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Bentley Infrastructure Cloud

Access

New User Registration

Users that do not already have a Bentley IMS account through their company must register
using the following steps.

1. Goto: INDOT: Digital Delivery
2. Click the “Bentley Registration” Icon
3. Follow the Instruction provided by Bentley to successfully Register

Project Access

Accepting Invite

® noreply@bentley.com 1236PM (O minutesage) ¥ @& €
ome *

X

You have been invited to collaborate

Andrew Pangallo from Indiana DOT has invited you to collaborate on the BIC Demo Sandbox Project.

Please click the "Accept” button below to accept this invitation. To decline the invitation, please disregard this email. Note: This

invitation will expire on Tuesday, 28 April 2026.

https://connect-rbacportal. bentley.com/Acceptinvitation?invitation Token=NmFhNjZ]NTUyYzIlwZDI1MGVmZjFiZ GMzNT)j¥jihMzg0ODUAYWE3MzgONT Yz
NDQxOGEyZTFhMzBkZGIh7DUSYQ==

Powered by

Project Access
TRAINING VIDEO

Admin Mastery: A Comprehensive Guide to Bentley Infrastructure Cloud - How to Access
Projects on Infrastructure Cloud: Step-by-Step Guide

Infrastructure Cloud Fundamentals
TRAINING VIDEO - HOME PAGE

Admin Mastery: A Comprehensive Guide to Bentley Infrastructure Cloud - Introduction to
the Infrastructure Cloud Portal User Interface
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https://www.in.gov/indot/home/digital-delivery/
https://learning.bentley.com/learn/courses/2849/admin-mastery-a-comprehensive-guide-to-bentley-infrastructure-cloud/lessons/13346/how-to-access-projects-on-infrastructure-cloud-step-by-step-guide
https://learning.bentley.com/learn/courses/2849/admin-mastery-a-comprehensive-guide-to-bentley-infrastructure-cloud/lessons/13346/how-to-access-projects-on-infrastructure-cloud-step-by-step-guide
https://learning.bentley.com/learn/courses/2849/admin-mastery-a-comprehensive-guide-to-bentley-infrastructure-cloud/lessons/13350/introduction-to-the-infrastructure-cloud-portal-user-interface
https://learning.bentley.com/learn/courses/2849/admin-mastery-a-comprehensive-guide-to-bentley-infrastructure-cloud/lessons/13350/introduction-to-the-infrastructure-cloud-portal-user-interface

App on Mobile Devices

e (o toyourdevice “App Store” or equivalent per device and search “Bentley” or the
fullapp name “Bentley Infrastructure Cloud” to download the app on your device

hentley's coffee

my bentley

bentley

bentley infrastructure cloud
bentley motors Itd in Developers
bentley motors Itd

bentley safe

bentley gold

bentley systems, inc.

L 0L L L L WL L L L

bentley media group, llc

Q Bentley| o X

App Store

Bentley Infrastructure Cloud
Productivity Open
*hkkkir 17

<7 Productivity Data Sync Team Management Apps Business

e Usethe same login as you would use to sign-in on the website (Must have already
registered and been invited to a project)

Notifications

To manage notifications for every contract for every change, you can go to the carrot beside
your name on the upper right corner, then view profile.
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Andrew Pangallo

APangallo@indor M, gov

Project Entitlement:

Bentley Infrastructure Cloud ProjectWise
Indianapalis, Friday Apr 24
Mostly Cloudy * View Profile '&l #
78°F wind: 14 mph, SW S
e Hurnidity: 52% 74 Sign Qut
3" 62
Create

Change Order Request

At the bottom, you can select various "notification preferences". "Forms" will be your main
source of notifications. You can customize the level at which you receive notifications and
what triggers them. Additional customization will be available in the future.

Form assigned to me
Status of a form assigned to me changed
Workflow state changed
Comment was made on a form assigned to me
I was mentioned in a comment
PDF I requested has been created
Workflow state change requires your approval
Forms Due Date Reminder
l

All Changes

Form Instance Subscription
Form Workflow Transition Rejected
Form Workflow Transition Approved
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Administration

Project Management

Project Details

e Bentley on-demand training for Project Details management

Admin Mastery: A Comprehensive Guide to Bentley Infrastructure Cloud - Editing Project

Details After Creation in Infrastructure Cloud: Easy Steps

General information Team management
2 =

* DIGITALDELI\J’ER‘I‘ s
ROJECT

Y TEMPI.ATE l

Manage your team

8
Uusers
Manage Manage
Name . .
B sic Training Template Project configuration
@ Number E (%

EIC Training Template

Reality ma nagem:nt

X Location
? Mo lncation provided

5 I"ru]l.‘c[ID
" ISMIBG5e-055-450c-bicl-Betindnds &
Manage Manage
5 created by : Jason Kuhn
T Crested on: Mon Now 24 2005, 9.19:45 AM
5, Modlﬂed Dy Andfew Fanaallo = =)

24 Al

Hierarchy tree configuration

Manage Manage

Infrastructure Cloud User Guide

Deliverables settings
Edit Mangge hierarchy struttune for Inspection Corfigure delfversnles, cover leters, and
Pl S —

bl

Manage powerBl dashboard

Emben yaur FOwEMS| reports NG the projet

dashpoard

Manage

Inspzctlclns cunrguratlon
58 ams manag
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https://learning.bentley.com/learn/courses/2849/admin-mastery-a-comprehensive-guide-to-bentley-infrastructure-cloud/lessons/13349/editing-project-details-after-creation-in-infrastructure-cloud-easy-steps
https://learning.bentley.com/learn/courses/2849/admin-mastery-a-comprehensive-guide-to-bentley-infrastructure-cloud/lessons/13349/editing-project-details-after-creation-in-infrastructure-cloud-easy-steps

Project details

Number (ogtional)

| BIC Training Template

35 max characters.

Billing country *

| Unitad Staes of America -
SelexT the Country your contract wes signed

Time zone *

| (UTC-05:00) Amarica/Mew York

Data center location *

Additienal services (optional)
& Mediaindexing &

Location (optional) Cover image (optional)

FRWVJEW |

TEMPLATE ,-'

p-ﬁ

Frojec: pag, Dimansion: S14HE

+ Choose location

Set as organization template (optional) / /lm

| Delete | e MI Cancel

Location

Do not click the toggle for “Set as organizational template, those are established

Click the “+ Choose Location” area to draw your project boundaries

Infrastructure Cloud User Guide
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Choose location x

Location

Indianapolis

Close

e Use the arrow in the top right to quickly zoom to your current location if near the
project limits
o Use either the “polygon” or “box” to draw your project limits on the map.
e Select the checkmark to save the drawn shape of project limits
o Paint brush will clear all selected points
o Undo arrow will clear the last point created
o *Your Weather Widget on the project home page orin some Forms will draw from
the closest weather station from where you drew your project boundaries*
e The Weather widget draws from this source: World's Leading Weather Data &
Forecast Provider | The Weather Company

CoverImage
e Upload any photo at the recommended resolution listed beneath the border
e Recommend using a square shaped image as rectangular images will cut portions

Copying/Updating Project Template (Reprovisioning)

e Reprovisioning allows Active projects to download changes or updates to Forms,
Folders, Permissions, Roles, and other settings that change over time. Projects are
created from a template project with the latest standard project requirements. Once
created, there is no process currently to push updates across all active live projects.
Users will need to pull from this project template by following the steps below.
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https://www.weathercompany.com/
https://www.weathercompany.com/

Project details

Number (optional)

BIC Training Template
Billing country *
United States of America

Select the country your CONTract was Signe
Time zone *

(UTC-05:00) America/New York

Data center location *

Additional services (optional)
¥ Mediaindexing @

Location (optional)

4 Choase location

Set as organization template (cptional)

Delete

e Click Next

Project settings

Template

Cover image (optional)

Mt
b

JiTe
TEMPLATE

Cancel

I Major Projects Ternplatel

~ Bentley default templates

Standard Project Template
~ Organization templates

B8IC Demo Sandbox

INDOT_Phase 1 BIC

Major Projects Template

v

x-Testing Contract R-42570 - Major Projects Improve 64 (ATL and Interchange Recon...

