ’ T-dip >
Cusating & 12 Share
) ® relin File and Rerncwable Media Protection ?
" Open with b
Caleulstians
Highbay % Openin PDF-XChange Editor
Temp S Open in Biowe
(el Onat
Givee axcoess ko pJ
ProjectiWice - Laco
F Combine Fies In Reva
- [
This ¥ Convert Fles In Reva
B 1D Objects

Step 2: Further, the user needs to double-click to open it in Bluebeam or right-click on the
document and use “open with” option

WV o s View

F — Y A% D imnsn & Plirribinne & EN_Coen Benbactinn Engineering 3 Documents

Cpen

Statur date mod

Always keep on this device

Free up space

ﬁ Share with Skype

7-Zip ?
[ Share
¥ Trellix File and Removable Media Protection >

b Adobe Acrobat Reader DC

#2 Open in PDF-XChange Editor . Google Chome
E Microsoft Edge

B OpeninB -
Aottt B FOF-XChange Editor
Check In =y

d Free
. Search the Microsoft Stose

Gi t
E Ve access (o ? Choose another app

F _Combine Files In Revu

Step 3: The file will open in Bluebeam as a View mode by default, change it Markup mode for
editing Same Procedure will follow as mentioned in Option 1, Case 1. Steps 2 to 4

Step 4: If you want to free or check the file, you need to navigate to the file right click and take
further action to Free or Check-in.
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Tpen

Abways keep on this device
% G09-)AC-FP-BD-01-0001 pdf Free up space

| %% 609-JAC-FP-DO-01-0001 pdf 8] - € Shae with Skype
00 JAC -FP-DH0-01 0001 shdd
7-Tip >
12 Share
® Trelly File and Removabde Media Protection >
Open with o

“ Open in POF-XChange Editor

Bl Open i Browser
Chack In

Freo

Give access to >

¥ Combine Files In Revu

Case 2: Double Clicking the file

Step 1: Double-clicking the file or Open with options will directly check out the file in Bluebeam.

Step 2: In case of user wants to modify, then the mode needs to be changed to Markup mode, do
the modification, save, and close the file; this action will automatically check in the file.

Step 3: If the user opens it, continues with View mode, and closes it directly, the file will get freed
automatically.

Case 3: Multiple File Checkout

- Follows the same observations as the PW Web case

Option 3 Takeaways

Pros:
1. Checkout action instantly locks the files for others, resulting in lesser conflicts
Cons:

1. Additional step of “double click” or “open with” is required to open the file after selecting
it for Check out

2. Not feasible for multiple file checkouts as the user needs to open each file individually
with the “double click” App even after checkout, and the same follows for check-in
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Option 4: PW Explorer, PW Drive — Create Session

ProjectWise Explorer:

Case 1: Start a new Studio Session using a ProjectWise file from within ProjectWise.

(Make sure that ProjectWise integration is enabled within the Bluebeam Administrator).

Step 1: Right-click the desired file within ProjectWise and select Start Studio Session.

3 ProgectWise Exphossr
Digtsscunce [older [ocurment lacobd Yiew Joch Wedow [Help Hew
= ELE| g - Sesnen 3 Open |
: @ Open s Eead-Only
L B g Addrnns [ g phe el sl grev Beenisey oM S0oba-ut-vi-fv 0T Dacumento R gy T po
- bolark
i Fokdes Temgplates ~ g S s
Globad Pack List Do, Mo —
¥ Templates " Check Dut
. Check O
Prgnit_ Rt A
Standard CAD Filei- Renddan /a'
" densSyshern o E MR- C-A
1 - P ; Capy Out
o Recihead B £ S0 JAC-A
I i 509 - Dieno Test Project for Lifescences Ly B0 JAC-A Eapert
10 Prgect Maragamant Tl sig-aag-a
0 Incesmandg Data [ Crrate Fendidacen -
30 Pregect Dlata ]
Ay / Seart Sy Senasn..
I ) Review B[4 0515
Ditcinkres ;o
Dhscophrees &
AR - Brchabect o I BG4
0 i Caloulations .{ R B0 LA - &
L Decuments &
Test foddes Danev Lew le Eefigah | sl oo

Step 2: If you are not logged into the ProjectWise Data source within Revu, you will be prompted
to do so.

Step 3: The Start Studio Session dialog box appears. See Starting a New Session instructions for
more information about starting Studio Sessions.

Step 4: This process will start a new Studio Session using the selected ProjectWise file. Which can
be further shared with Reviewers and Approvers for further review on Bluebeam. ProjectWise
files will change their status to check out.

Step 5: After completing the review, documents can be further uploaded to ProjectWise. For this,
the session owner will finish the session by selecting the “Save (Overwrite Existing)" option.

