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Construction Management Rejects USP

PM Rejects USP o Conditional PS&E USP

s No SME

0_Designer_Crawfordsville 1_PM_Crawfordsville 6_Project Team Crawfordsville

0_Designer_Fort Wayne 1_PM_Fort Wayne 6_Project Team Fort Wayne

-
N STEP 3 H
-O 0_Designer_Greenfield > 1_PM_Greenfield ./ 6_Project Team Greenfield
(D o 2_ConstructionManagement *—> 3_SMEs @—>| 4_ConstructionManagement L 2 5_Contracts Final_USP_HOLD
— 0_Designer_LaPorte > 1_PM_LaPorte .\ 6_Project Team LaPorte
Chosen SME’s will review, edit Construction Management Reviews to define, .\
-U 0_Designer_Seymour . 1_PM_Seymour o Bridge Design and co-author in the USP Word WI|.| reylew and edit SME’s assgn or create new 6_Project Team Seymour
— document. editorial changes, moves pay items, moves
file to Step 5 Contracts. the file to Step 6 USP D ‘ od f th

O . SME’s will communicate with one Project Team. ocuments are copied from the
< ® Environmental another via Comments in Word - USP_HOLD library and sent automatically

0_Designer_Vincennes > 1_PM_Vincennes . } A 6_Project Team Vincennes to the USP Archives library.
— noting when they are finished with
W their review. The last SME to make
— * Legal changes will move the file to Step 4
O Construction Management. SharePoint Library
3 Designers will do a FINAL review

LPA/USP - Yes LPA/USP - Yes ® Real Estate and accept changes. If they do not REJECTED
n agree with said changes they will
m @mention the appropriate team Rejected USPs When a USP file has moved into the
BN | o\ HOLD ® Construction member(s). The USP will NOT move - Completed USPs HOLD to PDrive a list item will be created
s = back in the process and any issues 3 and a notification posted in Completed
m with the USP will be resolved in this € USP channel in Teams.
Geo-Technical Design Z step before moving to Step 7 Legal. I~
(-B < g Legal will do a FINAL % When a LPA/USP file is moved to the
. . 1 z 1 1 T 1
LPA/USP documents are submitted in Stap 0 or S Project Managers will also do a FINAL review. If there are 5 Completed LPAs LPA?HOL.D I|br_ary a list |te_m is created
-U Stop 1 and will move directly from this step to M 5 review and before the USP file can disagreements with the and a notification posted in Completed
: - aterials/Test G i final USP, Legal will LPA channel in T
O the LPA_HOLD library. be moved to Lega|, both the Project na y Legal wi Cchannel In leams.
. o Manager and Designer are required @mention the
— o Note: LPA/USP are not reviewed in this process. . . to approve the USP. appropriate team
3 ° Roadway Design member and resolve
~4= any issues before
moving it to the

é °® Cultural Resources USP_HOLD library.
O e USPs will be introduced in Step 0 or Step 1. If it is the Designer ﬁ i .

who enters the USP they will do so by uploading it into the ; Steps Defined noagreementis
- appropriate SharePoint library. If the Designer needs to create ' Hydraulics P made, Legal can reject Key
P N the USP then they can choose from 3 USP templates. These the USP and move it
3 templates can be found in any of the 0_Designers or 1_PM DaysGiven Step Accountable for the Step to the Rejected USP

“District” libraries. L4 Pavement : library.
O ! o Designers Under each Step number the white rectangles with a colored
E +  PMs/Designers will submit a .docx file 7 1 Project Managers Name of SP library line around them represents a SharePoint library.

v i .
« USP documents will need to follow the required Traffic Design/Control 14 2 Construction Management
N USP format 14 3 Subject Matter Experts
« All required metadata will be filled in at this ste *— I Rail iliti i
o 9 P ailroad/Utilities 4 Construction Management 258 @ This dot represents when an email and a Team message is automatically sent out. This occurs when a USP file is
N 7 5 Contracts i@}@ moved manually by choosing a choice other than In Progress from the USP Status column in Step SP library.
3 Construction Management 28 6 Both the Designer & the Project Manager
® All rejected USP’s from 1_PM “District” or 2_ConstructionManagement in Step 2 will do an editorial 14 7 Legal

review and choose, if needed, Solid color rectangles represent SharePoint libraries that are

the appropriate SME(s). If no SP library not for working out of in the USP review process.
SME is needed then CM will

move to Step 5 Contracts.

will move back to the 0_Designer “District” library for the Designer to
fix and resubmit.

If this USP file is a USP for
Conditional PS&E then CM 25 This circle with a number in it represents the amount of time given in each step before the file moves
will move it to Step 7 Legal. {Q)}@ Q automatically. EXCEPT FOR STEP 0 — this Step NEVER MOVES automatically.

Construction Management
can reject a USP in this step.




Important Information

Please keep the following list of items in mind when using the USP Process.

® NEVER use "Move to” from within a SharePoint library, unless you are moving LPA/USP files. When a file is
moved to the next step or rejected, an email and Teams notification is automatically sent out. If the file
is moved incorrectly then NO notification or email is sent out.

57 Maove to

® NEVER use “"Copy to” to create additional copies of USP files from within a SharePoint library.

[ Copyto

® NEVER MOVE FILES in BULK, move your files one at a time.

® NEVER move a file that’s in another library without first communicating to the person responsible for the
liorary.

® Never change metadata or try and reopen your document after you have selected “Move to step #”
under the USP Status drop-down.

® Completed USP and Completed LPA/USP are just lists and do not contain an actual USP file.
® Use lead DES number.

® |[f you create a file in a SharePoint library and choose not to use it, delete it and make sure it is removed
from the listing in the USP menu, if applicable.

® |tis yourresponsibility to make sure your USP file moved successfully.



Vi

LPA/USP Files ONLY - For Designers and Project Managers

All LPA/USP files will follow these steps.

1. Designers or Project Managers will upload the LPA/USP into a O_Designer “District” or 1_PM "“District
library.

2. Nextyou will choose "Open Properties” and fill out all the metadata.

3. Then select all of the LPA/USP files and then choose “Move to”.

E Editingridview - Download [i] Delete Adobe Document Cloud 51 Moveto [ Copyte o7 Properties
0_Designer_Vincennes
) Open Properties USP Status Priority Level Due Date Section DES Number Contract Number
O Im progress Medium < 8 wks 3/26/2021 000 0000000 T-00000
L] In progress Medium < 8 wks 3/26/2021 000 0000000 T-00000
e Im progress Medium < 8 wks 3/26/2021 000 0000000 T-D0D000
(] In progress Medium < 8 wks 3/26/2021 000 00003000 T-00000
] In progress Medium < 8 wks 3/26/2021 000 0000000 T-D0000
L] In progress Medium < 3 wks 3/26/201 000 0003000 T-00000
® In progress -~ Conditional PS&E 3/26/2021 000 0000000 T-D0000

Choose INDOT_UniqueSpecialProvisions » LPA_HOLD » Move here.

Move 7 items w Move 7 items 5w

Places & INDOT_UnigueSpeciziProvisions LPA_HOLD

Chooss a destinztion

C3  Mew folder
| Current Library |

& Your OneDrive This folder doesn't have any subfolders

State of Indiana
Move here

. INDCT_UnigueSpecialProvisions

If you need a LPA/USP file back after submitting it, you will need to contact Scott Trammell.

— End of LPA/USP—
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Converting .doc File to .docx File

First, look at the USP flename and file extension.

BatAvoidance AndMigigationMeasures_1234567_0001 .doc 4— WRONG file extension
| |1 |
Filename File extension

Is the file extension a .doc (as shown above)? If it is, this file cannot be used and will need to be updated.
Please follow the instructions below to change the file extension in Word.