Copy document folders

Enable ProjectWise deliverables management

Copy document files

Copy document folder drive settings

| Back |

e Select BIC Demo Sandbox from the Template dropdown

Save changes Cancel |

o Next select the toggles for what you want copied from the template project

o Typically forms, roles, and folders will update and need imported

Infrastructure Cloud User Guide
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Team Management
Adding Users to a BIC Project
Once a projectis created in BIC, users can be added to a project via the following process:

1. With the project homepage open, click on the Administration icon on the bottom left
corner of the page.

B Pirm Ticket Staten [Service Ope % | @b Employee Recurces. intermal?. X ) Infrastruchues Clous =+
“ @ %5 infastncturecoud bentiey.oom Il Satcd - 45584 20 aad. ot T Hae home
28 | O serticy B35 Lows ) INDOT Mg ert T ) Workerns - Bownds [ SYMCHRO Conmd D) ORD Popup Shoreu. [l Employes Corner . ) SN AdsinSae 30 00T« Acherbome—. () Infratructie]
B Infrastructure Clowd m‘:m':' =3
o
Project View -
/
) 0o asen
B4 0014980 Test
Wk Geolocaticn
=
Documanoy
= My recent activity My work
Dulrenrables
-
o EEE
Kap
.
@
Mol
ih
Daahboand
5 - =]
- Thete aré fo fedent items There i no work assigned 1o you
bty Arbyies nedRe y
Wiew &l
iModels Summary

i
o
AT 17 S IO

Administration Button on Project Homepage

2. Onthe project’s Administration settings page, click on the Manage button under
“Manage your team”.
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B tiew Tikort Statie | Service O« % b Employes Rescurces, Irsemal t % @) infrasectire Clcud ® o+
= g S infrastructurecioud bentiey.com,3d33alcd-4558-4 2a2 -aafd -cOb a9 s adminitration
(3 INDOT Map insert T () Weork e - Boarcs ] SYNCHE0 Control MR ORD Popep Shomos

Qo380
QO145E0 Test

88 | D) Bentley E365 Lewrs.

B Infrastructure Cloud

Home »  Admindstration settings

[ Faoyecr R

& Administration settings
Hone:
= General information Team management
e
3 &
Ptumen [ . Manage your team
'S 4
usErs

B Ermpsorpee Comter Ko [ 5% Ademin Sae B 10T - acher Mo

[y

+

Provide license for external
participants

Provede snd mansge boenses for esternsd

wierd wdded bo the propct ad partiepants

Manage

Manage

Manage Button under Manage your team

3. You should now be on the project’s User management page, where you can add
users to a project and manage their roles. To add users to a project, click on the

blue “+ Add” button.

= b ertrutoe Clewd

B Mo Tochet Stk | Seree Op- ¥ @ Empleypt Reseusces, itermal

« 4 O 5
83 | (D Bty 365 Loweni |5} WNOCT Mhap it T.
Do145980 PROECT R

0078380 Test

B Infrastructure Cloud
Hame > Adménistration settings »  Manage your team

& User management
Ho~a
E Users Riles
Work
5 ﬂ RET

=

Add Users Button

Infrastructure Cloud User Guide

ERE

infrastruchrecioud benthey.comySdd Jadod 45504 202 - il -clb 59 Pitee /mansge teamyusers
£ ok gy - Boarde  [B SVRCHED Contesl [N ORD Popup 3
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4. You will then see an Add user(s) window pop up on the page. From here you can
search for internal users to add to the project, as well as assign them to their
necessary roles. If you are adding internal users to a project, you can enter their
name in the search box and suggested selections will then start appearing in a list
for you to select. If you are adding external users to a project, enter their e-mail
address in the search box, and note the “Invite user” box that appears. Proceed to
click on the “Invite user” box to add them to the list.

Add user(s)

Search for users *

| schm|

@9 pirk schmidt

@ Jaceb Schmicker
(78 Paul schmidt
[R8) Robert (Bob) Schmidkunz

@5 william schmidt

Searching for Internal Users to Add to a Project

Add user(s) *

Search for users *
@ e user .

No user added

Adding External User to Project via E-mail Address

5. Once you have selected your user(s), you can then assign them to their
necessary project roles. In this example, Hydraulics Manager and INDOT Hydraulics
will be the selected roles for the user to be added. Once you’ve selected the roles,

Infrastructure Cloud User Guide 13|Page



you can proceed to clink on the blue Add button to add them as a team member to
your project.

Azsigin roles *
B ) Assigr Owner robe (Owner gets full accets in this Mwin)

- Role 7

w Hydraulics Manager

Y =)

Incident Management

INDOT Asset Engineer

INDOT Communications

INDOT Design Manager

INDOT EfAronimenta

INDOT Geotechnics

?
3
»
»
»  INDOT Constrisction Inspector
»
>
»
»

INDOT Hydrauics D

Assigning Roles to a New Internal User

NOTE: DO NOT assign the Owner role to any user unless you would want them to be
able to globally manage users for the project. For users assigned to the Owner role on
this window, they will be listed as Owners in the User management list, and they will
be given the iTwin Owner role on the project in addition to any other roles they are
added to.

6. Upon adding the new user(s) to the project with the necessary roles, you should now
see them in the User management list.

Roles

Most used Roles

Project Engineer

INDOT Project Manager
Area Engineer

Contractor Project Manager
Engineer of Record
Document Manager

INDOT Inspector

No ahkobdb=
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Bulk Team Member Add

Bulk Adding Team Members
Click the Bulk actions button on the top right

Click Import users and Download CSV template file

Import users X

T Cheose a file
e o upload.

Max upload 1000 rows. One email and role per row.
Qi Search.

m] Bulk sctions =
| __ = ] Send welocome email to all the added team members.

4 Download users (csv)

Downiload CSY l‘{ﬁa file Cancel

Open the file from your Downloads folder

1. Add team members by listing their email address in Column A and appropriate
role in Column B
a. ***DO NOT DELETE OR EDIT ROW 1***
b. The system needs those exact names in A1 and B1 to work properly
2. Forusers with multiple roles, add another line repeating their email address
and entering in a different role in the role column (See below for example). This
method also allows us to add multiple users with different roles.
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Email Role
tharris@indot.in.gov Field Engineer
gpankow@indotingoy  Field Enginesr
jnovakiindat. in. gov Field Engineer
gafox@indot. in. gov Fiedd Engineer
maharding@indotin.goy Field Enginesr
dhauser@indot.in.gav Field Engineer
aranck@indotingov Fiedd Engineer
dithorntoni@indotin.gov  Field Engineer

apangall gov  Project Engineer
apangalld Sindot,in,gov

Add IC members

1. Save the file to your computer
2. Select Import Users from Bulk Actions and select “Choose a File”

3. Select the File from the saved location above.
a. You canrename the CSV file if desired
b. Can be reused on any project

Import users

f Choose a file
b O Upl%

Max upload 1000 rows. One emall and role per row,

Send welcome amail to all the added team members.

Dowriload CSV templats file Upload Cancel

If the file was properly completed with accurate emails and roles, you should receive
the following status “Successfully uploaded file”.
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Import users x

. Add IC members.cov

yoes Tue Apr 21 2026 15627 PM Repince

w" Successfulty uploaded file

Send welcome email to all the added team members,

Download C5V template file m Cancel

Added User/Team Member to a Project (Internal User)

B e T °- - .
Qa Fuciutecioys Bentiey o
= @ = | o @ i ® B Q

User management

Rooles,

Mame Ty Ermail 7 Role(s] 7

Added User/Team Member (External User)

NOTE: Pay special attention when adding external users to a project. When added to
the project, the external user will receive an invitation via e-mail. Atthat point, the
user will have 13 days to accept the invitation and become an official member of the
project. Also keep in mind that you will not be able to manage the Bentley
Infrastructure Cloud licensing for the user until they have accepted their

invitation. See Chapter 4 for additional details on license management.
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2. Managing Roles for Project Team Members

To manage roles for existing project team members, you can perform the following
process. IMPORTANT: DO NOT assign the Owner role to any user unless you would
want them to be able to globally manage users for the project.

