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APPENDIX B. PROJECTWISE SEARCH FUNCTIONALITY

The ProjectWise system includes search functions that allow users to filter documents in folders
based on contextual keywords or document associated Attributes. The document associated
Attributes are especially useful for users needing to collect and identify documents meeting
specific parameters. Examples of such cases are outlined below.

Search Examples:

e Compile a list of all documents with the term “LR_SF” in the File Name, Document Type,
or Description.

e I|dentifying the total number of Critical Findings between two dates.

e Compile a list of all Maintenance Manuals in the Bridge File by searching for a Document
Type of “Proc_Maintenance.”

B1 Building a Search Form

To perform a customized ProjectWise search, users should follow the steps outlined below:

Step 1. Step 2. Step 3. Step 4. Step 5.
Navigate to the Use the Search Use the Define Save the Search Run the Search
Seardh winclew for access from by selecting it

folder where Definition Dialog
the search is to open the

being Search Builder.
performed.

the Personal from the
Search list. Personal Search
list.

to specify search
parameters and
Run search.*

Figure B1.1 Steps to perform a customized ProjectWise search using the Search Builder.

*Note: Search parameters can include the type of document being searched, the defined Attribute
View, or specific Attributes being searched.

The steps are described in detail with an example search to identify all documents with the
keyword “LR_SF” in the Document Type.
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Step 1 (Figure B1.2)

1. Access the Advanced Search Wizard by navigating to the “Bridge Data” folder. (Or
any desired search folder such as a County or other subfolder.)
2. Right-click and select the “Advanced Search...” option.

List @ Spatial

Name

A2 BMO Consultant File Exchange
P4 | Bridge Data

/| Bridge Quality Records

A\ LoadRating_WorkingFolders

<

Folder Propetties  Personal Portal  Dependency Viewsr

Description

BMO Consultant File Exchange

New Folder...
New Work Area...

Open
Open in New Window

Copy Out

Purge Copies

Purge Workspace

Export...

Upgrade to Work Area...
Start Studio Session...

Export Dependency Map(s)..
Import Dependency Mapf(s)...
Cut

Copy

Paste...

Rename...

Delete...

Advanced Search...

Scan References and Link Sets...

Properties...

L

Created By
Berry, Emily J.

Boozer, Matthew L.

Boozer, Matthew L.
Berry, Emily J.

Figure B1.2. Menu when right-clicking folder. Select the “Advanced Search” option.

Step 2 (Figure B1.3)

IIO KII X

From the “Select Search Definition Dialog” window, select the “Search Builder” icon and click

# Select Search Definition Dialog

Search Definttion Wizards

B

Search

Document  REE RN E

[ ] Make this wizard the default choice

Cancel

Figure B1.3. Search Definition Dialog box. Select the "Search Builder".
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Step 3 (Figure B1.4)

The search window shown in Figure B1.4 describes the four sections of the search window.
For each search item, perform the following steps:

1. Identify the “View” being used for the search data.

2. Define the Criteria being searched by first identifying the Criterion Type,
Property/Environment, and lastly the Attribute.

3. Specify the Value being searched with the appropriate Relation search terms.

Repeat Steps 2 and 3 for each Criteria being searched.

5. Run search.

b

“Specify what are you looking
for and the view for search

Define Search - <new search> X results” Section Sp&‘CIfié‘S WhCIt iS
Search being searched and which
Spedify what are you looking for and the view for search results En Vironment IS belng Used to
Look for: D ts ~ View: <default> ~ . .
eeumen = display Attributes.
Find documents that match these criteria
Document is in folder ‘Bridge Data' ”Find documents that matCh

or in any subfolder

these criteria” section lists the
search terms used in the search.

The folder where the search will
be performed is defined by

default as the folder selected in
| Step 1. In this case, the folder is

OR Group (1)

Environment attribute labels from: Professional Services
the ‘Bridge Data’ folder and all
Define criteria
Criterion Type: Property: Attribute: SUbelders'
- | “Define criteria” section details
e Add Criteria - i i
ra”e © — the types of Attributes available
for searching.
Saved Search - Cancel Apply

This section allows a user to
save a search.

Figure B1.4. Description of "Define Search" window sections.
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Step 3-1: Identify the “View” being used for the search data. (Figure B1.5)

1. Select “Documents” in the “Look for:” section
2. Define the Environment View. For this example, select “Maintenance_Bridge” as the
View.

Define Search - <new search> X

Search
Spedify what are you looking for and the view for search results ThIS examp/e and gl'”de fOCUS on

Look for: Documents v View: <default> ¥ look /ng fOf Documents
<default= ~ ’

Find documents that match these criteria 3D Typical
Account Request Forms
Document is in folder 'Bridge Data' Asphaltinfo

or in any subfolder QL(C:J-C I P W ) )
Bl ks The “View” option describes the
CA Vendor 5cs Environments that can be used
CADD . o pe .
ChangeOrderInfo to view specific Attributes. For

Construction

Constructionhiew additional information on

ContractorInfo
Correspondence

DBE Views, see section B2Error!
Default
oRrowe () Desin buid Reference source not found..

Environment attribute labels from: Professional Services 295i$n Build Consultants
mai

Engineering
General Info
Instructional Bulletins

Criterion Type: Froperty: tEQ_chswucﬁon For the exampIE, use the
v Mairte i j j
[Maintenance ”MGIntenance_Brldge” View.

‘Maintenance Bridge
Maintenance_Bridge_QualityR& N .
Mainte: G |

Value: MaterilCertication v (For custom views, see section

| | Add OR Group - BZ.)