- After completing the process, the reviewed document will open in Bluebeam.
- Close the file, which will further provide the option to Check in on Projects
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Finish Session b4
Sassion - 320-863-865
Inschupche Markups

Mane Efviad
:v"i Saurabh Pall saurabh patiliipoobs com

Save Oplions
(®) Saven (Chmreaitn Exisbng)
() Sanen In Folder

0 D el Sanve Tilars

[] Ciose Mes after inishing

Raport Oplions
[+] Camnerate Report

Callsars\patisdiDacumants Sassion - 3300-8 Saltings.

Cone

Case 2: Adding files to the existing session from ProjectWise

Step 1: Open Bluebeam and log in to the studio server. Change Bluebeam mode from View
mode to Markup mode.

Step 2: Create a new session (instructions) in Bluebeam or Log in to the existing desired Session.
Step 3: Click Add File in the Documents section of the Studio panel.

- Select the respective integrated data source on Bluebeam, then navigate and open the
required files.

Open From X

. Type Location Status
ProjectWise V10 ProjectWiseEMEA jacobs.com:Jacobs_... Ready
ProjectWise V10 ProjectWiseEMEA jacobs.com:Jacobs_.. Ready

ProjectWise V10 jacobs-us-va-pw bentley com:jacobs-us-v...
My Computer From Disk

Login Cancel
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Step 4: This process will add selected documents to the associated session. Which can be further
shared with Reviewers and Approvers for further review on Bluebeam.

Step 5: After the review, documents can be further uploaded to ProjectWise. For this session, the
owner will finish the session by selecting the “Save (Overwrite Existing)” option.

- After completing the process, the reviewed document will open in Bluebeam.
- Close the file, which will further provide the option to Check in on Projects

Finish Session

Session - 320-863-865

Include Markups

Name Email

Save Oplions

(®) Save (Overarite Existing)
() Save In Foldar

() Do not save files

[ Close fies after finkshing

Report Oplions

[w] Generate Report

'ﬂ Sawabh Patl saurabh patil@jacobs com

Clisers\patilsd Documents\Session - 320-8 Settings

*

i

ProjectWise Drive & ProjectWise Web:

Step 1(i): For Projects Drive, Select the required one or multiple documents, right click and click
on Check out; Status of those documents will instantaneously change to Check-out
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BFPFPFPPOODO NP ¢

Step 1 (ii): For ProjectWise Web, Select the required one or multiple documents, right-click, and
click on Check-out Status of those documents will instantaneously change to Check-out.

** ATTENTION: For the addition of the documents to Bluebeam Session, the user would need to
navigate to the respective ProjectWise Drive location in both cases of Step 1(i) or Step 1(ii)

& Cotalog Tasks | X | & CatslogTasks. X 2 ctWise W X

Hip X | @ Moving x| & o

b« ke ProjectWise Bluebeam Sty " it wlt ;
&« C O #& connect-projectwisewac.bentley.com/context/d 2-48df-b99¢ 023/connecti Tbea?.. €
acobs Bookmarks @ My Services - Insta @ Microsoft Exchange.. | The Times of India-.. [§ aalth, Safety anc Mumbai Home mported From IE Jacobs
» 608 - Demo Test Project fo. ¢ g A : i
@ >
Es

i'

pEE b

: - d
v

T | ®
> P =

= |

0 e

r’ 9969 P P55 3

Step 2: Open Bluebeam and log in to the studio server. Change Bluebeam mode from View
mode to Markup mode.

Step 3: Create a new session (instructions) in Bluebeam or Log in to the existing desired Session.
Step 4: Click Add File in the Documents section of the Studio panel.

- Select the My Computer option on the “Open From” dialogue box, then navigate to the
respective folder on ProjectWise Drive
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Open From

Type Location Slalus
PropectiWesa V10 PropectWiseEMEA poobs com:Jacobs Rxachy
ProgectWise V10 ProjectWiseEMEA jacobs com:Jacobs_ Ready
ProjactWise W10 pcobs-us-va-pw bentley com jacobs-usv...  Ready

My Computer From Disk

OK Cancel

Step 5: Select the required documents from ProjectWise Drive and click on Open to get them

added to the required session.

Step 6: The session can be further shared with Reviewers, Approvers, or external members for

further review on Bluebeam.

Step 7: After the review, documents can be additionally uploaded back to ProjectWise. For this
session, another winner will finish the session by selecting the “Save (Overwrite Existing)” option

- After completing the process, the reviewed document will o

pen in Bluebeam.

- Close the file, then navigate back to ProjectWise Drive or ProjectWise Web location, and

right-click the document to Check-in.