1. Onthe User management page for the project, select one or more users forwhom
you want to manage their roles and click on the Manage roles button.

Manage Roles Button on User Management Page

2. An Assign roles window will appear on the page. From here, you can add and/or
remove roles as needed for the selected user(s). Once you have made the
necessary changes, click on the blue “Save changes” button.
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Assign roles b 4

Assign roles =

@ ) Assign Qwner role (Owner gets full access in this iTwin)

=l Role
J Env Mgr Lonmia Arcnasology

€

Enw Mgr Canfid Drinking Water

Env Mgr Confid Endangered Species

Environmental

Envirenmental Manager
Field Change
Geotech Manager

Hydraulics Manager

Incident Management

INDOT Asset Engineer

INDOT Communications
INDOT Construction Inspectar
INDOT Design Manager
INDOT Emvronmental

INDOT Geotechnical

INDOT Hydraulics

INDOTITS

]
R B A " " T B T T ¥

INDOT Legal

) B e|e|e 8 B B8 6 06 B e e ele|le s

”

Managing Roles for Selected User

3. Managing Licensing for External Participants
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Upon adding external participants to your project, you will need to provide the appropriate
Bentley Infrastructure Cloud licensing for them. The process of doing this is as follows:

1. Onthe project’s home page, click on the Administration button in the bottom left
corner.

| Bl e . L B U T =
- O R efanneneceu berieyoom ol Saicd 2550 -21 -asll- 0059 Tifsshame
B ©) Beeatey 113 Lei OO Mg et T [= FoET S Bk [ FYCH waesl I CED Mgap Thaditn .:._.-- mden .--..-.-. T bl 0 A mlrstee

B Infrastructure Cloud I‘::II'I?:‘. m =

Project View g

QA S
SO1 480 Test
Wk iealacano

My recent activity My work

[ =]

i Thete ae o tecent Rema Thsere bs. 0 WAD. ASSignEd] B0 OU

iModels Summiary

Administration Button on Project Homepage

2. Then onthe Administration settings page, click on the Manage button under
“Provide license for external participants™.
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O Employes Beources Intemal . X i) Infrastnucture Cioud

i o
88 | B Benbey E365 Lewm ) INDOT Map aert T 2] W
B Infrastructure Clowd
Home > Administration semings
&1 Administration settings
fome
— General information
|:! |
Wk
Docume
[Dplrewrables
@ -

kg

ok mems - Boweds G SYNCHRD Conten

D ietrastruchure Cloud £ +

2  infrastructurecioud benthry.comy a3 Jalcd 45584 2a2 -apbd 00 %9 T ¥ a0 administration

B ORD Pogup Shovtou. [ Emp

e I %r -

Team management

o

3

Managa your tEam

&

users

Provide lieense for external

participants

Manage

Manage

Managing Licenses for External Participants

3. You will then be taken to the Provide License for External Participants page. Take
specific note of the Name column on this page. The Name column shows all
organizations associated with the external participants that have been added to the
project AND have licensing already established with Bentley. If the external
participant’s account is not associated with an organization that has Bentley
licensing established, the Name column will be listed as “Unaffiliated”. Note the

example shown below:

Infrastructure Cloud User Guide
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B Employes Rescurces btermal - X ) nhamrnre Cloud R - I

€ [ ] %3 infrasiruchunecioud banibry.oomS624acth: T3 bdb5-alTc=173c 1 240b8el exiemal s -loermes
82 | O Bantiey E30 Leaer 13 NDOT Map esert T 0Z) Woek e - Boaeds [ SYNCHRD Costrad D ORD Popep Shormie. [l Empioyee Conner i [ SN Adein Sae 30 00T - drcher bome
B Infrastructure Cloud . le_ithlas '%'E::_ i P T =Gl o -
Home » Administration setfings >  Provide license for extemn...
. Provide License for External Participants
&4 2, Prov i
tiork -
M
= Hame Number of members Provided license
Diperamarns
TSWC, Inc 1 e
Drebrerrabies
@ -
EGIS 5A 1 S
Map
1\
b Benthey Sysbemds In
s e
'"l HNTE Corporstion L ﬂ
Dashicard
5 -
- Uraffiliated 2 ]

Cartan Aralyns

External Participants List

In the above example, note that Bentley will automatically detect when you have added an
external participant associated with an organization that has Bentley

licensing established (HNTB Corporation). If it does not detect an affiliation with an
organization with established Bentley licensing, the external participants will be
categorized as “Unaffiliated”.

4. To provide licensing for newly added external participants, select the checkbox next
to the Name of the organization in the list and click on the blue Provide License

button.
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B Employes Resources, Intenal 1. X @) Infrastructure Cloud x D Infrastructure Cloud x | +

<« =2 Q 2% infrastructurecloud bentley.com/3d33a0c4-4558-42a2-aa64-c0b99a 7 ae fexternal-user-licenses

oo () Bentley E365 Learni... {3} INDOT Map Insert T.. ] Work items - Boards  [5] SYNCHRO Control (@ ORD Popup Shortcu...

0014380 .
B Infrastructure Cloud A e b
Home »> Administration settings » Provide license for extern...
Hﬁ__ Provide License for External Participants

& Provide license emove license

Mumber of members

L]
@ | 1 row selected

Provide License Button

5. You will then be provided with a prompt to confirm that you wish to cover the
licensing costs for all current and future members of the organization for the

duration of the project. If you canindeed confirm this, click on the Provide licenses
button to proceed.

Do you want o provide licenses for Unaffiliated?

By choosing to provide licenses, you agree to cover licensing costs for all current and future members of this erganization(s) for the duration
of the project.

Provide licenses

Provide License Confirmation
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6. Once you have confirmed your license provision, you will see a green checkmark
icon appear in the Provided license column for the selected organization. At this
point, you can view the licensing entitlement in detail by hovering anywhere in the
row for the organization and clicking on the Manage entitlements button.

[ L L i - JEEENTEE = o e s
S oot ey oy B LSl A T bl SR Pt et i
B e (548 i SO g e T, ) o - s [ VA 1 ) P L A P U N 1 S -
E Bt e Chinsd e Em -
Wome 3 dmwamaton weisg b Frovide Boras Ko s

Provide License for External Participants

Manage Licensing Entitlements

7. The window that appears will show the individual users associated with the selected
organization, along with their license type. There are two license types to choose
from: Bentley Infrastructure Cloud Connect and Bentley Infrastructure Cloud
ProjectWise. The Connect license type is what is set by default. A detailed
explanation of the difference between the two license types can be
found here. Please work with the necessary parties to establish the correct
licensing according to project needs.

Unaffiliated

Manage user licenses for this external organization

Q, search...

Name License type

_ Bentley Infrastructure Cloud Connect -
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https://bentleysystems.service-now.com/community?id=community_blog&sys_id=92a8257b97b8f2d036d5f33ef053aff6&view_source=searchResult

Document Management

Documents

To access project documents, click the icon on the left pane

R-41481 a
B Infrastructure Cloud s | rrojecT R S

Project View -

Grecent activity My work

Documents

iFiling Cabinet
In the Documents pane, the folder with the Lead DES for your project will contain all the
folders for the iFiling Cabinet directly linked to the folders in ProjectWise Explorer. Access

to those folders is still granted by the Final Records Officers at each District.
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Documents Plan set Specification Media explorer Components

v = INDOTWise 1800082 ll

v = INDOTWise 1800082 > =3 Construction

& Out to me
- e
> ©41800272 4

> 552001610

O Name 7 File N
“ % Construction |
Accounting ] Accounting
claims O Claims

Contract Compliance
[ i

Contract Personnel Certi... || | — Contract Compliance
Correspondence J Contract Personnel Certificatio...
Environmental —

J Correspondence

Materials

Pay Itemn Documentation - Environmental

Plans [ Materials

Quality Control Plans —
J Pay Item Documentation
Schedule Information

Weigh Ticket Information . Plans

Work Zone Safety 0O Quality Control Plans

> M Global searches
I Schedule Information
> M personal searches

> T CrossRoad Engineers, ... J Weigh Ticket Information
> "% Earth Exploration, Inc. M Work Zone Safety
Shared Folders

e The Shared folders for all other project Correspondence will be using the parent
folder named “Documents”

o Setfolder access —to manage permissions to the Shared Folder “Documents” in
Infrastructure Cloud, select the folder for desired permissions control and click the
“..” atthe top middle of screen and select “Set folder access”.
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B Infrastructure Cloud il rciccr R Q, 5=

Project View -

Grecent activity My work

There I3 no work assigned to you

v = Documents 4 ‘

- A A more recent version of ProjectWiseWrive is available. We recommel
@ Outto me

Change Order Requests = Documents

Contract Compliance + New ~ |
e

>
> Contract Documents
> I Estimates O Name Y — I
> T LEO g set folder access
5 Materials O Change Order Requests
> Meetings M

g J Contract Compliance Go to... R
> Pay Item Documenation .