Saved Search ~ Cancel Apply

Figure B1.5. Information for the types of Views.

Define criteria

Custom views can be defined by the user. Refer to section B2 for instructions on creating a
custom view.
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Step 3-2: Define the Criteria being searched by first identifying the Criteria Type,
Property/Environment, and lastly the Attribute. (Figure B1.6)

To accurately identify documents in a search, users must specify the type of data to consider

in a search. For most Bridge File searches, the type of data searched will be an Environment
Attribute.

1. From the Criterion Type drop-down, select “Environment Attribute.”

Define Search - <new search> *

Search

Specify what are you looking for and the view for search results

Look far: Documents ~ View: Maintenance_Bridge ~

Find documents that match these criteria

Document is in folder ‘Bridge Data’ " . B . .
or in any subfolder The Deflne Crlter/a SECtIOI’P

details the types of Attributes
available for searching.

Criteria Type: This identifies the
type of criteria being searched.

OR Group (1)
Environment attribute labels from: Professional Services | For the examp/e/ SeleCt the

“Environment Attribute” type.

Define criteria

Criterion Type: Property: Attribute:
General Properties
Spatial
Full Text Add Criteria j
Work Area Properties
Work Area Type | === Add OR Group j
Environment Attribute
Saved Search = Cancel Apply

Figure B1.6. Criterion Type drop-down used to define criteria.
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Step 3-2: Define the Criteria being searched by first identifying the Criteria Type,
Property/Environment, and lastly the Attribute. (Figure B1.7)

When “Environment Attribute” is selected as a Criterion Type, the second search criteria
drop-down will list all available Environments. Selecting the Environment facilitates the
document Attributes being searched.

For Bridge File documents, the applicable environments are: “Maintenance_Bridge” and
“Maintenance_Bridge QualityRecords.”

2. From the “Environment” drop-down, select “Maintenance_Bridge.”

Define Search - <new search> *

Search

Specify what are you looking for and the view for search results
Look for: Documents ~ View: Maintenance_Bridge ~

Find documents that match these criteria

Document is in folder 'Bridge Data'
or in any subfolder

The “Environment” drop-down
allows users to select an
Environment where Attributes
are defined.

OR Group (1)

Environment attribute labels from: Professional Services |

Define criteria
Criterion Type: Environment: Attribute:

<

Environment Attribute ~ | | 3D Typicals NUMBER. OF LANES: ~

DTy - For the example, use the
g_sr?:haltlnfnrmahon Add Criteria j ”MalntenanCE_Brldge”
| CA Reports addORgroup | - | Environment to search based on

Value:

CA Advertisements

CA Vendor Bids

Change Crder Information H .

Consgucﬁon Attrlbutes deflned When
Saved Search ~ ConstructionNew :l Cancel Apply . .

Contractor Information uploadlng fIleS,

Contracts

Data Store

DEE

Design

Design Build

Design Build Committee Members

Design Build Consultants

Document Maming Convention

Email Import Attribute

Information used with the Document T

Local Public Agency (LPA)

Lookup Table to populate District, Off

Maintenance

EMaintenance Bridge

Maintenance_Bridge_QuaIity'Recor

Maintenance_General

MaintenanceCOL

Material Certification

Material Retention and Certification

Mix Design Information

Figure B1.7. Environment list drop-down used to specify where data is searched.

South Carolina Department of Transportation | ProjectWise Bridge File Policy | B-6



SCEOT

Step 3-2: Define the Criteria being searched by first identifying the Criteria Type,
Property/Environment, and lastly the Attribute. (Figure B1.8)

The selection of the “Maintenance_Bridge” Environment will populate the third drop-down
of Attributes. These Attributes are related to data automatically and manually assigned from
the Wizards detailed in preceding sections. Examples of automatically populated data
include County, District, and Asset ID. Examples of data manually assigned with the Wizards
includes Document Type, Document Date, and Freeform.

3. From the Attributes drop-down, select the applicable Attribute for the search.

Define Search - <new search> *

Search

Specify what are you looking for and the view for search results
Look for; Documents w View: Maintenance_Bridge w

Find documents that match these criteria

Document is in folder ‘Bridge Data'

erin any subfelder The Attribute drop-down
populates based on the defined
environment. Users will
recognize several of the
Attribute names from the

OR Group (1) wizard descriptions.

Environment attribute labels from: Professional Services |

Define riteria

Criterion Type: Environment: Attribute: /t IS useful to f'efer to the Folder

Environment Attribute ~ | |Maintenance_Bridge w BRIDGE FILE Structure and Wizard

BRIDGE FILES . .

ASSET ID:

. T e Companion for specific
Cate H

| | Cgpy?_DRrg;les (0:Default value, 2| Document Type Attr/bUtes'
CopyLRFilesComment
COUNTY:

Saved Search ~ | oK S:Easl-?nlfnt

DISTRICT: e
DocSubSubType For the example, select
DOCUMENT DATE: " ”
EEIE— DOCUMENT TYPE:” from the
renuchons snd qudance, drop-down.

LabelTwo

lable

LOCATION:

METHODOLOGY :

Please refer to the latest versio)

QUTE:
SERIAL NUMBER (delete this if n
SerialMo
STATUS:
SUB TYPE:
TYPE:
UPLOAD DATE: —

Figure B1.8. Attributes list drop-down with all available Attributes within the specified
Environment.
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Step 3-3: Specify the Value being searched with the appropriate Relation search terms.
(Figure B1.9 & Figure B1.10)

When the Search Criteria is specified, the “Value” search field (blue box shown below) is
available for inputting specific search terms.