Finish Session
Session - 320-863-865
Include Markups

Name Emad
[+] Saurabh Patl saurabh pati@jacobs.com

Save Options

(®) Save (Oversite Exisling)
() Save In Folder

SUsarsipatisdiDocuments

() Do not save files
[] Close fies atter finishing

Report Options

Generate Report
CUsers\patisdiDocumentsiSession - 320-8| . Settings...

o] oo

e
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Option 4 Takeaways

Pros:

1. This will reduce the licensing overload for the Bluebeam application, which eventually
reduces the financial burden w.r.t licensing cost

2. Normally, check prints, viz pdf copies, are further sent for review, which will be further

reviewed using the above 3 options; once done at the first level based on Review—

approval in CRAV it will be sent for further Approval, who will again use the above option

to perform the review. To minimize this delay in the multistage review cycle, it can be

accomplished in one go using the above “Studio-Session” option

Adding internal and external users to this activity allows more flexibility.

4. Precise auditable process and error-free execution

w

Cons:

1. Signer, Checker, and doc control personnel will have total control over sending the
specific PDF files for review in the Bluebeam session

Opening General Documents (Non-Office or PDFs)

Document types other than office and PDFs (when using Bluebeam) require the user to manually
check the file back into ProjectWise when using the option Open in Desktop applications. The
reason is that document types are managed differently within the PC operating system.

For example, the following options are available when opening a file type of .txt.

Option 1: Open in Desktop App

Case 1: Normal Operation —> Right Click -> Open in Desktop App

Step 1: Right-click on the file and Open it in Desktop App

Audit Trail Status — Checked Out

32




ProjectWise Web — Best Practices

Option 2: Open

Documents Sets — Usage

What is document set?

A document set (also called a flat set) is a group of documents manually added to a container
(the set), usually for some purpose, such as simplifying the downloading of multiple documents
in different folders. For example, when you download the set, all documents get downloaded.

How can | work with document set?

When you click the action menu next to a document set, you will see all the options available for
working with the set. When you have a document set open, you can click the action menu for any
document in the set and perform actions on them just as you would from the document's parent
folder.

Set structure

A set can contain one or more documents, and the documents in a set can exist in different
folders. A document can be added to as many sets as you want.

Creating a document set

To create a new document set and then add documents to it:

1. Click the New button and then select Create document set.

| New folder

E Upload files

B Create document set
L vw|rr1Dlementangmﬂnoe.utlf

2. If you had one or more documents pre-selected by mistake, click No, and choose other
files in the Create document set dialog.
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3.

Create document set

IE 2DH2 1182S-1DFP05.pdf and Sample.dgn

Do you want the new document set to include the selected items?

Yes ‘ Mo, choose other files

In the Create document set dialog, enter a name and optional description for the
new document set and click Create.

Create document set

Name

testset 1

Description

Suppose the folder you are creating the document set in has a ProjectWise environment
assigned to it, in addition to the name and description. In that case,

the Create document set dialog will also let you fill out document code

(if document code is configured for that environment) and environment attributes.

In the Select documents dialog, click the folder path above the document list to navigate
to the folder that contains the document or documents you want to add to the set, then
click the check box next to each of those documents and click Select.
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Select documents

.~ fing wa

[=) Name Version File name Created by

[v] m Excel1.xlsx Excell.xlsx

PWImplementationGu.. PWimplementationGuide....

>
Upload1.docx Upload1.docx

fance!

The documents are added to the set.
To create a new document set from pre-selected documents:

1. Select one or more documents, click the New button, and select Create document set.

| Newfolder

E Upload files

B Create document set
] W|mplementatlgm;ume.pclf

2. Inthe Create document set dialog, click Yes to confirm that you want the new set to
include the pre-selected documents.
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ument set

‘ IE 2DH2_1182S-1DFP05.pdf and Sample.dgn

Do you want the new document set to include the selected items?

Yes ‘ Mo, choose other files

ATTENTION: Select one or more documents in a folder and then select Document Set > Create
document set from the document's action menu. When you create a set this way, the new set is
created with the pre-selected documents automatically added to the set (you are not prompted
to confirm or select other files).

2DH2_11825-1DFPO. 5-1DFPO0...2DH2_11825-1DFP0...178 KB

b

BL”lEllng Coclescloc;{ :—Jnr Arrw Daosilldinea Cadae Adace 100 KD
Document set >

4 Addto document set
O file_b.dgn

B Create document set

|:| . file C.dgn TIE_ g {Iju o
H - =+ Move —Hs

3. Inthe Create document set dialog, enter a name and optional description for the
new document set and click Create.
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Create document set

Name

test set 1

Description

Suppose the folder you are creating the document set in has a ProjectWise environment
assigned to it, in addition to the name and description. In that case,

the Create document set dialog will also let you fill out the document code (if the
document code is configured for that environment) and environment attributes.

ATTENTION: If you close an empty document set before adding documents, the set will not be
saved to ProjectWise. Once the last document is removed from a document set, the empty set is
automatically deleted.

Opening a document set

You open a document set in ProjectWise Web with a single click, just like opening a folder.
The document list displays a list of documents contained in the set.