1. Open the USP Word file
2. Choose “File”
3. “Save As”

4. Select "Word Document (*.docx)”

Word 97-2003 Docurment (*.doc) -

Word Document (*.docx)

Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)

Word Template (*.dot)

Word Macro-Enabled Ternplate (*.dotm)
Word 97-20032 Template (*.dot)

PDF (*.pdf)

XPS5 Document (*.xps)

Single File Web Page (*.mht, *.mhtrml)
Web Page (*.htm, *.html)

Web Page, Filtered (*.htm, *.html)

Rich Text Format (*.rtf)

Plain Text (")

Word XML Document (*.xeml)

Word 2003 XML Document (*aml)

Strict Open XML Document (*.docx)
CpenDocument Text (*.odt)

5. Select "Save”, a dialog box will appear asking if you want to “Replace existing file”. Select “OK".

Do you want to:

O Save changes with a different name.
O Merge changes into existing file.

You have now updated your Word file.



Reusing USP Files from the USP Archives Library

All users who reuse USP files from the USP Archives library will need to clear the document comments, revisioning,
versioning and properties. This is required, please follow the instructions below.

1. Open your USP Word file.

2. Choose "File” from the toolbar.

<
<

File Home Insert Mew Tab Design Layout References Mailings Review View Developer Help Acrobat 1¥3 Shi
- - — — — _— Find ~
Calibori (Body)  ~ 11~ AT A Aa~ Ay I=vi=vizv =32 AL | aambcede AaBbCoDe BaEbcobc AaBbCel o I} 8,. O
B & Repl U] pe!
~ ¢ Replace .
Paste 2 = === |+= £ - Create and Share Request Dictate
B I U~ a3 x, x - £ A o BEEE e - B - TMormal T Mo Spac.. TProvisio.. T Section.. = q
- 3 - ‘ A - = = == &~ I Select~ Adobe PDF  Signatures =
|Clipboard & Font [Pl Paragraph [Pl Styles N Editing Adobe Acrobat Voice 5¢

3. Choose “Info”, then choose the drop-down found in “Check for Issues” box.

Info

InstructionsForReUsingUSPfiles

OneDrive - State of Indiana

‘ | Share ‘ |C(’_) Copy path ‘ |E Open file location |

E Protect Document
&,

Control what types of changes people can make to this document.

Save a Copy Protect
Document ~

Save as Adobe
PDF
Drint @ Inspect Document

ri

Before publishing this file, be aware that it contains:
Check for = Document properties and author's name

Share Issues ~

W " Content that people with disabilities are unable to read

Export \

@ Version History

View and restore previous versions.

Close

Version
History

l_lﬁ Manage Document
ARV
rE‘j There are no unsaved changes.
Manage
Document ~

4. Choose “Inspect Document”.

Inspect Document
@ Befare publishing this file, be aware that it contains:
Check for ®  Document properties and author's name
fssues " Content that people with disabilities are unable to read

D Inspect Document
€] Check the document for hidden properties
or persenal information.

Check Accessibility \

{l;.' Check the document for content that people
with disabilities might find difficult to read.

@ Check Compatibility
..~ Check for features not supported by earlier

versions of Word.




5. Choose “No” or “Yes" depending on whether you wish to save your file.

Microsoft Word x

a Beloee you use Dooument Ingpedor_

Maile SURe Fou SvE FOUT changes Bevause the Document Inspectss might remove dats that cas't be redored kater. Do you want e save your Tile now?

o

6. Make sure that the following are checked:
I Comments, Revisions, and Versions

I Document Properties and Personal Information

Document Inspector ? *
To check the document for the selected content, click Inspect.
Ci te  Ravici and Vi ~
Inspects the document for comments, versions, and revision marks.
Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document,
Task Pane Add-ins
Inspects for Task Pane add-ins saved in the document,
Embedded Documents
Inspects for embedded documents, which may include information that's not visible in
the file.
Macros, Forms, and ActiveX Controls
Inspects for macros, forms, and AdiveX controls,
O ink
Inspects the document for Ink,
Collapsed Headings
Inspects the document for text that has been collapsed under a heading, v
Close

Click "Inspect” and then choose “Remove All" and “Close”.

Document Inspector ? *
Review the inspection results,

@ IS te Reyic and Versi ~
Mo items were found.

| Document Properties and Personal Information
The following document information was found:
* Document properties
* Author

Remove All «

@ Task Pane Add-ins
‘We did notfind any Task Pane add-ins.

(Z) Embedded Documents
Mo embedded documents were found.

@ Macros, Forms, and ActiveX Controls
Mo macraos, forms, or ActiveX controls were found.

() Collapsed Headings
Mo collapsed headings were found.

() Custom XML Data
Mo custom XML data was found.

/i, Note: Some changes cannot be undone.




File Naming Conventions

All flenames require a lead DES number. Please follow these guidelines when naming your file. Failure to intro-
duce documents fo the SharePoint review process in this way may lead to overriding of yours or other files within
the SharePoint system. Each flename should be unique, no override of another file should ever be needed.

DES No.

!

BatAvoidanceandMitigationMeasures_4125896_0001.docx

+

The first version of a file in SharePoint should always be
0001. As preprints are infroduced, this number will increase

Do Not Use Special Characters sequentialy.

When naming your USP file be sure that you are not using any of the following characters in your flename.

e < (less than)

e > (greater than)

e :(colon)

e “(double quote)
e/ (forward slash)
e\ (backslash)

o | (vertical bar or pipe)
e ? (question mark)

e *(asterisk)

. (period)



Reusing USP Documents

If you reuse USP documents there are a few steps you need to take before you submit them into the USP
workflow.

Open your USP Word document from the desktop application
Go to "Home" in the ribbon
Select your USP Title (as shown in the second figure below)

Next choose “Paragraph Settings”. This can be found by clicking the square with the arrow in it next to
the word Paragraph (highlighted in blue).

File Home Insert Mew Tab Design Layout References hailings Réview Wiew Developer Help Acrobat
A - AT e e et e
ﬁi! CounerMew |10 ~ A" A" Aa~ | fp | IZ~iS~ "~ ZZ 2l T | aasbcc 4aBbcede AaBbCed: |AaBECeD:|—
Paste Bl I U~ ab x x A &£ A =EE== 15 &-H-~ T Caption  Emphasis  Hesding1 | T Normal |2
EBp S i ot B _ - Paragraph Settings ]
s CD HU O D O By~ =

This will bring up the Paragraph Settings. Under the “Indents and Spacing” tab, you will see Outline level,
change or make sure your title has the Outline level set to “Level 1” then click “OK".