1. Select the button (red box shown below) for the Criteria window. The search Value
will populate in the “Value” box shown in Figure B1.9.

Define Search - <new search= x

Search

Specify what are you looking for and the view for search results
Look for: Documents w View: Maintenance_Bridge -

Find documents that match these criteria

Document is in folder 'Bridge Data'
or in any subfolder

OR Group (1)

Environment attribute labels from: Professional Services

Define criteria

Criterion Type: Environment: Attribute:

Environment Attribute ~ | |Maintenance_Bridge ~ | | DOCIUMENT TYFE: w
Add Criteria j

Value:

| R (| Add OR. Group j

Saved Search - Cancel Apply

Figure B1.9. Search window when all Criteria is defined.
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Step 3-3: Specify the Value being searched with the appropriate Relation search terms.

(Figure B1.9 & Figure B1.10)

2. Enter the search term.
3. Define the Relation.
4. Select “OK.”

A specified search “Value” is a keyword that will be used to parse available data. The
keyword may be further categorized using the “Relation” drop-down. The “Relation”
categories are Boolean search terms used to specify or broaden a search. For certain and
specific searches, the equal sign is used to search the term. When searching for a similar
Value, the “Like” Relation may be used.

Wildcard term: An asterisk (*) may be used to include other similar Values. For example,
when searching all LRSF’s, a user might search for “LR_SF*” to identify all Documents with a
Document Type beginning with “LR_SF”.

B DOCUMENT TYPE * 8" DOCUMENT TYPE *
Format Format
Criteria Criteria
Field: DOCUMENT TYPE Field: DOCUMENT TYPE
Relation: - - Relation: - »
Value: j Value: :>
>
=
L=
BETWEEN
NOT BETV/EEN
NULL
NOT NULL
NOT LIKE
N
Cancel NOTIN =
<Custom Expression =
B DOCUMENT TYPE k
Format
Criteria
Field: DOCUMENT TYPE
Relation: LIKE o
H V4 *x7
Value: R_SF* 5 For the example, input “LR_SF*” in the Value
field and select “LIKE” as the relation.
Cancel

Figure B1.10. Search window to input keywords.
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Step 3-3: Specify the Value being searched with the appropriate Relation search terms.

(Figure B1.11)

When a search term is specified, it will appear in the Value bar.

5. Select the “Add Criteria” button to add it to the search list. It will then appear in the
“Find documents that match these criteria” section.

Define Search - <new search>

Search

Spedify what are you leoking for and the view for search results
Look for:

Find documents that match these criteria

Documents ™ View:

Maintenance_Bridge ~

Document s in folder ‘Bridge Data’
or in any subfolder

OR Group (1)

Environment attribute labels from: Professional Ser

rvices

Define criteria
Criterion Type: Environment:
Environment Attribute | Maintenance_Bridge

Value:

Attribute:

~  DOCUMENT TYPE: ~

s -

| LR_SF*

AddOR Group -

<[]

Saved Search

Cancel Apply

Define Search - <new search> k
Search
Spedify what are you locking for and the view for search results
Look for: Documents v View: Maintenance_Bridge

Find documents that match these criteria

Document s in folder 'Bridge Data’
or in any subfolder
Attribute DOCUMENT TYPE: value is LR_SF™

OR Group (1)

Environment attribute [abels from: Maintenance_Bridge

Define criteria

Criterion Type: Enviranment: Attribute:

Environment Attribute | | Asphalt Information ~ | ASPHALT INFORMATION
Value: Add Criteria j
[ | [ AdORGrowp |~

Saved Search Cancel Apply

Figure B1.11. Search window when adding criteria.

Step 3-4: Repeat Steps 3-2 and 3-3 for each Criteria being searched.

Additional search criteria may be added by repeating Steps 3-2 and 3-3.
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Step 3-5: Run Search. (Figure B1.11 & Figure B1.12)

Results will be shown as in Figure B1.12.

To run the search, select “Apply” or “OK” from Figure B1.11.

Selecting “Apply” will run the search while keeping the Search Window open.
Selecting “OK” will run the search and close the Search Window.

B3 Projectwise Explorer

Datasource Folder Document View Tools

Window Help

= = op e © -} 4 - searc[ D <| B> - i View|Maintenance Bridge | =
- D - [ Address| “|PGo