-~ my test documents [F testset1
+ ndd RN A Q- ¢ i Il = e
] Name Folder name Version Description  File name File size Out To Updated on
O 2DH2_11825-... my test docu... A 2DH2_11825-... 2DH2_11825-... 178 KB Jan 4, 2022, 3.
- h
[l Building Code... my test docu... A Building Code...Building Code...198 KB lan 4, 2022, 3....
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Locking the version of a document used in the document set

The Lock to-version setting determines which version of a document will be included in the set.

you can lock a document
verstion to a document set

within PW Web
=
609-JAC-AR-DO-D1-0002 v WIP
O A 605-]AC-XX-00-AR-DO-0001 M MNewversion WIP
E Document set @» E Lock to version
"= Replace filz X Remove from document set

To use this feature:
1. Add the active version of a document to a document set.

ATTENTION: This setting does not apply to non-active versions that get added to the set. When
you add the non-active version of a document, the setting is disabled and cannot be turned on.

2. Open the set and select Document set > Lock to version from the document's action

menu.
O Name =1 Rename iption  File name File size out To Updated on
Document set ;
O 2DH2_11825-... " ? By Lock to version @ Jan 4, 2022, 3:...
o Y Replacefile
Building Code...s=s - X Remove from document set Jan 4, 2022, 3:...

The Lock to version icon displays next to this document in the set.

38



ProjectWise Web — Best Practices

[] MName Folder name Version

=

J 20H2_11825-1DFPOS. pdf my test documents

=

O Building Codes.dogx my test documents

When you add the active version of a document to the set and turn this setting ON for

that document, then the set becomes locked to the specific version of the document that you
added to the set (it locks to the sequence number of the version), so that as new versions of

the document are created, the set will always use a specific version of the document (the version
that was the active version when the setting was turned on).

When you add the active version of a document to the set and turn this setting OFF for
that document, then the set will always include the active version of that document, even as new
versions of the document are created.

ATTENTION: Whether the setting is on or off by default after you add a document to the set

depends on whether the data source setting Versions > Lock flat set documents to versions has
been turned on or off by your administrator (this is configured in ProjectWise Administrator).

Adding and removing documents to a document set

Once a set has been created, you can add more documents to it or remove documents from it as
needed.

1. Toadd a document to a set, navigate to the folder containing the document you want to
add, then select Document set > Add to document set from the document's action menu.

] ﬂE‘W Version

= Rename

h
O Building Codes... ilding Cndec  1GR KR Jan 4, 20
B Document set >

file_b.dgn L .

' eplace file - |
%o Replace fil B Create document set

O file_c.dgn B Jan4, 20
- Niove

4+ Add to document set @

O 2DH2_11825-1.. H2_11825-1... 178 KB Jan 4, 2022, 3:4...

2. Toremove documents from the set, open the set containing the document you want to
remove, then select Document set > Remove from the document set from
the document's action menu.
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O Name =1 Rename iption

B Document set

O 2DH2_11825-...

m Building Code...es=

2 Replace file

ProjectWise Web Tools
ProjectWise Web Tools - Folder Options

iy Lock to version

*  Remove from document set

File name File size OutTo Updated on

Jan 4, 2022, 3....

@ Jan 4, 2022, 3....

Options are available when a folder is selected. Users can either use the tools on the toolbar or

use the icon "3 dots.”

“3 Dot" icons

Select for Folder Option

Select for Folder Option

’ 30 Project Data : dm ) 30 Project Data oee
d
Tool Bar Options
= 609 - Demo Test Project for Lifesciences
A - New
& C.? E]: -
| New folder
k: Upload files |

B Create document set

a. New Folder: Option available when a user can create a folder. When creating a

folder, the Description is an option.
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b. Upload: When selected, windows browser will open, and the user can browse and
select the file(s) See Creating File section for more details

c. Create Document Set: A document set (also called a flat set) is a group of
documents manually added to a container (the set), usually for some purpose,
such as simplifying the downloading of multiple copies in different folders. For
example, when you download the set, all records it downloaded.

B - Download

Users can download the objects to a network area when a file or folder is selected. Additionally,
when multiple things are set to download, the zip file is created with the contents of the selected
objects.

C - Get the Link

This tool only allows a link to a single selected object, Folder, or File. When set, the user has
multiple options for creating the link. The recipient must have access to the folder/file location.
Otherwise, they will receive an error of “Access Denied.”

ATTENTION: If the link is intended for the recipient to ONLY VIEW the file, select the Web View
Option.

lGet links X

[IE Drawings and 609-JAC-AR-DR-02-0001
Copy links

https://connect-projectwisewac.bentley.com/pwlink?datasource=Bentley. PW--
https://connect-projectwisewac.bentley.com/pwlink?datasource=Bentley. PW--

Create links for

Ask to select PW Web PW Explorer Web View Teams

D - Rename
Allows the user to rename the Folder or File.
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E — Additional Tool Fly-Out

Select to exapand
tools

= Move
(0 Delete

[B Create rendition

g Goto.. @ 7 Go to ProjectWise Drive

Go to ProjectWise Explorer

E.1 - Move
You can move selected folders from one folder to another. You can also choose both documents

and folders and move them all simultaneously.