= Cree Find -
ha~ A = S ell Y RaBbCo AaSiCely AnBRCels | RaBbCeDs | — & [E, B_u
© Rrplace
P A - = S~ S~-FH-~ TCaptasn  Emphaiis  Heading | | THarmal |3 by Sebect {Im.“’?;-‘ Rogeesi | Diciste | Edior | Doy
— = | A= _— o Adobe Segrafure: =

L] Farsgragh ] IErles 5 Fdeng Aot hirshal Wake g e A

b~ B =
Parigraph 7 ks

jnderfe and Spacing L S Pepe Boeal
Genard

Dtlinie bovik  Liwel 1 ]

Spesific awoidass=e and minimsEaTion Seasures, Rids;

L afagied by delaul

Indians Bat [Hystis godaligy and Morvkeern long-eaEed bl
EEESAmGIionelipl reguired for thip oombract sEall Be awp follss R
s ! Outline level needs to
Sesecal AMM 1 = Ab) Speraters, aSplajees, and SIARTE - be set to Level 1.
acsas &f ERaswsm &F presassd bat hakicar shall Be suanre &F & i o = Esruat
Agensy eavircassantal cossdirsents, insiuding all applicabnle A5 Eignt o & r— ]
Lighcing AMM = Temporary ligecing shall be diE [ uewer istemis
ruitaible habitac daring che soTive SEaB0m.
The Contractor oshall not handle Sesd or injured bac Spanng
Fpecien, and amy other Jedegally lisssd specier thazs aze s Etare opt =5 BACr BRI AE
Fite in order S5 pressrve Eiglesgissl materisl in the East H = ==
and to protest pecscanel from exposuse SO disesses, soch s A0eC et e Singhe = ns
peraonnel sbkall ensaure char amy evidenoe abowuc decermining :‘E [ et s 1page Bebwnts pasageap®s oF e 1ame 1tyle
©F IRJEEY 1F NOT uRnEcERsarily discuroed. Reporning the disd
anjured lisced speciss shall b+ regeired in sll ceses ©o &0
&8 decermine whether the level of incidenszal taloe exempted '. Fidwiioer
spinien, BJ, i s=cesdsd, and to enmpuse that the ssr=a an
appropsiate and elfsctive. Farties finding a Sesd, injoced, :
22 any Bat, regardleas &f apgecles, S atEhar ssdangesed = ‘.b'.: SISV ENNFAS— ——
shall prompely notify the TDSPWE Bloomington Field o£fioe &T O
The scsive sespcm dor The becs i April 1 shrough Sepw
“Szitable habitat”™ zefera to She sus=er or winter |
appcpsiate Idc uasw By EEe Indiana Bat of HiEN. asd =ay be | Tab Sat A frefaeat E Cancrl
in Ewrma &Ff @Sfusmesibed mae. L




Next you will need to change or make sure that all the remaining text in the document has an “Outline
level” set o “"Body Text”.

Select ALL the remaining text under the USP ftitle. Then choose “Paragraph Settings” and set the Outline
level to “Body Text”, click “OK".

File

Paste

Clipboard
At oSave

f’tl-"’- CouderNenr  ~|10 -k A A= Al E-E-=r ==

e Insert Mew Tab Design Layout References Mailing
—_—

Bl J U~ x ¥ A- £ A~ | E

. ront o e
C HLOB O BYy-© =

5 R Wik Developer Help Acrobat

A
Il bl RaBbCc AafbCel AaBbCeDed | AaBEColx
- 1 Caption Emphasis Heading 1 | T Kormal

- —————1 Paragraph Settings '

W
=

]

BAT AVOIDANCE AND MITIGATION HEASTRES

shall

ocher

appropriate for use by the Indiana bat or HLEE, and may
in terma of documented use.

complece.

Contractor shall provide documentation that the Contrac
subcontractora that will be present on the project sice
envirenmental commitments and AMMS.

prompely nocify che USEWS Blecmington Field Office

The active ss=axon for the bats is April 1 through 5
Prewview

[] pen't add spage bebaeen paragraphs of the same style

Specific avoidance and minimizacion measures, Paragragh ? -
Indiana bat (Myotis gpdalis) and Horchern long-eared
geptentrionalis) regquired for this contract shall be as £ [dents and Spacing | Line snd Bsge Bresks

General AMM 1 - RAllL operaters, e=ployess, and com General
areas of known of sumed kat habitat shall be aware of
A v Enwvire ﬁnﬂ.ﬁm, including all applicable Al et Pt mzl

Dutline level: | Body Text L-l Collapsed by defaul

Lightimg ARMM 1 = Temporary lighting ashall ba

suitable habitat during the active ssason. 1 Outline level needs to
Indendation be set to Body Text.

The Contractor shall not handle dead or injured
species, and any octher federally lisced species ThaT are Left: o = Epeciak
site in order to preserve biolegical material in the best Baght: o =l Frer— j  — |
and to protect persconel from exposure to diseases, auch ; T =
pezsonnel shall snsure that any evidence aboutr decermining [ pseror indents
of injury is mnot unnecessarily distorbed. Reporcing the
injured listed species shall be required in all cases to
£5 decermine whecher the level af incidsntal Take Spating
cpinicn, BO, i3 excesded, and ©o ensure that the cerms Befoae: opt | Line spacing: &t
appropriste and affective. Parcies finding & dead, in) - -
of any bat, regardless of species, or other endangered or Agten opt % Single il B

“Soiteable habitar™ refers to the summer or wi

Suitable rcosting sites shall remain afcer the

—
—r

-

et T e e e e e e o e o st e ey e
st e e e e e bt ey et ot et e i bt
o 8 e e

Ar the pre-conscructicn conference, in accordance Tobs

st o

All coats asscciated with the bat AMMs shall be included in t
items.

he cost of

USP Do

cuments must NOT contain:

Rules/borders, or lines under USP titles or paragraphs

Watermarks

Highlighted text (unless submitted as preprint markups)

Section Breaks

Page Breaks




Choosing a USP Template

If you need a template to use for your USP, those can be found in any of the 0_Designers "“District” or 1_PM "Dis-
trict” libraries. To use a template, go to one of those SharePoint libraries and choose “New”.

T Upload ~ E Editin grid

0 RestrictiveTypelUSP

@ ConstructivellSPwithBigs

0 USPtoDirectlyReviseStandardSpecifications

When you choose one of the templates, it willimmediately open in Word Online. Then you will be asked the fol-
lowing question below, choose “Yes".

Microsoft Word

/ The document you are trying to open is a template. Would you like to open and edit

as a standard document?

Next name your document by selecting the drop-down next to the word “Saved”.

Word Document 8% - Saved -

File Mame

Document docx

Location

EI INDOT UniqueSpe... #0 Designer Crawfo...

Finish your USP by following the next steps.



Choosing the Correct SharePoint Library to Work From

In Step 0, Designers will work from these SharePoint libraries.

e (0_Designer_Crawfordsville
e (0_Designer_Fort Wayne

e (0_Designer_Greenfield

e (0_Designer_LaPorte

e (0_Designer_Seymour

e (0_Designer_Vincennes

Deadline: Will need to move file immediately after submitting.

You will choose a library based on district, for example if you have a USP for the Vincennes district, you will
choose the 0_Designer_Vincennes SharePoint library.

Before we discuss uploading a USP document let me go over the information your going to need to know
about the file.

Metadata

Metadata is information about your USP file. This is information that will be stored in the columns. You will notice
when you upload a new file or use a template that across the columns it will say Required info, as seen below.
This information must be filled in after you upload your document or after you have chosen a template.

Section DES Number Contract Number Letting Date Project Manager Designer District

J} Required info (") Required info (2} Required info 31942021 ()} Required info (V) Required info Crawfal

Please make sure all the data is entered CORRECTLY. This information is REQUIRED.

USP Status, leave as “In Progress” until you are ready to move the file to the next step (see page 13).

Priority Level (see page 10)

Section Number

DES Number

Contract Number

Letting Date

J Project Manager’'s email address



Designer’'s email address
District

Name (filename)

Choosing the Correct Priority Level

USPs will need to have a priority level assigned. You can do that by choosing the level from the drop-down as
shown in the figure below.

7 Priority Level

Standard USP

Standard USP

Pre-Print

Conditional PS&E

Priority Level Defined

Standard USP applies to all USPs input for SharePoint review that do not fall under either or the below clas-
sifications.

Preprint ONLY applies to USPs submitted after Final Tracings and before advertisement and has a special
certain set of circumstances to be followed as outlined in the paragraph below.

Conditional PS&E ONLY applies to USP addressing conditional elements of a confract (i.e., outstanding
Railroad Agreements or Permits) by detailing the circumstances and expected approval date(s) for the
outstanding documentation. More detail can be provided by Contract Administration, as necessary.