[ 23 Greenville ~ | E it @ spatial
& 24Greenwood Name - Description File Name MIMEType FREEFORM (20): IDENTIFICATIO... A
: ig :i’::m # I~ 4-LR_SF_ASR-Substructure-2020-11-25-001 4-LR_SF_ASR-Substructure-2020-11-25-001 4-LR_SF_ASR-Substructure-2020-11-25-001.pdf applicatio... Substructure /A
&7 27 Jasper A 4-LR_SF_LFR-Superstructure-2020-11-25-001 4-LR_SF_LFR-Superstructure-2020-11-25-001 4-LR_SF_LFR-Superstructure-2020-11-25-001 pof applicatio... Superstructure  N/A
I 2BKershaw 7 A~ 4-LR_SF_LRFR-Superstructure-2020-11-25-001 4-LR_SF_LRFR-Superstructure-2020-11-25-001 4-LR_SF_LRFR-Superstructure-2020-11-25-001.paff applicatio... Superstructure  N/A
{7 29 Lancaster (] 4-LR_SF_XLSX-Substructure-2020-11-25-001 4-LR_SF_XLSX-Substructure-2020-11-25-001 4-LR_SF_XLSK-Substructure-2020-11-25-001 xlsm applicatio... Substructure N,
{7 30Laurens (] 4-LR_SF_XLSX-Superstructure-2020-11-25-001 4-LR_SF_XLSX-Superstructure-2020-11-25-001 4-LR_SF_XLSX-Superstructure-2020-11-25-001 xlsm applicatio... Superstructure N
[ 3lee /A 8-LR_SF_LRFR-2020-04-17-001 2-LR_SF_LRFR-2020-04-17-001 8-LR_SF_LRFR-2020-04-17-001,pdf applicatio.. 7
{7 R2Lexington /(] 8-LR_SF_XLSX-2020-04-17-001 8-LR_SF_XLSX-2020-04-17-001 8-LR_SF_XLSX-2020-04-17-001 xlsm applicatio. Ny
(£ 33 McCormick 7 - 9-LR_SF_LRFR-2020-02-13-001 9-LR_SF _LRFR-2020-02-18-001 9-LR_SF _LRFR-2020-02-18-001.pdf applicatio. /A
7 38Marion (] 0-LR_SF_xL5X-2020-02-13-001 9-LR_SF_XLSX-2020-02-18-001 9-LR_SF_XLSX-2020-02-18-001.xlsm applicatio. /A
2 35Mearlboro /X 18-LR_SF_LFR-2020-10-20-001 18-LR_SF_LFR-2020-10-29-001 718-LR_SF_LFR-2020-10-29-001 pdf applicatio. N/A
L 36 Newberry # & 18-LR_SF_LRFR-2020-10-28-001 18-LR_SF_LRFR-2020-10-29-001 18-LR_SF_LRFR-2020-10-29-001.pdf applicatio. /A
L7 37 Oconee /(¥ 18-LR_SF_XL5X-2020-10-23-001 18-LR_SF_XLSX-2020-10-29-001 18-LR_SF_XLSX-2020-10-29-001xlsm applicatio. N/A
L 32 Orangeburg 7 A~ 19-LR_SF_LFR-2020-10-06-001 19-LR_SF_LFR-2020-10-06-001 19-LR_SF_LFR-2020-10-06-001.pdf applicatio.. N/
&/ 39Pickens # A 19-LR_SF_LRFR-2020-10-06-001 19-LR_SF_LRFR-2020-10-06-001 19-LR_SF_LRFR-2020-10-06-001.pdf applicatio. N/J
&7 40Richland /(2] 19-LR _SF_XLSX-2020-10-06-001 19-LR_SF_XLSX-2020-10-06-001 19-LR_SF_XLSX-2020-10-06-001xlsm applicatio. A
L 1 Saluda 7 - 20-LR_SF_LFR-2020-12-30-001 20-LR_SF_LFR-2020-12-30-001 20-LR_SF_LFR-2020-12-30-001.pélf applicatio. /A
ot :s :“"a"h“'g /- 20-LR_SF_LRFR-2020-12-30-001 20-LR_SF_LRFR-2020-12-30-001 20-LR_SF_LRFR-2020-12-30-001.pdf applicatio. NA
Wy 22 Uu""‘;t:' (] 20-LR SF_XL5X-2020-12-30-001 20-LR SF _XLSX-2020-12-30-001 20-LR_SF_XLSX-2020-12-30-001xlsm applicatio. /A
t 25 \Wilismsburg 7 22-LR_SF_LFR-2021-01-02-001 22-LR SF_LFR-2021-01-02-001 22-LR_SF_LFR-2021-01-02-001.pdlf applicatio. A
& a5York 7 A 22-LR_SF_LRFR-2021-01-02-001 22-LR SF_LRFR-2021-01-02-001 22-LR_SF_LRFR-2021-01-02-001.pdf applicatio. A
- 51 District1 (] 22-LR_SF XLSX-2021-01-02-001 22-LR SF XLSK-2021-01-02-001 22-LR_SF_XLSK-2021-D1-02-001 xlsm applicatio. N/
{7 52 Distriet2 /A~ 23-LR_SF_LFR-2020-12-31-001 23-LR_SF_LFR-2020-12-31-001 23-LR_SF_LFR-2020-12-31-001.pdf applicatio. N/
{7 53 District 3 /7 A~ 23-LR SF_LRFR-2020-12-31-001 23-LR SF_LRFR-2020-12-31-001 23-LR SF_LRFR-2020-12-31-001,pdf applicatic. 7
{7 54District4 /(] 23-LR_SF_XL5X-2020-12-31-001 23-LR _SF _XLSX-2020-12-31-001 23-LR_SF_XLSK-2020-12-31-001xlsm applicatio. Ny
[ 55District 5 /A~ 24-LR_SF_LFR-2020-06-11-001 24-LR_SF_LFR-2020-06-11-001 24-LR_SF_LFR-2020-06-11-001.pélf applicatio. /A
{7 56District 6 /2= 24-LR_SF_LRFR-2020-06-11-001 24-LR _SF_LRFR-2020-06-11-001 24-LR_SF_LRFR-2020-06-11-001.pdf applicatio. /A
{7 57 District 7 (] 24-LR _SF_XL.5X-2020-06-11-001 24-LR SF_XLSK-2020-06-11-001 24-LR_SF_XLSK-2020-06-11-001xlsm applicatio. A
{7 88 Statewide 7 A 28-LR_SF_LRFR-2020-08-10-001 28-LR_SF_LRFR-2020-08-10-001 28-LR_SF_LRFR-2020-08-10-001.pdf applicatio. N/A

&' Custom Folders (] 28-LR _SF XL5X-2020-08-10-001 28-LR _SF XLSK-2020-08-10-001 28-LR_SF_XLSK-2020-08-10-001 xlsm applicatio. N/

84 Saved Searches 7 A~ 32-LR_SF_LFR-2020-12-23-001 32-LR _SF LFR-2020-12-23-001 32-LR_SF_LFR-2020-12-23-001.pdf applicatio. N/

g 5 ch Resuits v | 74 AR SF LRFR-2020-12-23-001 00032-LR SF LRFR-2020-12-23-001 32-LR SF LRFR-2020-12-23-001.0df avalicatio.. A o
< >

Figure B1.12. Search results when searching "LR_SF*"

within the Document Type.
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Step 4 (Figure B1.13)

form.