J Contract Documents

> Permits
S ™ punchlist O Estimates

e You can globally check Read, Write, and Delete for all roles using the top row of
checkboxes or individually provide specific access per folder per role.

e “Force all child folders to inherit” will copy these permissions to all other subfolders
from the current folder you are setting folder access. This allows access to parent
folders while maintaining potential subfolders to be private.

e “Show all roles” — by default, Folder Access shows all roles that currently have
access and hides roles that do not have access. Checking this box will show all
roles so check if more roles need access.
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O Show all
roles

Search..

Role

Project Administrator @

Team Member @

Admin @

Area Engineer @

Communications @

Construction @

("] Force all child folders to inherit

Folder Access For: Documents

Read

™3]

Write

]

Delete/Free any document
(W

Save | Cancel ‘

o “Setfolder access” will have an additional toggle to customize if needed.

e “Inheritance” — with this toggle on, it will lock the folder access and permissions of
the parent folder which be helpful if you only want to manage access at the parent

level

Folder Access For: Change Order Requests

— Show all
(@ ) Inheritance [ ]
- g roles

Role

Project Administrator @

Team Member @

Admin @

Area Engineer @

Communications @

Construction @

(] Force all child folders to inherit

Search

Read

[~]

v

<

<

3

3

®

Write

[~

X
aQ
Delete/Free any document
[m

Save | Cancel |
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INDOT Bentley Infrastructure Co-Authoring

New Guest Experience

1. You will receive a “Welcome to the INDOT Bentley Infrastructure Co-Authoring
group” email.

a. ltwillbe from INDOTBentleylnfrastructureCoAuthoring@indot.in.gov
b. You may have to check your Spam or Junk folder

2. Openthe email, it should look like the below. You will need to click the “Go to
SharePoint” link in the email body to accept the terms to be a guest in the State of
Indiana Microsoft Tenant. This is not the actual Co-Authoring site; it is just the group
that gives permission.

“You've joined the INDOT Benthey Infrastructure Co-Authoring group

meoT ¥ PRI By AR U e o, Age 28, 2526 a1 12 54 P11
T e i LR et s o vt S0 i e e

Microsoft 365

Weleome to the
INDOT Bentley
Infrastructure Co-

Authoring group

3. You will be directed to an IOT sign in screen. You will need to enter the email
address that welcome message was sent to, this should be the email address you
use for your organization. You will need to click “Next”.
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Signin

4. This step varies depending on the type of account you have. When you are signing in
the information is being directed back to your organization for authentication. We
do not manage your organization’s sign-in requirements. Inthe example below, | am
using a Gmail account. | was prompted with a QR Code and cancelled and chose to
login another way. | chose “Use your password”.

B® Microsoft
bdrewesb393815@gmail .com

Sign in another way

=] Use your password

E Send a code to
bdrewesb393815@gmail.com

5. You will need to enter your password in the password field (this is the password you
use for your organization). Inthis example | entered my Gmail password.

< &% Microsoft
bdrewesb3B3B15 @gmail.com

Enter your password

Forgot your password?

Other ways to sign in
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6. You will receive a message asking you if you would like to stay signed it. In this
example | am choosing “Yes”, you are welcome to choose “No”.

b4 B® Microsoft
bdrewesh103815@gmail.com

Stay signed in?

Skip having 1o sign in every time. Learn more

7. You will not be taken to an IOT screen and ask to Accept the terms. You will need to
click on “Accept”.

bdrewesh333815@gmail.com

Permissions requested by:

(@ State of Indiana
mgnu.of\mmrmtm .com

By accepting, you allow this crganization to:
- Paceive your profile dats
o Gollect and log your activity

+ Use your profile data and activity data

‘fou should only Bccapt If you rust Sate of Indisna. State of
Inckana has not provided links to their tarmss for you to.
reviaw. You can update Mesa permissons at
hitpss/imyaozound. micrasaft com/organizations.

Learm mora

This resource is not shared by Microsoft.

/m

8. You will now be taken to the INDOT Bentley Infrastructure Co-Authoring group
site. This site is just for this group. You can close this tab. You do not need to
bookmark it or access it again. Accepting the terms and being part of this group will
allow you to be added as Co-Authors in ProjectWise.
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n INDOT Bentley Infrastructure Co-Authoring

Documents ~ ) Foms [ For mgrd view B

(_ Al Documonts ) Add viaw a a &

Documents x
ame scciifing

Plan set

Upload New PDF Plan Set
SYNCHRO Control Admin Training - Upload New PDF Plan Set

Publish and Edit PDF Plan Set
SYNCHRO Control Admin Training - Publish and Edit PDF Plan Set

Add PDF to Map Layer
Map Plan Set Stitching

NEED VIDEO

Create a Plan Set Revision
SYNCHRO Control Admin Training - Create a PDF Plan Set Revision

Work (Forms)

General

Importing New Forms/ Updating Existing Forms

e After a projectis created from the Template project, Forms will be copied as they
were present at the time of project creation. Any new forms or forms that are
updated cannot be pushed but need to be imported. Once imported, all future
changes to that form can be made from the template without needing to import
again.

e Follow steps below to import forms

e Selectthe “Administration” button in the bottom left then navigate to Manage forms
and select “Manage”
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@] _ Name

iMadals ' BIC Demo Sandbox F= lz
il B [\lumber Hierarch Deliverables settin
Dashboard Sandbox Manage hier: Configure delverables, o)
] . Location
o s anapolis
Carbon Analysis Indianapolis Manage Manage
Project ID
&= 0253e480-da6d-456F-01bd-Zedadnfi711d & A .
= Capabilities settings
o Created by : Jason Kuhn
= Created on: Tue Jan 20 2026, 11:42:14 AM Tz‘j =
Moadified by : Andrew Pangalle
Modified on : Mon Apr 20 2026, 2:34:14 PM Document settings Manage forms
Connect your project to a ProjectiWise work 3
Edit :
forms
Manage Manage

—t»

e Select Import/copy form definition in the upper right, then select “From iTwin”

r&n iTwin

From template

Modified by POF export (1) Filled out State 11

LY Workflow

& | Workflow |

e Enter “Sandbox” in the search bar and select Sandbox from the Source column

Select iTwin

Source Marme

sandbox &_ BIC Demo Sandbox

e Find the formin list and check the box and select Confirm in the bottom left
o Each Column can be Sorted for easier navigation
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Name Discipline Type Status Preview

Stormwater Management Inspection Issue Stormwater Approved @

Submital lssue Issue Submittal Issue Approved ®

Observation General Purpose Site Observation Approved @

Inspections Default Inspection Other Approved @

g T_e Progress Meeting Agenda General Purpose Meeting Minutes Approved @™
go Natice of Changed Condition Issue Change Management Approved ®
U % Temporary Traffic Control Devices. Issue Traffic Control Approved @
E:o Submittal Issue Tssue Transmittal Tssue Approved @
& ?0 Change Order Request Issue Change Management Approved @

=
Cancel |

e Ifyou are updating and existing form, you will receive a window that displays 1
Duplicate(s) Detected

e Select the “Add shared form” radio button and uncheck “Create local copy not
shared”