If a USP is considered both a Preprint USP and a Conditional PS&E USP, the classification of Conditional USP
shall take precedence.

Preprint

USP preprints must be submitted as an expedited review no later than 7-days prior to the advertisement date.
Missing this deadline or neglecting to designate as a preprint within the metadata, may lead fto the requested
modifications being submitted as a Revision post-advertisement.

1.

Each USP document requiring changes should be annotated in accordance with directives in IDM
14-1.02(06) Item 2 (highlight and/or red strikethroughs). This annotation will be cleaned and removed at a
later step in the process prior fo completion of the review process.

Submit preprint changes to USP’s through SharePoint using the INDOT_UniqueSpecialProvisions Teams
review process.



:{.u.:; Time Limits

Expedited review does not change the standard time durations allotted for each step (see workflow, page iv).
Ensuring a timely review requires oversight by the INDOT Project Manager to coordinate with reviewing parties
as needed, to ensure reviews are completed to process preprint USPs by the appropriate deadlines desired.

a) All USP’s that have completed the original SharePoint review will need to be reintroduced in the
0_Designer [District] library. Its extension count must be increased sequentially. The priority level for
these documents must be entered as “Preprint” within the project metadata. All other elements of the
flename should match that of the original submission.

Example:
Original file = WetlandRestoration_[DES No.]_0001.docx
Preprint resubmit = WetlandRestoration_[DES No.]_0002.docx
b) On occasion, USP’'s have not yet completed the original SharePoint review that will require preprint
changes before completion. If this is the case, the proposed modifications should be annotated (see

Iltem 1) within é_Project Team library. No reintfroduction of a new file to SharePoint is required in this
instance.

3. Nofify the Estimating Planners (Susan Languell, slanguell@indot.in.gov and Richi Martin, RicMartin@indot.
in.gov) that a specific USP has been resubmitted or updated in the system for a preprint change by
means of submitting an updated USP menu. Briefly describe the change and include the flename of the
modified document clearly in the body of the email.

Uploading a USP Document

Now that you have your USP document prepared for the USP process, you will need to upload it into your
SharePoint library.

1. Choose “Upload”, then “Files”, choose your “USP file”, then click “Open”.

T Upload Edit in grid view 2 Sy

Files

0_Designer £ Folder

Template
Open Propsiuss -~ wor owwus Priority




Click the “"Open Properties” button.

T Upload ™~ g Edit in grid view ;? Sync £ Add shortcut to OneDrive ﬂ Expert to Excel @‘ Power Apps

0_Designer Seymour

Open Properties USP Status Priority Lewvel Section USP Title DES Number

Open Properties m progress Low {1} Required info @ Required info ) Required info

#5 Automa

Contra

™) Re
w4 REqU

This form will come up. Here is where you will enter the metadata, we talked about on page 9.

Vincennes_Testing_Document - Copy (2).docx
5 USP Status *

In progress USP Status leave this set as “In Progress” until you are ready to move

5 Priority Lewel

Medium < & wis Priority Level, see page 10

C7 Due Date

3/26/2021

= Section *

000 3-digit Section number

= DES Number *

0000000 7-digit DES number

= Contract Mumber *

. Project Manager *

@ Habig, Melanee  »  Enter a name or email address Use only the Project Manager’s email address.
A Designer *

@ Habig, Melanee  Erter a name or email address Use only the Designer's email address

3 District*

Vincennes District

[ Mame*

Vincennes_Testing_Document - Copy (2) Filename

T-00000 Do not use a suffix in the contract number. No spaces. Example: T-12345
[ Letting Date *
5/15/2022 Enter the Letting Date

After you have filled in all the metadata click “Save”. Now you have entered your USP into the process.
The only thing you have left to do is “Move to step 1", but before you choose to move your file, make sure

your file is closed.



Changing the USP Status to “Move to step 1”

After you have finished preparing your USP it is time to move if to the next step in the process. You will do that
by changing the USP Status column from “In Progress” to “Move to step 1”.

A Designers are responsible for moving their own USP files manually in Step 0.

1. Select “Open Properties”

Open Properties USP Status Priority Level Section DES Number

Open Properties In progress Low > 8 wks 000 0000000

2. Select the drop-down under USP Status and then choose “*Move to step 17, then “Save”.

G5 ISP Status *

In progress

In progress

Mowe to step 1

When the Designer selects *Move to step 1" it will
automatically move the file to Step 1, which will
be a 1_PM "District” library. When the file moves,
a notification is automatically posted in Teams
and an email is sent to the Project Manager.




HELP . ..my file didn’t move!

Follow these instructions.

1.

First change the USP Status column back to “In Progress”, then “Save”.

& save X Cancel @ Copy link

newTestfile.docx

& UsP status *

In progress

Make sure your Word document has been closed out of properly and that the file is not locked.
Check that all required metadata has been filled out.

Choose "Open Properties” and select the drop-down from the USP Status in the form. Choose “Move
to step 1 and then “Save”.

I Reminder: DO NOT MAKE CHANGES TO THE FILE or the METADATA once you have chosen “Move
tostep 1.

*Wording will vary per SharePoint library, under the USP Statfus column.

— Eud of Step 0 —




project
managers



Converting .doc File to .docx File

First, look at the USP flename and file extension.

BatAvoidance AndMigigationMeasures_1234567_0001 .doc 44— WRONG file extension
| | |
Filename File extension

Is the file extension a .doc (as shown above)? If it is, this file cannot be used and will need to be updated.
Please follow the instructions below to change the file extension in Word.

1. Open the USP Word file
2. Choose “File”
3. “Save As”

4. Select "Word Document (*.docx)”

Word 97-2003 Docurment (*.doc) -

Word Document (*.docx)

Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)

Word Template (*.dot)

Word Macro-Enabled Ternplate (*.dotm)
Word 97-20032 Template (*.dot)

PDF (*.pdf)

XPS5 Document (*.xps)

Single File Web Page (*.mht, *.mhtrml)
Web Page (*.htm, *.html)

Web Page, Filtered (*.htm, *.html)

Rich Text Format (*.rtf)

Plain Text (")

Word XML Document (*.xeml)

Word 2003 XML Document (*aml)

Strict Open XML Document (*.docx)
CpenDocument Text (*.odt)

5. Select "Save” and a dialog box will appear asking if you want o “Replace existing file”, choose “OK".

Do you want to:
®

O Save changes with a different name.

O Merge changes into existing file.

You have now updated your Word file.



Reusing USP Files from the USP Archives Library

All users who reuse USP files from the USP Archives library will need to clear the document comments, revisioning,
versioning and properties. This is required, please follow the instructions below.

1. Open your USP Word file.

2. Choose "File” from the toolbar.

<
<

File Home Insert Mew Tab Design Layout References Mailings Review View Developer Help Acrobat 1¥3 Shi
- - — — — _— Find ~
Calibori (Body)  ~ 11~ AT A Aa~ Ay I=vi=vizv =32 AL | aambcede AaBbCoDe BaEbcobc AaBbCel o I} 8,. O
B & Repl U] pe!
~ ¢ Replace .
Paste 2 = === |+= £ - Create and Share Request Dictate
B I U~ a3 x, x - £ A o BEEE e - B - TMormal T Mo Spac.. TProvisio.. T Section.. = q
- 3 - ‘ A - = = == &~ I Select~ Adobe PDF  Signatures =
|Clipboard & Font [Pl Paragraph [Pl Styles N Editing Adobe Acrobat Voice 5¢

3. Choose “Info”, then choose the drop-down found in “Check for Issues” box.

Info

InstructionsForReUsingUSPfiles

OneDrive - State of Indiana

‘ | Share ‘ |C(’_) Copy path ‘ |E Open file location |

E Protect Document
&,

Control what types of changes people can make to this document.