Users may save search forms to re-run them without repeating the steps to build the search

1. To save a search, select the “Saved Search” button (red box) as shown in Figure B1.13.

2. From the drop-down list, select the “Save As” option.

3. In the “Save Search” window, input a custom name in the “Saved Search Name” box
to save the search in the “Personal” list.

# Save Search *
Define Search - <new search> Save
Search
Specify what are you looking for and the view for search resuits Werk Area: ROCT Browse
Look for: Documents ~ View: Maintenance_Bridge ~
Saved Searches
Find documents that match these criteria
Document is in folder 'Eridge Data' "t-—ﬁ Road Data Services M
or in any subfolder : )
Attribute DU::UMENTTYPE:va\uE is LR_SF* "I.-ﬁ RW Projects
--1_“ R Templates (Mon Project Level)
- Storm Recovery
t_ﬂ Personal
----t_ﬁ % search
----Lﬁ *empty search
OR Group (1) tH *
Er it attribute labels from: Maintel Bridy t- ,:LR
nvironment attribute labels from: aintenance_Bridge ﬁ .
- =p_sF
Define criteria t__ﬁ \FileMName
Criterion Type: Environment: Attribute: ....t_ﬁ 0-Report Search
Environment Attribute ~ | Asphalt Information ~  ASPHALT INFORMATION t—ﬁ dEE]EZD]g
Add Criteria j t'ﬁ empty-test-search
ks - FOLDER-ME1-1
Add OR Group | = ™
e FOLDER-MB1-2
tH
o — = e FOLDER-MEB1-3 v
i ..t Fi nFp MR71
Save As %
Loed Saved Search Mame: | Like LR._5F=
New Search
Figure B1.13. Window for saving a search.
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Step 5 (Figure B1.14)

A Saved Search can be found under the parent folder of Saved Searches > Personal. The Saved
Search will be identified by the designated name.

When the Search Name is selected, the search will run automatically and show the results.

,_:_|[m‘ SCDOT

"L; Documents
..t,'g Custom Folders
=-#% Saved Searches
-'t-ﬁ Global
Elt.ﬂ Personal

tl*' % search

B *empty search
....t_ﬁ *| p*
----t.ﬁ *LR_SF*

----t.ﬁ FileMame
WL |ike LR_SF*

Figure B1.14. Saved Search list in Personal folder.
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B2 ProjectWise Environment, Views, and Customizations

For ease of viewing Attributes, users may create custom Views that include the desired Attributes
in the ProjectWise List View. The specified Attributes will appear as columns in the ProjectWise

List View.

Step 1.

window.

Navigate to the
Manage Views

Step 2.
Using the Create
View window,
specify the

Step 3.
Define the
Attributes of the
custom View.

Step 4.
Save the
Attributes of the
custom View.

Step 5.
Access the custom
View in the View
drop-down list.

customized view
name, and identify

the source
Environment
Attributes.
\ J \ J \ J —
Figure B2.1. Steps to create a customized View using Manage Views.
Step 1 (Figure B2.2)
1. Navigate to the View drop-down and select “Manage Views...”
2. From the Manage Views Window, select “New”
ﬁ ProjectWise Explaorer
Datasource Folder Document | View Tools Window Help a MEﬂEgE Views .
il # |2 0p 2p e B Toolbar >
-5 B E AddressE " Preview Pane ments)\- Create a new view
g »  Status Bar
a.‘_.. EDC-UCH;:‘;ELTANTS — Click the "New' button to create a new view
{7 -EMERGENCY Larcc]
[T -EXCHANGE “llehs o
&.( -GENERAL FILES Small Icons Open an existing view
LL: Eﬁz::;u::m . ;I:ans E BMO-Calumns

. B[ Bridge

E General Info
€ SCoOT-EMDBridgeFile

Choose Columns...

Manage Views... b
Sort...
Geometry Display >

{= PreconSuppc Show Symbology Legend

-7 Updates - DC Manage Spatial Views...
i D1 Abbeville Select Spatial View...
1 02 Aiken
- Select Background Map... .
i 03 Allendale Delete Modify Copy
- 04 Anderson Save Spatial Settings
- 05 Bamberg
- 06 Barnwell Reload Map
',
[ 07 Beaufort [[]show global Close
{7 08 Berkeley Ly
-, 09 Calhoun

Figure B2.2. Manage Views windows.
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Step 2 (Figure B2.3)

1. From the Create View Window, input a custom name for the View in the “View name”
box.

2. From the “Select an Environment” drop-down, select “Maintenance_Bridge.” This will
populate the type of Attributes available for selection.

ﬁ Create View X
Choose Columns = set Defaults
View name:
| Custom Mame of View| |
Select an Environment:
|Maintenance_Bridge m > |
Ly

=-f8 Basic Columns B name

#-{7 Folder Columns = B2 Description

& Maintenance_Bridge B File name

[H-1* Work Area Properties Col LS

£ >

Width:
Available to all users Cancel

Figure B2.3. Create View window.