1.

Select one or more folders in a particular folder (click the check box next to each item

you want to move).
From the action menu, select Move. The Move Into dialog opens.

If the current folder, or any folder you navigate, has no subfolders, you will see a
message that says, "No folders exist at this level.” This does not mean you cannot
move the items to that folder; it just means that a particular folder has no
subfolders.

Select the folder to which you want to move the item or items.

e To move the items to a higher-level folder, click the parent folder link (above the
subfolder list) until you get to the destination parent folder you want.

e To move the items to a lower lever folder, click a subfolder in the list until you get to
the destination subfolder you want.

e To move the items to a new folder, navigate to the folder you want, then click Add
New Folder.

Click Move.
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Move into

609 - Demo Test Project for Lifesciences

Name

10 Project Management

20 Incoming Data

40 Review

50 Shared

<+ Add new folder

Created by

_jac_svc_pshell

_jac_svc_pshell

_jac_svec_pshell

_jac_svc_pshell

Cancel

The selected folders are moved to the selected folder.

E.2 — Delete

The ability to delete a folder is dependent on the user’s access rights.
When deleting a folder, the user will be prompted for final confirmation.

E.3 — Create Renditions

When using the Folder option to create Renditions, users must understand the content of the
selected folder. For example, if the folder contains office documents, AutoCAD, and MicroStation
files, the user must know what Renditions settings to choose for the required PDFR output.

ATTENTION: When using the option “Send e-mail notification on completion,” the links within
the notification are only applicable to users who have ProjectWise Explorer installed
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E4-GoTo

e (o to ProjectWise Drive: When selected and ProjectWise Drive is installed and synched,

Create rendition
Profile

40 Review - Opt A - PDF Only

Presentation

Client Dynamic - Print Size Attribute

Format

PDF

File name

Base Name

Destination

40 Review - Fixed Path - PDF Only

Folder

@ send e-mail notification on completion

Create Cancel

when selected, windows explorer will open, highlighting the selected folder.
e (Go to ProjectWise Explorer: Only applicable if the user has ProjectWise Explorer installed;
when selected, ProjectWise will open, and the folder will be highlighted.

ProjectWise Web Tools — Document Options
Options are available when a file is selected. Additional tools are available when the user selects
the “3 dots” indicated to the right of the file.

Tool Bar Options

v O oYl

= L e -

B New folder =I Rename

EB: Upload files &2 Workflow

B Create document set * B Document set

®2 Replace file
= Move
M  iModel

@ Delete

[B Create rendition

B Goto..

v

Add to document set @

Create document set

Map to iModel

Unmap from iModel

Go to ProjectWise Drive

Go to ProjectWise Explorer
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New
ATTENTION: You cannot create placeholder documents (documents with no file attached) from
ProjectWise Web. Placeholder documents can only be made in ProjectWise Explorer.

The file size that can be uploaded to ProjectWise Web is limited to 30 MB by default, and this
limit can be increased or decreased as needed by the administrator of ProjectWise Web. In
general, ProjectWise essentially has no file size limit (ProjectWise supports files up to
18,000,000 TB, although the file size allowed by the file server where ProjectWise documents
are stored may be lower than that).

New Folder
See the Folder Tools section

Upload files

Files can be uploaded by either selecting the Upload Files tool or by the drag-and-drop method,
where the users select the destination folder, within ProjectWise Web and then specify the file
from windows file explorer and drag it into the destination folder.

ATTENTION: If the Project is utilizing Document Codes, the user will be prompted, when creating
a new file, to input in the Project defined codes; see below as an example

Create document from PWCCmdEnableSetup.zip X

Document code

sssss

stststst

sss

Create Document Set

A document set (also called a flat set) is a group of documents manually added to a container
(the set), usually for some purpose, such as simplifying the downloading of multiple documents
in different folders. For example, when you download the set, all documents in the set get
downloaded.

ATTENTION: See Section Document Sets — Usage for more information
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Rename
Change document name, including version.

ATTENTION: Renaming the file does not change the document code when using document
codes. Document Codes can only be changed within ProjectWise Explorer

Steps to rename a file

1. Click the check box next to the document you want to rename or select Rename from the
toolbar option.

Tool Bar Option

|~ AR - Architect Documents

+ New 0 E X & | -

= Rename

- Workflow
= Name & Workflow > Stz
O Test B Documentset >
v [ = olare f
O 609-JAC-AR-DO-01-0002 | -0 Replacefile
‘ 600-JAC-XX-00-AR-DO-0001 —+  Move wi
il Delete
O 609-JAC-AR-DO-01-0002
- =] Rename —
‘ 609-JAC-¥X-00-AR-DO-0001 @

w2 Workflow o

File Menu Option

2. The dialog that opens changes the document's name and description as needed.

3. Ifthe lock icon next to the File Name field is locked, then whatever change you make to
the document name will be made to the file name. If you want the document name and
file name to be different, click the lock icon to unlock the File Name field, then change
the document name and file name as needed.