Save a Copy Protect
Document ~

Save as Adobe
PDF
Drint @ Inspect Document

ri

Before publishing this file, be aware that it contains:
Check for = Document properties and author's name

Share Issues ~

W " Content that people with disabilities are unable to read

Export \

@ Version History

View and restore previous versions.

Close

Version
History

l_lﬁ Manage Document
ARV
rE‘j There are no unsaved changes.
Manage
Document ~

4. Choose “Inspect Document”.

Inspect Document
@ Befare publishing this file, be aware that it contains:
Check for ®  Document properties and author's name
fssues " Content that people with disabilities are unable to read

D Inspect Document
€] Check the document for hidden properties
or persenal information.

Check Accessibility \

{l;.' Check the document for content that people
with disabilities might find difficult to read.

@ Check Compatibility
..~ Check for features not supported by earlier

versions of Word.




5. Choose “No" or “Yes" depending on whether you wish to save your file.

Microsoft Word x

o Belaee you use Dooument Ingpedor_

Maile SURE o 37E FOUT changes Bevause the Document Inspectsr might remove dats that cae't be redored kater. Do you want o save your Tile now?

o

6. Make sure that the following are checked:
v Comments, Revisions, and Versions

I Document Properties and Personal Information

Document Inspector ? *
To check the document for the selected content, click Inspect.
-
C its, Revisi and Versi
Inspects the document for comments, versions, and revision marks.
Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document,
Task Pane Add-ins
Inspects for Task Pane add-ins saved in the document,
Embedded Documents
Inspects for embedded documents, which may include information that's not visible in
the file.
Macros, Forms, and ActiveX Controls
Inspects for macros, forms, and ActiveX contrals,
O ink
Inspects the document faor Ink.
Collapsed Headings
Inspects the document for text that has been collapsed under a heading, v
Close

Click “Inspect” and then choose “Remove All" and “Close”.

Document Inspector ? *
Review the inspection results,

@ IS te Reyic and Versi ~
Mo items were found.

|  Document Properties and Personal Information 0 Al <
The following document information was found:
* Document properties
* Author

@ Task Pane Add-ins
‘We did notfind any Task Pane add-ins.

(¥) Embedded Documents
Mo embedded documents were found.

@ Macros, Forms, and ActiveX Controls
Mo macros, forms, or ActiveX controls were found,

() Collapsed Headings
Mo collapsed headings were found.

() Custom XML Data
Mo custom XML data was found.

/i, MNote: Some changes cannot be undone.




File Naming Conventions

All flenames require a lead DES number. Please follow these guidelines when naming your file. Failure to intro-
duce documents fo the SharePoint review process in this way may lead to overriding of yours or other files within
the SharePoint system. Each flename should be unique, and no override of another file should ever be needed.

DES No.

!

BatAvoidanceandMitigationMeasures_4125896_0001.docx

+

The first version of a file in SharePoint should always be
0001. As preprints are infroduced, this number will increase

Do Not Use Special Characters sequentialy.

When naming your USP file be sure that you are not using any of the following characters in your flename.

e < (less than)

e > (greater than)

e :(colon)

e “(double quote)
e/ (forward slash)
e\ (backslash)

o | (vertical bar or pipe)
e ? (question mark)

e *(asterisk)

. (period)



Reusing USP Documents

If you reuse USP documents, then there are a few steps you need to take before you submit them into the USP
workflow.

1. Open your USP Word document from the desktop application.
2. Goto "Home" in the ribbon.
3. Select your USP Title (as shown in the second figure below).

4. Next choose “Paragraph Settings”, this can be found by clicking the square with the arrow in it next to
the word Paragraph (highlighted in blue).

File Home Insert Mew Tab Design Layout References hailings Réview Wiew Developer Help Acrobat
—_—

" =
"

.;'l hll RaBbCo AalbCel: AaBbCeDe AaBbCold

|ji! & | [Courertiew |10 < A A" | Aav | Ao
D"jt’! b Bl I U~ ab x x A &£ A - . - T Caption  Emphasis  Heading 1 | T Mormal

Clipboard 1% Font L _ - Paragraph Settings
pcsve @) B O D OB Y-B =

This will bring up the Paragraph Settings. Under the “Indents and Spacing” tab, you will see Outline level.
Change or make sure your title has the Outline level set to “Level 1" then click “OK".

i
1]
fhil
L]
il
i <

[l

= RN Find -
ha P iz EE gl 1 RaBECe AaSCeDy ARERCED: | RaBECED: | — ® [E, B_u E; ,@ l
© Rrplace
R e = '=. e ¥ Caplasn Emphaiin  Hesding | T Harmal |3 Cicabe and Share  Fogusil Decranc =T (2.
— = Lp Sebect - Adcbe POF fegrafune: =
L] Farsgragh ] IErles 5 Fdeng Aot hirshal Wake g e A
he - B =
Parigraph 7 ks
nderde and fpacing  Line ksd Fege Breaki
Canarsd
BAT AVOIDANCE AND MITIOATION MEASURES |
angamere  ERETIN ~ |
Spesifiz avoldasss and EinimsraTion Seasures, RHHEs, Oulng Wik | Lewel 1 Ti ¢ olaaied by SHBUE
Indians bBat (Hysois godplisy and Horcheen  long-csamed B
FEESEnSIionalinl reguired fof this oombtract aBall Be ap Iclle R
| e ! Outline level needs to
Sesecal AMM 1 = Ab) Speraters, aSplajees, and SIARTE - be set to Level 1.
acsas &f ERaswsm &F presassd bat hakicar shall Be suanre &F & i o = Esruat
Agensy eavircassantal cossdirsents, insiuding all applicabnle A5 Eignt o = r— | =
Lighcing AMM 1 = Temporary ligacing shall be dir [ gewer ingemis
ruitaible habitac daring che soTive SEaB0m.
The ComntEactor shell mor handle cesd or anjured bag| OPMONE
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Fit® in ozder to preserve bEiologicasl materisel in the Least o = 1 -
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Next you will need to change or make sure that all the remaining text in the document has an “Outline
level” set o “"Body Text”.

Select ALL of the remaining text under the USP title. Select “Paragraph Settings” and set the Outline level
to “Body Text”, click “OK".

File e Insert Mew Tab Design Layout References Mailings R Wik Developer Help Acrobat
—_—

f’tl-"’- CoderNew  ~[10 -~ A |da- A S E- = =5
Pute |l u-®x Y A-2-A-|E

;’l all RaBbCc AafbCel AaBbCeDed | AaBEColx

E E :E i :::!n s m m B 1 Caption Emphass Heading 1 T Mormal

]
i«

Clipbosrd 1 Fant [ _ - ———————1 Paragraph Settings [
pcime @ o) H OO 4 0 B y-B2 < A

BAT AVOIDANCE AND MITIGATION HEASTRES

Specific avoidance and minimizacion measures,
Indiana bat (Myeris gedalis) and Horzhezn long-eazed
geptentrionalis) required for this contract shall be as f

General AMM 1 - All operators, e=ployees, and con
areas of kmown or presumed bat habitac shall be aware of
A envire 1 commicments, including all applicable

Paragraph 4 b

|mdends and Spacing Lire gnd Page Bresks
General
angreert:  [NIETENE - |

Dutline level: | Body Text L-l Collapsed by defaul

Lightimg ARMM 1 = Temporary lighting ashall ba
suitable habitat during the active season.

1 Outline level needs to

Indendation be set to Body Text.