Step 3 (Figure B2.4 through Figure B2.8)

The Create View window shows two lists.

The list on the left includes available types of Attributes for selection. Four types of Attributes
can be defined based on the properties of a file, folder, Environment, or work area. The
expanded lists are described in Figure B2.4 through Figure B2.8.

The list on the right includes the selected Attributes for the custom view.

From the list on the left select the desired types of Attributes by using the Right green arrow
button to move them to the right. (Figure B2.8).
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B Create View X

Choose Columns  Set Defaults

View name:

[ Custom view Name

Select an Environment:

Maintenance_Bridge ~

R ] easic colnns] Eviame

[ Application [EE Description
Confiicts EEFie Name
Created

Created By
Department
Description

File Name:

File Operation Falled
File Operation Falled by
File Revision

File Size

Fie tred The “Basic Columns” list includes

File Updated By

tiiiiiliiﬁlil?h':d Attributes defined by the file

prvsseny metadata such as file names,

e size, author, and version.
Object Id

(2] ¥ [« #

Sequence
State

Status

Storage

Updated

Updated By

Version

[ Workflow

{7 Folder Columns

BB Maintenance_Bridge

" Work Area Properties Columns

0000000000000/ 00000000 000”RROOOOL

Width:

Avalable to 2l users Cancel

Figure B2.4. Basic Columns expanded list.

3 Create View X

Choose Columns  Set Defaults

View name:

[ Custem view Neme

Select an Evironment:

Maintenance_Bridge ~
[ Basic Columns 7] | E3Name
[=R1Eg rolcer Columns [EDescription

[] Environment [EEFile Name

[ Folder Created
[] Folder Created By
[ Folder Description
[ Folder GUID

[ Folder 1d

[ Folder Name

[ Folder Gwner

H foe e The “Folder Columns” list
[] Folder Storage . . .
] s s includes Attributes defined by
[ Folder Updated By

e Weton the parent folder of the file such
¥ Work Area Properties Columns as the folder name’ Creation
date, and ID.

A~ [
Y

e ttoms s Cance!

Figure B2.5. Folder Columns expanded list.
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B Create View X

Choose Columns | Set Defaults

View name:

[ Custom view Name

Select an Environment:

FREEFORM (20): [ l d 'b d f d
pemoma includes Attributes define
instructions and guidanc . .
taberuo during the file upload process.
ble

LOCATION:

METHODOLOGY :

Please refer to the latest version of the Bridge File Policy Manual for
ROUTE:

SERIAL NUMBER (delete this if not used):

SerialNo

STATUS:

SUB TYPE:

TYPE:

UPLOAD DATE:

Viork Area Properties Columns

Maintenance_Bridge ~
1B sasic Columns 7 | Ename
Folder Columns [EE Description
| | EBrie vame
O BRIDGE FILES
[] AsseT ID:
[ ATTACHMENT (#.%): >
[ category .
[ CopyLRFiles (0:Default value, 2:Copied)
[ CopyLRFilesComment:
[] countr:
[] crossIvG:
[ Department
[] pIsTRICT: “ ”
[] DocsubsubType Th M H B d I
O] cocuvent oare: e aintenance_Bridge” list
[] DOCUMENT TYPE:

g

Viidth:

et Cancel

Figure B2.6. Maintenance_Bridge expanded list.

3 Create View X

Choose Columns  Set Defaults

View name:

Custom View Name

Select an Evironment:

Maintenance_Bridge ~
Basic Columns ~ EName
Folder Columns | B3pescription
Maintenance Bridge ;
il EEFie Name

Bo%
[ AssetlD

[J ATC_Actual_Cost

[ ATC_Approval_Status

[ ATC_Consultant

[] ATC_Cost_Estimate 1) *

] #1c- o s The “Work Area Properties
[ ATC_Date_Approval
[ ATC_Implemented

B iyyia il Columns” list includes Attributes

[] ATC_Phase .
0 e Saus defined by the work area such
[] ATC Type_t .
0] 47 T2 as the Bridge ID or County.
[] ATC Type_3
[ ATC_value
[ BridgeID . . .
o oo This list is not commonly used
Cnnsl‘ruchnr\ipm'ect Status H H
5 oo oo for Attribute selection.
Contract_Manager
%Cantract:Na >
[ Contract_Number
[ County
[ County_Secondary
[ County_Secondary2
[ County_secondary3
[ County_Secondary+
[ County_secondarys
~[] County_Secondarys
~[] County_Secondary7

~[] County_Secondarys
L]t i VD e

A~ [
Y

Width:

e ttoms s Cance!

Figure B2.7. Work Area Properties Columns expanded list.
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B Create View X

Choose Columns | Set Defaults

View name:

[ Custom view Name

Select an Environment:

Maintenance_Bridge >
[ Basic Columns EEName
{7 Folder Columns “ | E3pescription
=-{Ef Maintenance_Bridge [EBFie Name
O BRIDGE FILES | B asseT !
[/] AssET ID: [ES ATTACHMENT (£.2):
~[] ATTACHMENT (#.#): BB counrr:
[ Category L+ | BorstRicT:
~[] CopyLRFiles (0:Default value, 2:Copied) BB DOCUMENT DATE:

~[] CopyLRFilesComment
~f] CouNTY:

~[] CROSSING:

~[] Department

~{] DISTRICT: .
1 besanbrn Users may select a custom list of
~{] DOCUMENT DATE:
. % REErOnM (20 attributes for the view.
+[] IDENTIFICATION NO, (#£%):

~{] instructions and guidance.