1 Duplicate(s) Detected

Stormwater Management Inspection (Existing) Stormwater Management Inspection

Prefix: BMP | Type: Stormwater Prefic BMP | Type: Stormwater
| Shared: Read Only Shared: Read Only
Created on: 11/24/25 | Last modified: 5/6/26 Created on: 11/24/25 | Last modified: 5/6/26

The selected form is shared globally across différent projects. Changes to the form can only be made on the originating pra
Overwrite existing form

+| Cregte local copy not shared
| o Add shared form bi\

me Prefix Discipline Type

Stormwatér Managenes BMP | Is5ue -~ Stormwater -

e Your screen should now look like this and read to select “Import”

1 Duplicate(s) Detected x

Compare | Skipimport

Stormwater Inspec Starmwater

Prefix: BMP | Type: Stormwater Prefic BMP | Type: Stormywater

Shared: Read Only Shared: Read Only

Created on: 11/24/25 | Last modified; 5/6/26 Created on: 11724125 | Last modified: 5/6/26

The selected form is shared globally across different prejects. Changes to the form can oaly be made on the ariginating project. What weuld you like to de?
Overwrite exsting form

Tl Crea | h
# Add shared form Create bocal copy not shared

| Back ﬁ Cancel |
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Create
Website

infrastructwre Coud | [l P00 CEED & - Q
Project View v

‘ -

- ndianapolis, Tussday Ape 20
A
- Mestly Cloudy
e BIC Demes Sandbox o 3 3
P " SE7
sumidity: 60% 62" 41
= il
I
[ My recent activity My work \ Create
S

. [l ® of Charged C . INOCC-D000E
Q O ¥ ‘ e @ iy rosie S—, Change Order Request

G o - IE REMAIA | Notice of Changed Condition
oty Cross Section Elevation

[N Construction Conference Test

Observation

= : il :
@ Yest Progress Meeting Agenda

Punchlist

e
. sy . @'m Lt
aceess drive '..‘--m‘r.:. : , v Pangs

Stormwater Management Inspection

Job Issua

: R View o

Temnarary Traffic Control Devices

Mobile Devices
iPad/iPhone

e Pressthe Green “+” circle at the bottom middle of the screen and choose the form
you want to create
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& Project home 5

BIC Demo Sandbox <

Indianapalis

PROJECT

Project home

BIC Demo Sandbox
S8 o : .
B3 43 Sunny v Indianapolis
: : PROJECT
Thursday, Apr 30 o T i

o OF
‘I. 4 Sunny
U

My work Thursday, Apr 30

ID: NOCC-00001
@ Constructi

to: Andr

Assignec
77 days overdue

Friday
Saturday

1D: Bl

Assigned to: A

1 day overdue - S

Sunday

ID: Bl

My work

ID: BMP-00004

ID: BNV

Assigned to; Andrew Pangallo
57 days overdue - Status: In Progress

Assigned to: Ar

58 days overdue

1D: BMP-00004 ID: BMP-00005

Q @ Live Demo

pssigned to: Ar gallo

5763;; overdue P rogress Assigned to: Andrew Pangallo

52 days overdue - Status: Open

D: BMP-01
© Live Demo
ed to: An

ID: BMP-00006

Assigned to
52 days overdue

1D: BMP-00006. Assigned to: Andrew Pangallo
43 days overdue - Status: Good Standing

ID: OBS-00001

@ Job Issue

Assigned to: Andrew Pangallo
24 days overdue - Status: Open

1D: NC

00004
ID: NOCC-00004

Assigned to: A

23 days overdue - 5ta

A rome

E

Home My war Documents
[2) pocuments = More

Edit

e You can navigate to you existing forms by selected “Work” from the left pane
Select the specific form that needs viewed or edited

My work or Work by items can view multiple existing forms in one table or map
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Work by items

Change Order Request

Documents Claim

DX

Deliverables

Customer Service

e - Notice of Changed Condition

Map .
Observation
iModels Progress Meeting Agenda
ih Punchlist
Dashboard
. RFI
Carbon Analysis Stormwater Management
Inspection

To edit any existing form, select the “Open Form” blue button

O p: Nocc-00011 k: B XK

B openform by, Workflow o

2 & B

Details Related Comments Attachments Audit trail

~ Related forms (1) Q +

Includes raised item
COR-D0006 - Differing soil conditions
Q@

Cratus: Open

Maodified: 04/ 28/2020

~ Links to documents (0) Q <+

No documents found

Infrastructure Cloud User Guide
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e You can also link an existing form to another existing for or create a new form to be
linked. You can escalate or add as a sub task such as escalating a Notice of Change

Condition to a Change Order Request.
Related

Workflow

e Used to establish the Work State and Status of a specific form
e Click the “Workflow” button next to Open Form to view the State and Statuses of a

given form

Form State and Status
o Payclose attention to the Legend provided to describe the Open and Closed States
and Start Status
e Each line represents the possible transition steps between statuses by available
transition names that will appear in the green box in the lower left area of an Open

Form

Workflow flowchart

Legend
() - Start Status

@ - Closed State
= - Transition

- Transition with
Approvals

Work in Progress

1 1
Installed Action Needed Close Reopen
1
\ - |

Removed

\

Repairs Complete
I

Infrastructure Cloud User Guide 38|Page



State

1. Open
a. Allows for “Comments” use by any member with access

b. Willdisplay “Overdue” if current date is greater than the Due Date
2. Closed
a. Locked for comment and edit form in this state
b. Determines if aformis ontime or overdue in relation to the Due Date

c. Canbe “Reopened” for future editing

Status
e Usedto describe to the project team where a given formis in its workflow
e Status is typically unique to the form but can be similar across forms
e Intended to communicate whose ball-in-court the action itemisin, i.e. “In Progress’
would indicate the Contractor is actively working on a specific item.

9y
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Edit test
ID: BMP-00020

Status

Open -

» General Information

~ Best Management Practice

test

test l

Inspection Type l -
Location Due date

l l l 04/26/2026 ]

l Diversion Interceptor - l
l Adjust ridge height to prevent overtopping. -

l 1 - Critical -

Assigned to Shared with

Work in Progress -

Installed

Close

e Asseen in the workflow diagram while in the Open status, the transition steps would
be Work in Progress, Installed or Close

e Statuses are shown as the circle with corresponding colors. A singular outline
indicates “Open” state while a double outline is a “Closed” state

Comment

e Forms must be in the “Open” state to make comments

e Usingthe “@” and typing either a team member’s first name or email and selecting
them from the dynamic dropdown will produce a notification to be sent via email if
you want to add urgency or emphasis on a specific form. A hyperlink will be created
in the email for easy access to the comment.
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© 1b: Nocc-00011 < > X

o [N

@ & e} & H
Details Related Comments Attachments  Audit trail
Comments (1) Q

Andrew Pangallo

Forms need to be opened to make comments

] DY J  Subject Y State 7 Status 7
NOCC-00011  Differing Sell Conditions Open Open
] nNocCo0004 Closed Closed
@APangallo@indot.IN.gov notifications wiff send email n
notifications with hyperlink directly to form with commer| B NOCC-00003 closed Closed

My Work

e This area on the Home page will filter all Forms that are “Open” and assigned to
“Me”.

My work rable | (%) Calendar | (W Map ‘ & Model ‘
b o e : B
W Thompson Rd . = J 2 ¥
\ @ / § SOUTHDALE (128 z ‘
4 SUNSHINE Vs 2 §.
& & 8
[ & 1D: BMP-00010 W Epler Ave 1 (’Dwssr EDGEWOOD %:
% | O short Description | z
] Assigned to: SWQM - INDOT 5
Due today - Status: Open
T WEdgewood Ave E Edgewood AV®
Decatur L 4
@ RICHLING ACREs  (138) B PERRY MANOR
& 5
i) FOREST
7] COMMONS:
Bt B oy Homecroft
Mills Rd | R
MERIDIAN I
WOODS PARK
; O £ Southport Rd
W Southog,py /f W Southport Rd
ANTRIM |
-+ SOUTHGATE FARMS h
= ‘{? iy Southport  ®2026 réﬁ«rnm
0 Y | Subject T state Y Status AssignedTo Due Date Modified By ¥ Modific |||
s © 4ndrze
1) BMP-00010  Short Description Open Open SWQM - INDOT Andrew Pangallo 4/14/2¢ e
0 day(s) overdue
- © 4nare
u BMP-00009  Check Dam Open In Progress INDOT Environmental Reed Hathaway 414726 ses
0 day(s) overdue
. © ar8i26
&) BMP-00008 Open Open Andrew Pangallo Andrew Pangalio 4/8/26, ==

6 day(s) overdue

) 318026
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Unique Form Workflow Notifications

Specific form notifications (would impact the whole team on your specific contract) - go to

the admin button on the bottom left, scroll down to "manage forms".