The Contractor shall not handle dead or injured
species, and any octher federally lisced species ThaT are Left: o = Epeciak
site in order to preserve biolegical material in the best Baght: o =l Frer— j  — |
and to protect persconel from exposure to diseases, auch ; T =
pazscnnel shall snsuce that any svidence abour dectermining [ mtserar indents
of injury is mnot unnecessarily distorbed. Reporcing the
injured listed species shall be required inm all cases to
£5 decermine whecher the level af incidsntal Take Spating
opinien, BO, i3 sxceeded, and ©o ensuze that the Tezms pefore: opt = L spacing: &t
appropriste and affective. Parcies finding & dead, in) - -
of any bat, regardless of species, or other endangered or Agten opt % Single il B

shall prospely nocify che USEWS Blocmingtom Field Office ] Den't sdd spage bebween parsgraphs of the same style

The active ss=axon for the bats is April 1 through 5
Prewview

“Soiteable habitar™ refers to the summer or wi

appropriate for use by the Indiana bat or HLEE, and may
in terms of documented ase. e Taren el e e et e ey e s et aste b ey
it e e G et e et s el e e i b e bt
D e L o ey

Suitable rcosting sites shall remain afcer the
complece.

Ar the pre-conscructicn conference, in accordance
Contractor shall provide documentation that the Contrag
subcontractors that will be pressnt on the projectc site
SRVACCREANTAL CORRITEmANTS ARd AMMS.

abs... Set s Defautt Cancel

All coats associated with the bat AMMs shall be included in the cost of
other items.

USP Documents must NOT contain:

. Rules, borders or lines under USP titles or paragraphs

. Watermarks

. Highlighted text (unless submitted as preprint markups)
. Section Breaks

. Page Breaks
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USP Templates

If you need a template to use for your USP, those can be found in any of the 0_Designers “District” or 1_PM "Dis-
frict” libraries. To use a template, go to one of the SharePoint libraries and choose “New™.

T Upload ~ E Editin grid

0 RestrictiveTypelUSP

@ ConstructivellSPwithBigs

0 USPtoDirectlyReviseStandardSpecifications

When you choose one of the templates, it willimmediately open in Word Online. Then you will be asked the follow-
ing question as seen below, choose “Yes".

Microsoft Word

/ The document you are trying to open is a template. Would you like to open and edit

as a standard document?

Next name your document by selecting the drop-down next to the word “Saved”.

Word Document 8% - Saved -

File Mame

Document docx

Location

EI INDOT UniqueSpe... #0 Designer Crawfo...

Finish your USP by following the next steps.
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Choosing the Correct SharePoint Library to Work From

In Step 1, Project Managers will work from these SharePoint libraries.

o 1_PM_Crawfordsville

1_PM_Fort Wayne

1_PM_Greenfield

1_PM_LaPorte

1_PM_Seymour

1_PM_Vincennes

You will choose a library based on district, for example if you have a USP for the Vincennes district you will
choose the 1_PM_Vincennes SharePoint library.

Metadata

Metadata is information about your USP file. This is information that will be stored in the columns. You will notice
when you upload a new file or use a template that across the columns it will say Required info, as seen below.
This information must be filled in after you upload your document or after you have chosen a template.

Section DES Number Contract Number Letting Date Project Manager Designer District

)} Required info () Required info (2} Required info 3192021 (2} Required info () Required info Crawfg

Please make sure all the data is entered CORRECTLY. This information is REQUIRED.

o USP Status, leave as “In Progress” until you are ready to move the file to the next step (see page 27)
e Pricrity Level (see page 24)

e Section Number

e DES Number

e Confract Number

* Lefting Date

e Project Manager’'s email address

e Designer's email address

e District

e Name (flename)
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Choosing the Correct Priority Level

USP’s will need to have a priority level assigned. You can do that by choosing the level from the drop-down as
shown in the figure below.

Priority Level
Standard USP x

Standard USP

Standard USP

Pre-Print

Conditional PS&E

Priority Level Defined

e  Standard USP applies to all USPs input for SharePoint review that do not fall under either or the below clas-
sifications.

e Preprint ONLY applies to USPs submitted after Final Tracings and before advertisement and has a special
certain set of circumstances to be followed as outlined in the paragraph below.

e  Conditional PS&E ONLY applies to USP addressing conditional elements of a confract (i.e., outstanding
Railroad Agreements or Permits) by detailing the circumstances and expected approval date(s) for the
outstanding documentation. More detail can be provided by Contract Administration, as necessary.

If a USP is considered both a Preprint USP and a Conditional PS&E USP, the classification of Conditional USP
shall take precedence.

Preprint

USP preprints must be submitted as an expedited review no later than 7-days prior to the advertisement date.
Missing this deadline or neglecting to designate as a preprint within the metadata, may lead fto the requested
modifications being submitted as a Revision post-advertisement.

§ {.u.:; Time Limits

Expedited review does not change the standard time durations allotted for each step (see workflow, page iv).
Ensuring a timely review requires oversight by the INDOT Project Manager to coordinate with reviewing parties
as needed, to ensure reviews are completed to process preprint USPs by the appropriate deadlines desired.
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1.

Each USP document requiring changes should be annotated in accordance with directives in IDM
14-1.02(06) Item 2 (highlight and/or red strikethroughs). This annotation will be cleaned and removed at a
later step in the process prior to completion of the review process.

Submit preprint changes to USPs through SharePoint using the INDOT_UniqueSpecialProvisions Teams
review process.

a) All USP’s that have completed the original SharePoint review will need to be reintroduced in the
0_Designer [District] library. Its extension count must be increased sequentially. The priority level for
these documents must be entered as “Preprint” within the project metadata. All other elements of the
flename should match that of the original submission.

Example:
Original file = WetlandRestoration_[DES No.]_0001.docx
Preprint resubmit = WetlandRestoration_[DES No.]_0002.docx

b) On occasion, USP’s have not yet completed the original SharePoint review that will require preprint
changes before completion. If this is the case, the proposed modifications should be annotated (see
ltem 1) within 6_Project Team library. No reintroduction of a new file to SharePoint is required in this
instance.

Notify the Estimating Planners (Susan Languell, slanguell@indot.in.gov and Richi Martin, RicMartin@indot.
in.gov) that a specific USP has been resubmitted or updated in the system for a preprint change by
means of submitting an updated USP menu. Briefly describe the change and include the flename of the
modified document clearly in the body of the emaiil.

Uploading a USP Document

Now that you have your USP document prepared for the USP process, you will need to upload it info your
SharePoint library.

1.

2.

Choose “Upload”, then “Files”, choose your “USP file”, then click “Open”.

Files

Edit in grid view .2 Syl

0_Designer ¢ Folder

Template
Open Propsiuss -~ wor swwus Priority

Click the “"Open Properties” button.

1_PM Seymour

(] Open Properties USP Status Priority Level Due Date Section DES Number Col

(v] Open Properties In progress Low 2/10/2021 ® Required info 0] Required info ©
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This form will come up. Here is where you will enter the metadata we talked about on page 23.

USP Status, leave this set as
“In Progress” until you are
ready to move

Priority Level, see page 24

Insert 3-digit Section number

Insert 7-digit DES number

Use only the Project Manager's
email address

Filename

2> Copy link

USP Step 1, Project Managers

USP Status Pricrity Level *  Letting Date
In progress S Low > & wis S 3/19/2021
Do nat enter blank spaces.
Section * DES Number ™ Contract Number
Project Manager * Designer = District
Find items A Find items A Crawfordsville "

File name with extension
TestingFile101.doox

Usz |zad DES par UER

-IMPORTANT INFORMATION-

f ¥ou have a quéE'.iCl'l or concem

wn, until you have filled out 2l re

Enter the Letting Date

Do notuse a

suffix in the
Confract Number.
No spaces.
Example: T-12345

Use only the
Designer's email

address

District

After you have filled in all the metadata click “Save”. Now you have entered your USP into the process.
The only thing you have left to do is “Move to step 1", but before you choose to move your file, make sure

your file is closed.