«[] LabelTwo

[ lable

] LOCATION:

~[] METHODOLOGY :

«[] Please refer to the latest version of the Bridge File Policy Manual for
~[] ROUTE:

+[[] SERIAL NUMBER (delete this if not used):

[] SerialNo

[] sTaTUS:

[] suBTYPE:

] Type:

[] UPLOAD DATE:

" Work Area Properties Columns

Available to al users Cancel

Figure B2.8. Create View window for selecting Attributes and Manage Views Window to confirm
view list.

Step 4 (Figure B2.9)

1. Once the list on the right is populated, select the “OK” button.
2. The new custom view will now appear in the list of existing views. Select the “Close”
button to exit the Manage Views window.
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[ View Properties

Choose Columns  set Defaults

View name:

Select an Environment:

Maintenance_Bridge

[E Basic Columns

[ Folder Columns

[ Maintenance_Bridge

{1 Work Area Properties Columns

7 | BBFie Name

[ER asseT ID:

[ BridgeID
BB p1sTRICT:
8 coun:

R roOUTE:
[EE crossING:

[EE DOCUMENT TYPE:
8 DOCUMENT DATE:

[EE FREEFORM (20):

[EE ATTACHMENT (2.2):
[EE METHODOLOGY :
BB MIME Type

[EE Updated

Available to all users

Wiidth:

{2 Manage Views

Create a new view

Click the 'New' button to create a new view

Open an existing view

5 BMO-Columns

ﬁ Custom Name of View
g': General Info

€ SCDOT-BMO-BridgeFile

Delete

[ show global

Modify

Copy

Figure B2.9. Create View window for selecting Attributes and Manage Views Window to confirm

view list.

Step 5 (Figure B2.10 & Figure B2.11)

Figure B2.11.

For ease of access to the various Views, users can turn on the Toolbar for Views by navigating
to the View Menu > Toolbar > and selecting “View.” (Refer to Figure B2.10).

Using the toolbar to view the ProjectWise List using the custom view, select it from the drop-
down list of views. This will automatically populate the data in the selected view as shown in

{2 ProjectWise Explorer

j =
@&-9- | Pe Addre;sE .

b
=

= |0p 2 - E

Datasource Folder Document  View Tools

Window Help
Toolbar »
Preview Pane

Status Bar

Thumbnails

Large lcons

Small lcons

List

Details

Choose Columns...
Manage Views...

Sort...

Geometry Display »
Show Symbology Legend
Manage Spatial Views...
Select Spatial View...
Select Background Map...
Save Spatial Settings
Reload Map

Refresh

~  Standard

~  Navigation
View

~  Address

+~ Search
Interface
Background Map
Spatial View

Customize...

Figure B2.10.

ProjectWise Explorer Toolbar drop down options.
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%4 ProjectWise Explorer

Datasource Folder Document View Tools Window Help

MixDesigninfo
Hudear Gauge Reports
R

OMR CMRB
OMR CMRS InHouseDesi
OMR General - Annual_¢
OMR General Files

OMR General Files - Aspt
OMR General Files - Job
QMR General Files - Nud ¥

N g o # - searen| < | B> & View Custom Name of View (F < -
& - & - B Address|Z7 puensmof ts.5cdot.net:SCDOT\Ds of Construction "
Contragtorinfa
L il B
Name s Deseription File Name ASSETID: DOCUMENTTY... DOCUMENTDA..  UPLOAD DATE: COUNTY:
1 - Genersl File 7 159-LR BrR-2020-12-01-001 | Default 150-LR BrR-2020-12-01-... 150-LR BR-2020-12-01-... 150 LR ErR 2020-12:01 3/2/20211200:.. Abbeville
2- NBIS Inspection o/ 2~ 158-LR Posting-2020-12-01-001 g:;:g::‘“ 159-LR Posting-2020-12.. 159-LR Posting-2020-12.. 159 LR Posting 2020-12-01 32/20211 Abbeville
3-Load Rating 2~ 159-LR QCList-2020-10-08-001 |Email 150-LR_QCList-2020-10-.. 159-LR_QCList-2020-10-... 150 LR QCList 2020-10-08 1/14/2021 120... Abbedlle
4- Criical Findings 1~ 155-LR_SF LFR-2020-12-01-01 |ENineering 159-LR_SF_LFR-2020-12-..  159-LR_SF LFR-2020-12-., 150 LR SF LFR 2020-12-01 372720211 Abbeville
5- Maintenance o/ - 159-LR SF_LRFR-2020-12-01-001) instructional Bulletins 159-LR_SF_LRFR-2020- 150-LR_SF_LRFR-2020-1... 159 LR_SF_LRFR 2020-12-01 372720211 Abbeville
6- Testing ZIE]15e-RSF sk 2020201001 P2 159-LR_SF XLSK-2020-1.,  159-LR_SF XLSK-2020-1., 150 LR SF_XLSK 2020-12-01 3/2/2021 1205, Abbeville
7~ Scour-Waternay P 1501R 202 in 150-LR Sitefssess-2020-.. 150-LR SiteAssess-2020-.. 150 LR SiteAssess  2020-06-02 10/5/2020120... Abbedille
8- Correspondence. /[ E]158-LR _SuppCalcs-2020-09-24-0 mmtwm Bridg 159-LR_SuppCalcs-2020..  159-LR_SuppCalcs-2020.. 159 LR SuppCalcs  2020-09-24 10/5/202012:0...  Abbeville
@ Saved Searches o/ = 150-LR SuppCales-2020-09-24-0 aintenance General 159-LR_SuppCalcs-2020...  159-LR_SuppCales-2020... 150 LR SuppCales  2020-00-24 10/5/2020120... Abbedille

Figure B2.11. Custom View selection from View drop-down list.
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B3 Exporting Search Results

The following steps illustrate how to export a search result produced from a custom search and
using a default or custom View to a text editor application file that can be used in a spreadsheet

program like Excel.