4. Select Rename.
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Open in Desktop App
This option will check out the selected document and open it with the file-associated application,
i.e., file extension.

Workflow: Rename X
% 609-JAC-XX-00-AR-DO-0001
509-JAC-¥X-00-AR-DO-0001.docx 12.6 KB Feb 1 2-323: 5:40 PM  Version B.01
Name
G09-JAC-XX-00-AR-DO-0001 &
File name

609-JAC-XX-00-AR-DO-0001.docx

Version

B.0O1

Description

609-JAC-AR-DO-01-0003

Cance
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Create a version

ATTENTION: The ability to rollOback an existing version, to be the active version is not possible

in ProjectWise Web.

1. Click the check box next to the active version of a document and from the action menu

select New version.

Name

2DH2_11825-1D... *»=

[=

&

|
o

Version Description

2DH2_11825-
Get link
Download
Check out
Workflow >

MNew version

Mew version
Rename

Replace file

2. Inthe New Version dialog, optionally enter a custom label to identify the version in
the Version Name field, enter an audit trail comment if required, and click Create.

If you do not enter a custom label, a default, alpha or numeric label will be automatically
assigned to the version, based on the current version labeling rules set for this data source

(see Default Version_Labeling Rules below).
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New Version

2DH2_1182S-1DFPO5.pdf
178 KB Sep 21,2020, 11:36 AM

A

Version Name

=

The new version is created. If you have version display turned on, the new and old versions
display together in the list. If you have version display turned off, then only the
new version displays in the list.

The Version property column displays the label assigned to each version, whether it was the
custom label you entered or the label that was automatically assigned (if you left
the Version Name field blank).

In the image below, the original document has no version label at all (the Version property is
blank), and the first new version is labelled Version A. This follows the default version labeling
rules. If the administrator changes the version labeling rules, it is possible that the original
document will be labelled Version A and the first new version is labelled Version B (or

even Version 1 and Version 2, if numeric version labels are used).

[] Name Version Description File Name File Size Checked OQut To Updated
] mo 2DH2_11825-1DF... 2DH2_11825-1DF... 2DH2_11825-1DF.. 178 KB Sep 21, 2020, 11:...
I 2DH2_11825-1DF.. === A 2DH2_11825-1DF... 2DH2_11825-1DF.. 178 KB Nov 24, 2020, 8:3...

NOTE: To be able to enter audit trail comments when creating a version, the user's user settings
Audit Trail > Comments > Allow for version change and Require where allowed must both be
on. User settings are configured in either ProjectWise Explorer or ProjectWise Administrator.
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ProjectWise Web Versioning

How to promote an existing version to be the active version

NOTE: Prior to any versioning the user must understand the version workflows the project has
implemented, and the version nomenclature used. The below is ONLY an example of version
nomenclature.

ProjectWise Web, unlike ProjectWise Explorer doesn’t have the same functionality to promote an
older version of the document to be promoted to the active version.

ProjectWise Explorer steps

NOTE: The example below demonstrates the usage of BMS ISO19650 utilizing both ProjectWise
Attribute Revision to only maintain the whole number and the document properties Version to
use the minor version information.

From the sample below, this exercise will promote Version A, to active Version D.02.

El Ust @ Spatial

Name Revision Version

Enter text here | Enter te. | Entertext h... ¥
/13 609-JAC-CI-DO-05-0001 C C.02

[ E3 609-JAC-CI-DO-05-0001 C C.01

[ k3 609-JAC-CI-DO-05-0001 B B

[CE3 609-JAC-CI-DO-05-0001 A A

1. Turn on option to show all versions
2. Select the active file
3. Right-Click the file, and from the popup menu, select New->Version

New > Uocument...

Open
Open as Read-Only

Open With... oo [ r’

Markup Advanced Wizard... fip
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4. A dialog will open, allowing the user to select an older version, to be promoted to the
active version, by selecting the older version,
5. Select the Edit button, the dialog will expand showing all of the versions

New Document Version

Version Comments

Folder
Name: Documents

Description: DO
Document
Name: 603-JAC-CI-DO-05-0001
Description: Action Tracker
Version [co2
Sequence 3

New version

Version “

Cancel

6. From the dialog the user will select a version to be promoted as the active version, once

selected the user will choose the Edit button, and will populate the new version

nomenclature.