Changing the USP Status to “Move to step 2”

After you have finished preparing your USP it is time to move it fo the next step in the process. You will do that
by changing the USP Status column from “In Progress” to “Move to step 2”.

1. Select "Open Properties”

Open Properties USP Status Priority Level Due Date Section

202021

Cpen Properties In progress Low = 8 wks 3727202 @© Requir

2. Select the drop-down under USP Status and then select “Move to step 2", then “Save”.

T USP Status Priority Level N
N Progress s Low = & wis T4
When the PM selects “Move to step 2" it will
. Inprogress . automatically move the file to Step 2, which
- DES Number will be the 2_ConstructionManagement

I e 1334367 library. When the file moves, two automatic
N progress =3t nofifications are sent out notifying the

Construction Management that the USP is
ready fo be reviewed.

Maove 1o step 2 “—hesigrer

Hakbig, Melanes R

File name with extension

TestingFile101.doox

: (.n.:; Time Limits

Please keep in mind that each step in the process has a time limit. After that time has expired, the document
will move automatically to the next step.

e Step 1 has 7-days until the document moves automatically to Step 2.
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Reviewing USPs from the Designer

Project Managers are responsible for checking all USP files that have been submitted from the Designer. Please
check for the following:

e Is the file named correctly?

e Isit the correct file type?

e Isthe file in the correct district’s library?

e |sthe metadata completed and correct?e
e s the file formatted correctly?

If Project Managers encounter too many errors that they're unable to fix themselves, they can choose to reject the
USP. PM’s will have 7-days to review before the USP file moves automatically to the 2_ConstructionManagement
library (Step 2). To keep USP files moving throughout the process you are encouraged to move your files manually
before that time.

Rejecting a USP in Step 1

When you encounter a USP file with foo many errors you can send the file back to Step 0 (Designer). Please
follow the steps below.

1. Select the USP file you wish fo reject and send back to the Designer.

2. Choose "Open Properties’.

Open Properties USP Status Priority Level Due Date Section

Open Properties In progress Low = B wke 3/2/2021 0 Required info

3. After the form opens select the drop-down under “USP Status’.

USP Status

In progress —
'n progress __; i NOTE
By selecting “Reject” an email will automatically be
sent to the Designer letting them know that their USP
has been rejected and the file will automatically
move back to 0_Designer “District” library.

Move to step 2

Reject

4. Select "Reject” and then “Save”.
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HELP ... my file didn’t move!

Follow these instructions.

1. First change the USP Status column back to “In Progress”, then “Save”.

[E save X Cancel @ Copylink

newTestfile.docx

& UsP status *

In progress

2. Make sure your Word document has been closed out of properly and that the file is not locked.
3. Check that all required metadata has been filled out.

4. Choose "Open Properties” and select the drop-down from the USP Status in the form. Choose **Move
to step 2" and then “Save”.

I Reminder: DO NOT MAKE CHANGES TO THE FILE or the METADATA once you have chosen “Move
to step 2".

*Wording will vary per SharePoint library, under the USP Status column.

— End of Step1 —




construction
wmma@@vmevﬁr
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Step 2 - Construction Management

In Step 2, Construction Management will work from the 2_ConstructionManagement SharePoint library.
Deadline: 14-days

Construction Management reviews and edits as necessary and then chooses SME(s) for technical review, after
choosing the SME(s) they will then choose “Move to step 3". If no SME(s) is needed, then Construction Management
will choose “Move to step 5”, which is Contracts.

If this USP file is a USP for Conditional PS&E then Construction Management will choose “Move to step 7", Legal.

If Construction Management finds too many errors in the USP file, then he or she may choose to reject the USP and
send it back to the Designer. To reject the USP, Construction Management will choose “Reject” from the drop-down
under USP Status.

If you have chosen to reject the USP in this step, then the file will move back to the 0_Designer “District” library. A
notification will be posted in Teams and an email will be sent to the Designer and Project Manager.

B Save X Cancel @ Copylink =
USP Step 2, Construction Managment
*  USP Status Priority Lewvel *  Letting Date
In progress x Low > & wis N 3/19/2021
Drogress
: * Section *  DES Number
e Maove to step 3 *  Project Manager * Designer
Find items ' Find items '
Move to step 5
Move to step 7
~
Reject
File name with extension
TestingCrawfordsville.dooc

-IMPORTANT INFORMATION-

t only. If you have a question or concern regarding a USP file in thiz
rectly by clicking on the mail icon at the top of the form

we filled out all required '




32

HELP... my file didn't move!

Follow these instructions.

1.

First change the USP Status column back to “In Progress™, then “Save”.

& save X Cancel @ Copy link

newTestfile.docx
(&7 USP Status *

In progress

Make sure your Word document has been closed out of properly and that the file is not locked.
Check that all required metadata has been filled out.

Choose "Open Properties” and select the drop-down from the USP Status in the form. Choose **Move
to step 5" and then “Save”.

] Reminder: DO NOT MAKE CHANGES TO THE FILE or the METADATA once you have chosen “Move
Step 5”.

*Wording will vary per SharePoint library, under the USP Status column.

— End of Step 2 —




subject matter
exXperts



Step 3 - Subject Matter Experts (SMEs)

Step 3, Subject Matter Experts will work from the 3_SMEs SharePoint library.

Task: Reviews, edits, and co-authors USP files.

Deadline: 14-days before the file moves automatically.

Since there may be multiple SMEs assigned to review a USP at the same fime be sure and note in the comments

when you have completed your editorial review. The last SME fo do their review will move the file to the next step
by choosing from the drop-down under the USP Status “Move to step 4", then “Save”.

USP Step 3, Subject Matter B ZI’\IOTE
It is recommended that Subject Matter
USP Status Priority Level Experts review the additional Word
; _ resources that can be found on
In progress x LT R bl page 47 in this User's Guide.
i|n progress
: : *  Section
Move to step 4 *  Project Manager
T-00000 Habig, Melanes 24

HELP ... my file didn't move!

Follow these instructions.

1. First change the USP Status column back to “In Progress”, then “Save”.

& save X Cancel @ Copy link

newTestfile.docx
(&7 USP Status *

In progress

2. Make sure your Word document has been closed out of properly and that the file is not locked.

Continued on next page

34
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Check that all required metadata has been filled out.

Choose "Open Properties” and select the drop-down from the USP Status in the form. Choose “Move
to step 4" and then “Save”.

] Reminder: DO NOT MAKE CHANGES TO THE FILE or the METADATA once you have chosen “Move
to step 4.

*Wording will vary per SharePoint library, under the USP Status column.

— End of Step 3 —




construction
wmma@@vmevﬁr
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Step 4 - Construction Management

Step 4, Construction Management will work from the 4_ConstructionManagment SharePoint library.
Task: Reviews and edits USP.
Deadline: 7-days before the file moves automatically.

When Construction Management has finished their review, they will move the file to the next step by choosing from
the drop-down under the USP Status “Move to step 5.

* USP Status

In progress %

‘In progress

*
In progress

« Move to step 5

Q=

=™} HELP...my file didn't move!

Follow these instructions.

1. First change the USP Status column back to “In Progress”, then “Save”.

& save X Cancel @ Copy link

newTestfile.docx

2 UsP Status *

In progress

2. Make sure your Word document has been closed out of properly and that the file is not locked.
3. Check that all required metadata has been filled out.