Manage forms
4

forms

Navigate to the Form Workflow that notifications are not as urgent then select the

"workflow" button.

Manage Forms

Name T  Prefix Status Created date Created by

Punchlist PL Approved 36/26 andrew Pangallc

Madified date

Modified by

Andrew Pangallo

POF export (0

Automatic Selaction

Filled out

State

“

Worl <n?§

* | Workflow

Once thatis open, select the status(es) you may not need urgent notifications "i.e. open,
in progress, completed, closed". Scroll down to the bottom and check "suppress

notifications while in this status" checkbox.

Infrastructure Cloud User Guide
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Workflow will be updated for the following frms: (©

Configure Workflow - Issue - Punchlist

| & Initialization Settings

Punchlist

B‘

Start State Color Transition buttons Actions
No Work Needed (moves to "Closed™)

1 Dpen L] Open | . # york in Prograss (moves 1o "In Progress”) (i}
)

Work Completed (moves to "Complered”) o

ii In Progress Open | N Work Needed (moves to "Closed™) m
[+]

# Neecs More Attention (moves to "Open’) -

Bean | [ ] ] it Approved (moves to "Closed’) iil
-]

% Cio Closed | . # Recpen (moves 1o "Open’) |
—— L]

Infrastructure Cloud User Guide

Edit Status m

Roles & view [ Edit
i =
INDOT MOT = =]
INDOT Pavement

% =)
Desigrer
THDOT Project Manager =]
INDOT Punchlist [% =)
INDOT Retaining Wall
TNDOT Roadway [ =)
INDOT Stormuwater [ =}
TMDOT Structures L}
IHDOT SWON ] =]

Set Exceptions to Permissions

(] Creator of the form can view/edit the form in this status

[+ Override sbove permissions 10 allow assigned User toviewsedit in this status
(21 Allow delete while in this status

(] suppress notficarions while in this status

(W send reminder to sssigned users on the due date
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Stormwater Inspection

Create BMP/Stormwater Action

B Infrastructure Cloud

Sandbox

51c bemo sonavo D k-

Q Search a

ol

@

Home

&

Work

B

Documents

P4

Deliverables
Map

iModels
Ul
Dashboard
]
Carbon Analysis

"

Claim -
| Project View ¥
Clash
Contract Wage
Determination and Interview Sandbox
BIC Demo Sandbox
‘Customer Service Indianapolis

Document Review

1C-652

Issue

Notice of Changed Condition
Observation

Progress Meeting Agenda o
Punchlist
RFI o)

Stage 3 Constructability
Review

Stormwater Management ]
Inspection

Submittal Issues

Task (0]

Click either green “+” button in the upper-left or select the form name in the right

“Create” pane.

My recent activity

o

Stormwater Management Inspection #BMP-00009
Check Dam

16 minutes ago

Stormwater Management Inspection #BMP-00008

34 minutes ago

Stormwater Management Inspection #BMP-00002

50 minutes ago

Change Order Request #COR-00003
Escalated NOCC

4hours ago

Notice of Changed Condition #NOCC-00003

Infrastructure Cloud User Guide

Viewed

Viewed

Viewed

Viewed

My work

A
A
A

ID: COR-00001
Construction Conference Test

Assigned to: Andrew Pangallo
Status: Open

10: SUB-00014
Cross Section Elevation
Assigned to: Andrew Pangallo
Status: Fired

ID: COR 00003
Escalated NOCC

Assigned to: Andrew Pangallo
Status: Open

View all

Indianapolis, Tuesday Apr 14

Partly Cloudy WED  THU FRI
84°F wind: 15 mph, ssw
Hurnidity: 51% 827667 74°55°  84°67°
84° 69°
Create
Opservation

r Progress Meeting Agenda
Punchlist

Stage 3 Constructability Review

69° 40°

I Storm%vater Management Inspection

Task

Temporary Traffic Control Devices

Work Order
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Complete Stormwater Form

Create Stormwater Management Inspection X

84°F - Current
84°F -
69°F - Low

Q

v Best Management Practice

Short Description | Short Description

Inspection Type | Weekly -

Location Due date

Str1

| | 04/14/2026

[ Check Dam - ]

Assigned to Shared with

Additional Information

Fill out all fields as necessary to communicate the action

1.

© O N O~OD

10.

1

12.

Contract - Default value ca be setin Manage Forms (See Admin Manage Forms)
Project/DES - Default value ca be set in Manage Forms (See Admin Manage Forms)
Permit# - Default value ca be setin Manage Forms (See Admin Manage Forms)
Training Cert — Type of Training Cert SWQM owns
Latest Precipitation Amount —inches of rain last received
Date of Last Precipitation — date at which the last rain occurred
Log Weather —will time stamp the current weather at the location projectis set up
Title — Short Description of action item.
Inspection Type

a. Weekly - performed weekly

b. Post-Rain - used if this BMP was last changed for a rain event

c. QA/QC -used forinspection made by someone that is not the official SWQM
Location — used for a general known project location by the team

.Due Date - Typically 48 hours after action is required. Plans for correction are

required within 48 hours. Change due date for the mutually agreed construction
operations to complete action
Best Management Practice - List of normally accepted and planned BMPs
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13. BMP Action — commonly used actions based off the selected BMP

14. Priority — can be used to express urgency of compliance concerns

15. Assigned to — team member responsible for the next action of the form. Typically
dictated by the current state and status

16. Shared With — other team members that need or want to be notified but action not
required

17. Additional Information — any other information to supplement the action dropdown

Managing Status

Create Stormwater Management Inspection X

Status

% General Information

12345 1234567

Changing Status

e The green box in the bottom left of an editable form will transition the forms to the
various statuses in a form workflow. (Click down arrow for all transition options)

Edit Brief Description -
ID: BMP-00018

Status

Open

~ General Information

12345 | 1234867
| NR-13345 -
CESSWI -
Latest Precipitation Amount Date of Last Precipitation
0.5 | 0471572026

Partly cloudy
78°F - Current

Q

~ Best Management Practice

- Work in Progress
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Form State and Status

Workflow flowchart

Legend
() - Start Status

@ - Closed State

—— - Transition

L Transition with
Approvals

Work in Progress

- | |
Installed Action Needed Close Reopen
..—o—"'"—'f |

\

Remowved

\

Repairs Complete
’

State

1. Open
a. Allows for “Comments” use by any member with access
b. Willdisplay “Overdue” if current date is greater than the Due Date

2. Closed
a. Locked for comment and edit form in this state
b. Determines if aform is on time or overdue in relation to the Due Date
c. Canbe “Reopened” for future editing

Status

1. Open (Open State)
a. Action needed for the given BMP created by the project SWQM

b. Assigns to Contractor member responsible to perform the corrective action

2. InProgress (Open State)
a. Status entered via “Work in Progress” green option indicating Contractor is

actively perform corrective work.
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3. Good Standing (Closed State)

a. Status entered via “Repairs Complete” green button in the “In Progress”
status. Can also be entered via “Installed” Green button from “Open” status

4. Closed (Closed State)
a. Status used toindicate when a BMP is removed from the job site

b. Typically, not reopened from this status once in it.