NOTE: in the below example the Version A document will be promoted, and the next sequential

version will be D.01.
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New Document Version x

Version  Comments

Folder
Name: Documents %
Description: Do
Document
Name: 609-JAC-CI-DO-05-0001
Description: Action Tracker
Version: ic_[}z
Sequence: 3
New version
e 5% Hide Edit
Versions
609-JAC-CI-DO-05-0001 - Action Tracker : C.01 Change...
603-JAC-CI-DO-05-0001 - Action Tracker : B
609-JAC-CI-DO-05-0001 - Action Tracker - A Delete

==

7. To complete the operation the user will select Change and the results will be that the

active file will be versioned, and the new active file version will be D.01, as shown below.

Name Revision Version

nter text here SF| Enterte... | Enter text h...
/iMeo-Jac-coo-0s000n D DOV
[ 3 609-JAC-CI-DO-05-0001 C .02

| k3 609-JAC-CI-DO-05-0001 C C.01

k3 609-JAC-CI-DO-05-0001 B 3

B3 609-JAC-CI-DO-05-0001 A A
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ProjectWise Web Steps

Unlike ProjectWise Explorer, ProjectWise Web doesn’t have the functionality, when selecting the
Version option, to be able to use the Edit option.

The user can still promote an older version to be the active version. See the following steps
below.

From the sample below, this exercise will promote Version A, to active Version D.02.

) Name Revision Jd Version
I:I E@ 609-JAC-CI-DO-05-0001 C c.01

I:I B 609-JAC-CI-DO-05-0001 C C.02
|:I E@ 609-JAC-CI-DO-05-0001 B B

I:I Eg GGQ-JAC-CI-&U-DS-DDW A A

1. Turn on version display.
2. Select the file that will be prompted to the active version (in this case Version A File).

— - y

‘ o J @ - ‘ L Open in desktop app
@ View

S Name ﬂ,ﬁ, Download ©

I:I EQ 609-JAC-CI-DO-05-0001 69 Get link @ .0

O B 609-JAC-CI-DO-05-0001 =I Rename .

O EQ 609-JAC-CI-DO-05-0001 &2 Workflow »

v Eo 609-JAC-CI-D0O-05-0001 ™ New version [

O _:_ 609-JAC-CI-D0O-06-0001 B Document set ’ ¥
B Dol fils

W

From the menu option select Download, download the file locally.

4. From the directory that the file was downloaded to, select the file and drag-n-dop the file
in the same folder where it was downloaded from.

5. Adialog will open confirming that a file conflict is in action, as there is existing files with

the same name, which indicates a new version will need to be created.
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Resolve conflict

6. Because the file name wasn't changed, ProjectWise Web will prompt the user on what

Loading

actions to take, as the user is wanting to create a new version of the document the user
will select Add as a new version, see sample below.

Resolve conflict

An item with the same file name already exists

9.59 KB

609-JAC-CI-DO-05-0001.xIsx
Jul 27, 2023, 8:56 AM  Version C.02

Input version string (®

Overwrite the original file

») Add as a new version

() Keep the original
Skip the file being uploaded

e/

The version will be named: D.01

() Replace the original

D.01|

() Add and rename
The file will be named: 609-JAC-CI-DO-05-0001

Change

7. Select the Finish button and the active file will be versioned, with the file that was

imported.

L Name

J E@ 609-JAC-CI-DO-05-0001
) Ea 609-JAC-CI-DO-05-0001
[ E@ 609-JAC-CI-DO-05-0001
) &3 609-JAC-CI-DO-05-0001

O B 609-JAC-CI-DO-05-0001

Revision

Version

A

C.01

C.02

D.01
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ProjectWise Web Icons

Document and Folder Icons

Each document has an icon that indicates which application is associated with it, based ¢
file that is attached to the document.

Some documents will also have a smaller icon, either in the upper left or lower right corr
document icon, which indicates additional information about the document, such as whi
master document, or is a non-active version, or is checked out or locked.

lcon

Description

A regular folder

A special type of folder called a work area

A work area that is associated to a ProjectWise project

This can be:

* A document that has no file attached (sometimes referr
placeholder document)

* Adocument that has a file attached, but the extension |
to any application

A flat document set

A MicroStation DGN file

An AutoCAD DWG file

A Revit RVT file

A Microsoft Word DOC or DOCX file
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lcon Description
B An AutoCAD DWG file with references (master document of a
EQ A document checked out to you in ProjectWise Web

When you check out a document from ProjectWise Web from
connection that is not synchronized with ProjectWise Drive (ol
synchronized but ProjectWise Drive is not running), the docur
checked out to you in ProjectWise Web.

Note: You will only be able to check this document in from Pr
you later synchronize this work area connection with ProjectV
document that is checked out to you in ProjectWise Web will t
in ProjectWise Drive.