/ 4
Step 1. Step 2. Step 3. W Step 4.
Select the Copy the Save the Import the
results. e [ retsultt?c_;co a resultls to
. - ext rie. excel or
clipboard.
P other
software.
\_ e/ \_ / o / o =/
Figure B3.1 Steps for exporting a search.
Step 1 (Figure B3.2)
After a search has been completed, select all the results and right-click.
Lst @ Spatial
File Name ASSETID: BridgelD DIST.. COUMNTY:

Enter text here

-LR_QAList
-LR_QCList

-LR_SuppCalcs-2020-09-15-
-LR_SuppCalecs-2020-09-15-002. pdf

9-15-001.pdf
-15-0

Jpdf

Enter te...

T

Enter text here
3110002000500

3110002000500

3110002000500

3110002000500

Enter text h... F

Figure B3.2. Selected files from a search.
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Step 2 (Figure B3.3)

In the right-click context menu, navigate to and select the “Copy List To” > “Clipboard Tab
Separated” option.

T
Set »

Send To »

Copy List To ¥ Clipboard Tab Separated
Attributes ¥ Clipboard Space Separated I}
Change State » Printer...

Batch Print Bl

Figure B3.3. Menu when right clicking a search result. Select the “Clipboard Tab Separated”
option.

Step 3 (Figure B3.4)

Immediately after copying the search information, paste it to a text editor application file
(such as Notepad). Save the file for access by other applications.

| *Untitled - Notepad - O *
File Edit Format Wiew Help

I-20 BLACK RIVER LR_SiteAssess "
2020-0%9-15 N/A N/A

application/pdf 9/15/20206 4:49:26 PM
6141-LR_SiteAssess-20828-89-15-001
6141-LR_SuppCalcs-2626-689-15-861.xmcd

6141 3110002000500 1 Lee
I-20 BLACK RIVER LR_SuppCalcs
2020-09-15 N/A N/A

unknown 9/15/2028 4:48:40 PM 6141-
LR_SuppCalcs-20828-69-15-001
6141-LR_SuppCalcs-2020-089-15-002.pdf

6141 3110002000500 1 Lee
I-20 BLACK RIVER LR_SuppCalcs
2020-09-15 N/A N/A

application/pdf 9/15/2020 4:48:56 PM
6141-LR_SuppCalcs-2026-89-15-882

Ln 10, Col 1 100%  Windows (CRLF) UTF-8

Figure B3.4. Paste the copied information to a text-editor application file such as Notepad.
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Step 4
The saved text application file may be imported as a CSV to any spreadsheet program (such as

Excel).

For assistance in importing a CSV file to Excel, refer to Microsoft support online.
The following steps illustrate an example import process for Microsoft 365 Excel.

1. In Excel, navigate to Data > From Text/CSV (Figure B3.5)

2. Select CSV file from saved location and Import (Figure B3.6)

3. Inthe Import window, select the “Load” option (Figure B3.7)

4. The information from the file will be loaded to an Excel table (Figure B3.8)

File Home Insert Draw Page Layout Formulas Data Review
[D.EFFDFH Text/CSY [%.Recent Sources r [T Queries & Connections
T
[%Fru:um Web D}|Existir|g Connections .
Get - Refresh
Data ~ B2 From Table/Range All ~
Get & Transform Data Queries & Connections
Al From Text/C5V
Import data from a text,
comma-separated value or
formatted text (space delimited)
file,
- - - E F G H

Figure B3.5. In Excel, navigate to Data ribbon and select “From Text/CSV.”

-

Cn Mame

3 This PC
_J 3D Objects |=| esvfile
a2 A360 Drive
I Desktop
=] Documents
& Downloads
J‘ﬂ Music

=/ Pictures o 3

File name: |c5vfi|e V| Text Files ~

Tools = Cancel

Figure B3.6. Select the CSV file from the folder location.
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o x
csv file.txt
File Origin Delimiter Data Type Detection
1252 Western European (Windows) = | | Tab - | | Based on first 200 rows - [
File Name ASSETID: BridgelD DISTRICT: COUNTY: ROUTE: CROSSING: DOCUMENT TYPE: Docy
1-InspectReport_Routine-2022-10-25-001. pdf 1 L7E11 2 Abbeville | CSXRR |51 InspectReport_Rautine
< >
[ toad [=] [ transtorm Dato Cancel
Load |y
Load To...

Figure B3.7. In the pop-up window, select the “Load” button.

A B © D E F G H | S
1 B AsseT iD: B Bridgein B pistricT: B counTy: Bl RouTe: Bl crossING: B pocumenT Tvpe: B DocUMENT DATE: [ FREE) Queries & Connections M
2 [1-InspectReport_Routine-2022-10-25-001 pdf 1 17es11 2 Abbeville CSXRR  S-1 InspectReport_Routine 1/12/2023 ) :
B Queries | Connections
4 1 query
5
5 E covfile F
5 1 row loaded.
8
9
10
1 f‘}

Figure B3.8. The data from the CSV file loaded into a table.
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