Comments

e Highly encouraged and recommended over sending an email
e Canonly be made on “Open” state forms
e Use the “@” symbol to send a notification to user orrole

Short Description x
ID: BMP-00010

B Openform w1 Workflow |

@ é@ e & B
Details Related Comments Attachments Audit trail
Comments (0) Q

No comments found

@APangallo@indot.IN.gov this will send an email
notification to I
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Change Order

Notice of Change Condition

To begin a Notice of Change condition, click the green “+” in upper left or find it in the right

Create pane

Mastly Cloudy

68°F

My work Create
wpraie ) Aparces ang
It i i
=
i

Observation

win .
Humidity: 60%

Progress Meeting Agenda

o Fill out all the fields in the form that gets displayed

e ***Notice the status bar is grayed out. The status will be auto generated by the
transition steps explain in the General - Workflow section above ***

e Once all fields filled out, select “Save” in the bottom left

Create Notice of Changed Condition X

Status:

Subject:

Differing Soil Conditions

Time of Discovery /2842026 3:58 PM
Assigned Ta Type of Changed Condition
Andrew Fangallo - Differing Site Conditions
Description:
Provide mil

e Once created, select “Open form” to edit the form and manage the status of an item
o Notice the Status has changed to “Open”
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o To transition the status of the item, use the green button in the bottom left to

manage them.

o Select the Workflow button to review the statuses and transitions for the

workflow

Edit NOCC-00011

Status:

open

Subject:

Differing Soil Conditions
Time of Discovery

Assigned T

e/ 28/2026 358 PM

Type of Changed Condition

B Cpen form !

&

~ Properties

Status:

=i

Andrew Pangallo

- Differing Site Conditions:

Description:

| Provide more detail explanation

i Operations:
—— . p———————————
Cantrolling

Change Order Request

Time of Discovery:
Assigned To:

Type of Changed
Condition:

Description:

Estimated Cost
Impact:

Impact
Assessmant:

Impacted

® & B

Related  Comments Attachments Audittra

Qpen
Differing Soll Conditions
04/2B/2026 3:58 PM

Andrew Pangallo

Differing Site Conditions

Provide more detall explanation

1000000

A253/26

Subgrade Treatment & mainkng

o Create a new form using previously mentioned methods and select “Change Order
Request Form” or link it to a previously “Approved” Notice of Changed Condition

e Tolinktoa NOCC, select the specific NOCC needing linked and select the Related
tab on the right pane

e Select“+” on Related forms

e Select either Escalate item or Raise item from the Link type dropdown

e Select “Change Order Request” from the Form layout dropdown

Add new related form

Link type
Raica item

Farm layout

Change Order Request
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e Complete all the Fields in the form provided and click Save
e To manage statuses, Open the form and use the green buttons in the bottom left
o Statuses and transitions will be the same as NOCC

Work Order

e Usingtheinstructions above, either create new form or link to related forms using
raise item or escalate item
o Mostwork orders should be linked to an Approved Change Order Request

Punchlist

See above for General Form guidance

iModel

Admin

Adding Design Files

Admin Mastery: A Comprehensive Guide to Bentley Infrastructure Cloud - Creating an
iModel with Design File Connections in Infrastructure Cloud: Step-by-Step Guide
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Deliverables Management

This section explains how to create a Transmittal and describes the purpose and use of various
fields. Steps for creating an initial submittal are below. Steps for later submittals are provided in the

section Creating a Subsequent Transmittal.

Creating and submitting a milestone Stage Review package in Infrastructure Cloud is a straight
forward and relatively intuitive process. Infrastructure Cloud uses the term “Transmittal” for what
INDOT has historically called a “submittal” or “submittal package”. This terminology cannot be

customized in the software.

Creating an Initial Transmittal

1. Sign in to Infrastructurecloud.bentley.com

2. Select the subject project from the list

c e intastctreckoud bartegcom

3. Navigate to the Deliverables tile on the left side of the project home screen.

B Infrastructure Cloud ] ie:.ns:):i‘r_r._a. [ Projecr I

+ . .
| Project View '|

T o
3 22

wipis @

Sandbax
BIC Demo Sandbox
Indianapalis

My recent activity

0 Submirtal Issue #5UB-00024

Pavement Detail

May 11, 2026
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4, Select the dropdown arrow from the green “New” button in the upper right corner of the
window and New Transmittal. New RFI and New General Correspondence should not be
used at this time.

New Transmittal

New RFI

New General Correspondence

Transmittal draft
ID Sandbox-TR-0000021
General Recipients Documents Scheduling Responses References
Project  BIC Demo Sandbox
Subject * Stage 3 0000000 Bridge Replacement on US 50 over Ross Run Rd

Purpose * For Review v Confidential data included @

Distribution rule v 0
Comments This package requires review by Bridge Design
Classification * Stage 3 v
Coverletter  [B| TransmittaiCoverletrerxisx - Default template
> Details
5. General Tab. Fill in the required fields (noted by the red *) and the comments field.

Collectively the contents on the General tab populate the Transmittal cover letter and the
Connection Center notifications.

Field Conventions:

e Subject. Use the Stage, Des. No., Project Work Type and Location Description (from the
SPMS Descriptions). For example, Stage 3 0000000 Bridge Replacement on US 50 over
Ross Run Rd.

e Purpose. For Review is the only entry INDOT will use at this time. As additional
workflows are adopted, guidance for using the other options from the dropdown will be
provided.

e Distribution Rule. Leave this field blank.

e Comments. The first line of the comments field should include which design review
disciplines are required. For example, This package requires reviews by Highway Design
and Traffic Design. The INDOT Coordinator uses this information to assign the
appropriate reviewer(s). Include any other information that would have appeared in a
typical transmittal letter; however, do not list the documents submitted. The documents
list will be auto generated on the Transmittal cover letter.

Infrastructure Cloud User Guide 53|Page



e (Classification. Use the applicable Project Stage.
e Details. Fields in this section are not used at this time.
6. Recipients Tab. The Recipients tab is used by INDOT Coordinator to assign and distribute the

transmittal package to reviewers. Designers should use this tab to notify the INDOT Project
Manager and any pertinent staff that a Transmittal has been created.

Adding Recipients:

e Select the blue “Add recipients” button. A pop-up window will appear, listing all
project participants. Either scroll through the list or use the search tool to find and

select the recipients.

e Once the recipients have been selected, select the green “Add selected” button.
Add recipients X

@] ow interna -
Paau D) | T snowinten |

Jonathan Paauwe Indiana DOT Project Manager

Add selected ‘ Cancel |

Note: The information in the Title column does not correspond to the participant’s
role on the project and should be disregarded.

e The pop-up window will close, and the user will be returned to the Recipients
tab. The user can check the “Ack” and “Resp” boxes to indicate what the
recipient must do with the Transmittal.

=  “Ack” indicates that the recipient must acknowledge that the package
has been received. This box is checked by default.

=  “Resp”indicates that a response is required from the recipient. The
coordinator will check the “Resp” box for design reviewers when the
Transmittal is processed.

Infrastructure Cloud User Guide 54|Page



=  Comments can be added to the Comments field and will appear in the
notification received by the recipient. Comments are optional.

General Recipients Documents Scheduling Responses References
B Recipient A e C e
O Jonathan Paauwe
7. Documents Tab. The Documents tab is used to select the required documents for the

Transmittal. Using the blue “Add new documents” button from the right side of the window
is recommended.

released

Individual documents should continue to follow ERMS file naming convention for the
abbreviation and des. number. The Submittal prefix and the “for Bridge/Roadway/Traffic
Services” suffix are no longer required.

Options for uploading documents:

e Click anywhere on the button. This opens the parent ProjectWise folders for the project,
and the user can navigate to the required documents.

e (Click on the dropdown arrow on the right side. Select Add new document from file
system. This opens the user’s Windows folder tree for navigation and selection. Multiple
documents can be highlighted for selection.

Add new document from file system

o After documents have been chosen in the Windows or ProjectWise environment, select
“Open” (Windows) or “Select” (PW) to upload into the draft transmittal.
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General Recipients Documents Scheduling Responses References

Add new documents | hd | | - New folder

Documents

O File =

O Est 1900149 pdf

O FinalPvmtDgn 1900149 pdf

[ GeoRpt 1500149 pdf

D PlansXsect 1900149.pdf
Version:

e Complete the Version field for each document. The version is Stage of the submittal and
matches the Classification entered on the General tab. The document version must be
set in ProjectWise prior to uploading. For documents uploaded from a file system, the
version will be added in Infrastructure Cloud after uploading.

e Once documents are uploaded in Infrastructure Cloud, select anywhere on the line of
the file (except the hyperlink of the file itself) or the dropdown arrow at the right to
open the dialogue box.