A document checked out to you in ProjectWise Drive
L]

When you check out a document from ProjectWise Web from
connection that is synchronized with ProjectWise Drive (and P
is running), the document will be checked out to you in Projec

A document that is checked out to you in ProjectWise Drive (v
checked out from ProjectWise Drive or ProjectWise Web) has"
out icon in both ProjectWise Web and ProjectWise Drive, and"
from either ProjectWise Web and ProjectWise Drive.

R An Office document that you or another user currently has ch
& of a co-authoring session.
p“-% A locked document

Reasons a document might be locked to you:

¢ Another user checked out the document from ProjectW
* You or another user checked out aor exported the docur

another ProjectWise application (such as ProjectWise B>
* You checked out the document when the work area cor
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lcon Description

¢ You have (Document) Read permission on the documer
Read permission. These permissions are set in Project¥
you only have Read permission, this means you can see
the document list, but you do not have permission to vi
the document's file.

m A document whose status has been set to Final. In this examp
e MicroStation document whose status is Final. If a version is se
then the final status icon will replace the version icon. Final st
ProjectWise Explorer.
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ProjectWise Drive Icons

Document and Folder Status Icons

There are two columns in the document list - Status and ProjectWise status - that show t

and folders in ProjectWise Drive:

¢ Status column - For documents, this column contains two icons - one icon that ind
"Availability status" (basically the download status) and one that indicates the doct

(also called the ProjectWise status).

MName

B-border.dgn
B-borderPipeSupport.dgn

[3_-7 2DH2_11825-1DFPO5.pdf on
|%] 2DH2_11825-1DFPOS5xfdf
¢;] Building Codes.docx

| | ds3wre-outl.tmp

I fileb.dgn

(& linvillatreetickets.pdf

| ] linvillatreetickets.xfdf tmp
@) test1.docx

@o0P0ODOD

Status

o
o

Locked

Ay

A
A
A
A

f
Fi)

allable for Checkout

vailable for Checkout
vailable for Checkout
vailable for Checkout
vailable for Checkout

vailable for Checkout

Checked Out

For folders, the Status column will show an "Activity" icon when auto checkout is e

* ProjectWise status column - Contains a description of the item's "Activity" status.

Name Status ProjectWise staty
Demc folder & Synced
Dynamic o Synced
master &) Synced
New folder demo & Synced
No environment O Synced
pdf records & Ds’ Synced
Pencils ] Synced

Tip: The ProjectWise status column is currently hidden in the document list by default. T
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lcon

Name

Description

(either it has not been downloaded yet, or the local copy
deleted).

Available on this
device (clear circle
with a check mark
icon)

This icon means that a local copy of this document is ava
computer (it was automatically downloaded from Project
opened or checked out the document).

Always available on
this device (filled circle
with a check mark
icon)

This icon means that the local copy of the document that
this computer was downloaded using the Always keep or
option (or possibly, it was downloaded by opening or che
document, and later the Always keep on this device optic
for the document).

If Storage sense (a Windows feature) is on and enabled f
Drive, then the Always keep on this device option will als
in ProjectWise Drive that is marked with the @ icon from
automatically deleted by Storage sense (when Storage se
removes unused ProjectWise Drive files from the compur

New local document
(star/asterisk icon)

This icon means that this is a local document that has no
ProjectWise yet.

G

Excluded from
automatic creation
(crossed out cloud
icon)

This icon means that this file type is excluded from autor
creation. This type of file can still be manually added to F
needed.

Activity status (ProjectWise status) icons for

lcon

Name

Description

W

-

Checked in with Write
access (pencil icon)

This icon means that the document is checked in and

permission to check it out. (Permissions are set in Pro
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lcon Name Description

4" | Checked in with Read- This icon means that the document is checked in and
only access (crossed out | permission to download or open the document for vie
pencil icon) cannot check it out).

"1 | Locked (lock icon) This icon means that another user has checked out or
document. Documents that are locked cannot be che«
be downloaded and opened for viewing,

% | Final (Final status / tag This icon means that someone has set final status on

icon) (either from ProjectWise Web or ProjectWise Explorer
final status cannot be checked out but can be downlo
for viewing.

Availability status icons for folders

this device (filled
circle with a check
mark icon)

lcon Name Description

5 |Available when This icon means that not all the documents in this folder (ar
online (cloud icon) |have been downloaded to your computer.

() | Available on this This icon means that all the documents in this folder (and it
device (circle with a |have been downloaded to your computer.
check mark icon)

© | Always available on |This icon means that all the documents in this folder have b

using the Always keep on this device option (or possibly, all
documents were already downloaded, and later the Always
device option was turned on for the folder).

If Storage sense (a Windows feature) is on and enabled for |
then the Always keep on this device option will also prevent
ProjectWise Drive that is marked with the @ icon from bein;
deleted by Storage sense (when Storage sense periodically 1
ProjectWise Drive files from the computer).
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