General Recipients Documents Scheduling Responses References

Add new documents | hd | | . New folder

Documents
O Filena
O Est 1900143 pdf
Filename  Est 1500145 pdf
Version Stage 1
State

Description

Stage 1

n FinalPvmtDgn 1900149 pdf

O GeoRpt 1900149.pdt Stage 1

e Add the correct Version to each document. State and Description fields are not
required.
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General Recipients Documents Scheduling Responses References

Add new documents

- ‘ | M New folder

Documents 7 document(s
o

O Est 1900149 pdf Stage 1

D FinalPvmtDgn 1900149 pdf Stage 1
[ GeoRpt 1900149.pdf Stage 1
O PlansXsect 1900149 pdf Siage 1
[ QtyCalcs 1900149 pdf Stage 1
8. Scheduling Tab. Scheduling will be managed by the INDOT Coordinator and will remain at

the standard 35 calendar days.

9. Responses Tab. This tab will be populated with the reviewed documents at the completion
of review.
10. References Tab. The References tab allows users link other items within the Deliverables

Management module to the Transmittal, i.e. a RFl, General Correspondence, or pervious
Transmittal. At this time INDOT will not use this tab. However, as additional processes are
incorporated into Infrastructure Cloud this tool will be used.

11. Send for review & issue. Once the General, Recipients, and Documents tabs have been
completed as required, select the green “Send for review & issue” button at the bottom of
the window.

A Send for Review pop-up window will open.

Send for review

Reviewer *

Comment

‘ Cancel ‘

Infrastructure Cloud User Guide 57|Page



12.

Reviewer. Select the reviewer. The “Reviewer” in this workflow will be one of the INDOT

Coordinators noted below. The coordinator will review the draft Transmittal and assign it
to the design review discipline(s) provided in the Comments field of the General Tab,
e.g. Roadway, Bridge, Traffic, etc. Coordinators must be assigned by name, not
requirement of the application and is not customizable.

coordinator number. This is a

Design Review Discipline

Reviewer (INDOT Coordinator)

Last updated

Roadway/Traffic

Syed Ali, Sali@indot.in.gov

June 2026

Bridge

Mary Maddox, mmaddox2@indot.in.gov

June 2026

INDOT will maintain and publish a listing of Coordinators on the INDOT:

webpage

Digital Delivery

Comments. Add the design review disciplines required for review. The disciplines should
match those provided in the General tab. The information in this comment field is
included in the email notification to the Coordinator.

Select the green “Send” button to complete the process.

Send for review

Reviewer *

Mary Maddox <mmaddox2@indotin.gov=

Comment

Mary,

This transmittal requires review by Bridge and Traffic Engineeri "g.l

Drafts Tab. The Transmittal will appear in the Drafts tab within Deliverables Management.
The Status column will display Saved draft, Sent for review until it is “issued” by the
coordinator.

ﬁ' Deliverables Management

Incoming

Projectiise Deliverables Management

Drafts (2)

Qutgaing

Grade Review 06/12/2026 1:57 PM

Stage 0&/05/2026 4:53 PM For Revi

Far Review saved draft

ew =

sent for review

Sent for review
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13. Issuing the Transmittal. The coordinator will assign the appropriate design reviewer(s) in the
Recipients tab and “Issue” the Transmittal. Once issued, the package will appear in the

Outgoing tab within Deliverables Management.

ﬂl Deliverables Management

Frojectiise Deliverables Management
Incoming (9) Qutgoing Drafis (1)

Download responses '| Y showallypes =

Due

34 days to respond
0712012026 303 P

= Subject Classification 7 d T A Purpose Status Progress
Elizabeth’s Test Transmittal Less than 1 day to acknowledge Acknowledgements
= Due 03
(] |D: SandbaxTR-0000027 - B Construction Change 06/15/2026 4:19 PM For Rev -
To: Andrew Pangallo, Indiana DOT Responses
Less than 1 day to acknowledge Acknowledgements
B =] E Due 7 P 0/1
[m] Construction Submital 06/15/2026 3:07 PM For Review
1 Responses
Less than 1 day to acknowledge Acknowledgements
Due 6/17/2026 3:03 PM 0/3
Stage 1 06/15/2026 3:03 PM For Rev

Responses
0/2

The project team can then track the progress of the review through the Status and Progress

columns.

A video of this process can be found on the INDOT Digital Delivery webpage.

Creating a Subsequent Transmittal

Creating subsequent Transmittals for a project follows a very similar workflow to creating the initial
Transmittal with a few key differences. The transmittal will be a combination of new documents that
have been generated for this milestone package and updated Versions of documents from the

previous package.

1. Navigate to the initial Transmittal in the Outgoing tab within Deliverables Management and

open it.

ml Deliverables Management

ProjectWise Deliverables Management
Incoming (4) Outgoing Drafts
Download responses . | T showalltypes -

H| Subject Classification %7

Bridge Replacement on US 50 over Ross Run Creek

—
O » 1D: Sandbox-TR-0000021 Stage 1
| To: Jonathan Paauwe, Indiana DOT

+2maore

Issued 57

06/15/2026 3:03 PM

4

Purpose 7

For Review
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4,

Responses Tab. On this tab you can view documents from the previous Transmittal and see
which require a response to comments or a new version to be provided for review. For
example, plans and estimates will always need a new version. Critical review comments are
categorized as “Issues” and are noted in the Responses tab under the column with the flag
icon.

@ Approved with comments

To the begin the Transmittal, select the dropdown arrow on the green, “Resend new
versions” button in the upper right corner and Resend new versions.

Resend new versions

Resend new versions

:—E Use as a template
‘ Download content
Archive

@ View History

o« send link via email

9 Recall package

A pop-up window will appear explaining the value of using this functionality of the
application. Select “OK”.
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@ Resend new document versions X
"Resend new versions" helps resending new document versions after comments for earlier sent
documents were received and addressed.

To help track related packages, it reuses |D from the first package and appends version value.

(Tip: It is recommended to use the same document name and update version attribute value for

different document versions - this way it will be easier to track review comments related to different
document versions.)

[ Do not show this again n

General Tab. Selecting the “OK” button closes the pop-up window and returns the user to
the General tab. Fields will be prepopulated with the information from the previous
Transmittal.

. Comments. Update the comments with the appropriate design review disciplines
and additional information for the current Transmittal.
. Classification. Update the classification to the milestone for the current Transmittal.

Recipients Tab. No updates are required. The list is prepopulated with the recipients
selected from the previous Transmittal.

Documents Tab. Documents that have been marked-up and require a new version will
appear under the heading Unaccepted documents - resend new version. Additionally, each
document will have “+ New version” in blue text in the Status column.

Deliverables management > Drafts > new

‘:' Transmittal draft
o | new

General Recipients Documents Scheduling Responses References

——
e

O Name v Versior Previous response

Status

v Unaccepted documents - resend new version (7) @

O + New version
O + New version
O + New version
:

Options for adding a new version:

File names for the new version of a document must match the previous version.

. Select “+ New version” blue text. This will open the linked ProjectWise folder
structure for the project.
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) Select “New versions” dropdown arrow. Select Add new versions from the file
system. Selecting this option opens the user’s Windows browser.

=+ Mew versions | w

H Add new documents

. Select the documents and update the Version field. The version is the milestone
stage of development, e.g. Stage 1 and should match the Classification field entered
on the General tab.

Adding new documents:

. Select the “New versions” dropdown arrow. Select Add new documents from file
system.

. Navigate to and select the documents that are new to this Transmittal (same steps as
Initial Transmittal).

. Update the Version field to the current Stage for each document (same steps as

Initial Transmittal).

8. Send for review & issue. This is the same operation as the initial Transmittal. Select the
green “Send for review & issue” button. From the pop-up window, select the appropriate
Coordinator from the Reviewer dropdown. Add comments (optional) and select the green
“Send” button to complete the process.
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