4. Choose “Open Properties” and select the drop-down from the USP Statusin the form. Choose **Move
to step 5" and then “Save”.

I Reminder: DO NOT MAKE CHANGES TO THE FILE or the METADATA once you have chosen “Move
Step 5.

*Wording will vary per SharePoint library, under the USP Statfus column.

— Eud of Step 4 —




contracts
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Step 5 - Contracts

Step 5, Conftracts will work from the 5_Contracts SharePoint library.
Task: Reviews to define, assign or creates new pay item.
Deadline: 7-days before the file moves automatically.

When the task is complete Contracts will move the file to the next step by choosing from the drop-down under the
USP Status “Move to step 4", then “Save”.

T USP Status

N progress

Ein progress

Maove to step &

QA=
=)= HELP...my file didn’t move!

i

Follow these instructions.

1. First change the USP Status column back to “In Progress”, then “Save”.

& save X Cancel @ Copy link

newTestfile.docx
(Z USP Status *

In progress

2. Make sure your Word document has been closed out of properly and that the file is not locked.
3. Check that all required metadata has been filled out.

4. Choose "Open Properties” and select the drop-down from the USP Statusin the form. Choose **Move
to step 5” and then “Save’.

I Reminder: DO NOT MAKE CHANGES TO THE FILE or the METADATA once you have chosen “Move
Step 5.

*Wording will vary per SharePoint library, under the USP Stafus column.

— Eund of Step 5 —



desiguers &
project mavagers
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Step 6 — Designer & Project Manager

Deadline: 28-days
In Step 6, Designers and Project Managers will work from these SharePoint libraries:

e 6_Project Team Crawfordsville
e 6_Project Team Fort Wayne

e 6_Project Team Greenfield

e 6_Project Team LaPorte

e 6_Project Team Seymour

e 6_Project Team Vincennes

Designer Task in Step 6

1. Designers will do a FINAL review and Accept changes in the Word file. If they do not agree with the
changes then they will @mention the appropriate team member(s) in the Comment section in Word. The
USP will NOT move back and any issues with the USP will be resolved in this step before moving to Step 7,
Legal.

2. AftertheDesignerhascompletedtheirreview, theywillthenneedtoopentheSharePointform (thiscanbedone
by clicking on "Open Properties”) and under “Designer Approved” switch the selection from “No” to “Yes".

If the "PM Approved” column is already switched to “Yes” then the Designer will be the one to move the
file. To move the file fo the next step, “Open Properties”, select the drop-down under “USP Status” and
select “"Move to step 7", then “Save”. If the “PM Approved” column is “No” then the Project Manager is
the one responsible for moving the file.

PM Approved % USP Status *
0 Yes n progress
o Designer *

In progress

Enter a name or email address
Move to step 7

Designer Approved

® ) no
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Project Managers Task in Step 6

1.  Project Managers will review USP file. If they do not agree with the changes then they will @mention the
appropriate feam member(s). The USP will NOT move back and any issues with the USP will be resolved in
this step before moving to Step 7, Legal.

2. After the Project Manager has completed their review, they will then need to open the SharePoint form
(this can be done by clicking on “Open Properties”) and under “PM Approved” switch the selection from
iiNoH TO HYesH‘

3. Ifthe "Designer Approved” column is already switched to “Yes” then the Project Manager will be the one
to move the file. To move the file to the next step, "Open Properties”, select the drop-down under “USP
Status” and select “Move to step_7", then “Save”. If the “Designer Approved” column is “No” then the
Designer is the one responsible for moving the file.

PM Approved 7 USP Status *

@ Na N progress

= Designer *

In progress

Enter a name or email address
Moee to step 7

Designer Approved

@ v

[] REMINDER:

USP files will ONLY move after both the Designer and the Project Manager have selected “Yes” and the USP
Status is changed to “Move to step 7". USP files in Step 6 will move automatically after the 28-day deadline
and will show not approved.

— &nd of Step & —
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Step 7 - Legal

Deadline: 14-days
Step 7, Legal will work from the 7_Legal SharePoint library.

Task: Legal will do the final review. If they need to consult with anyone about the USP, they will do that by @men-
tioning the appropriate team member(s) within the Word file. The USP will NOT move back and any issues
with the USP will be resolved before Legal moves it to the USP_HOLD library. If Legal is unable to resolve or
finds foo many issues with the USP then they may choose to reject it.

When the task is complete, Legal will move the file to the next step by choosing from the drop-down under the USP
Status “Move to USP_HOLD", then “Save”.

Legal can reject the USP file. To do that they will select “Reject” from the USP Status drop-down, then “Save”.
When a file is rejected in Step 7 the file then moves to the Rejected USPs library. The Project Manager and the
Designer are both sent and email informing them that the USP file was rejected. A Teams notification is also post-
ed in the Rejected USPs channel.

* USSP Status

In progress w

N Progress

n Progress

* Iowve to USP_HOLD

& o T P W | *

— Eud of Step 7 —
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Notifications in Teams and Outlook (Email)

A nofification is posted in the Teams channel and an email automatically each time a file is moved from step
(library) to step (library), but only if the file is moved as directed within that step. If it is not moved correctly then
NO nofification is posted, nor an email sent.

Sample Teams Notification

INDQOT Contract Administration Monday 7:10 AM
B-42911/1592829/Critical Path Method Scheduling and Fleat_1592829_0001.docx is ready to be reviewed in the 1_PM Crawfordsville library.
Moved manually.

& Reply

Sample Email Notification

Legal has a USP file waiting in Step 7

INDOT Contract Administration
To Habig, Melanee
@This message was sent with Low importance.
Legal,

Priority Level: Medium < 8 wks

Contract Number: T-00000

DES Number: 0000000

File: newTestfile.docx

Project Manager: Habig, Melanee
Designer: Habig, Melanee
District: Crawfordsville

SharePoint Library: 7_Legal

Completed LPA Notification

After the LPA file has gone through the process, a notification is posted in the Completed LPA channel and the
Completed LPA list is updated.

INDOT Contract Administration 7:48 AM
Designer: Canada, Jane/ Project Manager: Metcalf, Karlei A
R-40292/1700733 for Seymour has completed the LPA USP Process.

Filename: INDOT LPA/USP

If for some reasor you meed this file back, please contact Scott Trammel.
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Completed USP Notification

When a USP has completed the process a notification is then posted in the Completed USP channel and the
Completed USP list is updated.

INDOT Contract Administration 7:19 AM
Designer: Evan Laviolette/Project Manager: Bullock, Matthew K
R-37845/1400005 for Vincennes has completed the USP Process.

Filename: MaintenanceOfTraffic_1400005_0001.docx

This decument can now be found in the USP Archives library.

Unique Special Provisions Archives

Each USP that has been finalized by this process is copied info a SharePoint library called “USP Archives”.
These files are available to be downloaded and used as a reference in future USPs. Please follow the instruction
on how to reuse a USP document from this library. See page 3 or 17 for more information.

Additional Resources for Working with Word Files

Click on any of the text in the bullets below or choose “here” to view the video.

e Use @mention in comments fo tag someone for feedback in Word or to watch the video click here.
e Track changes and show markup, click here to view the video.
* Acceptorreject tracked changes in Word, click here to view the video.

e Collaborate on Word documents with real-fime co-authoring, click here to view the video.


https://support.microsoft.com/en-us/office/use-mention-in-comments-to-tag-someone-for-feedback-644bf689-31a0-4977-a4fb-afe01820c1fd#:~:text=Select%20words%20in%20the%20document,be%20asked%20to%20provide%20that).
https://www.microsoft.com/en-us/videoplayer/embed/RE2yz6B?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://www.microsoft.com/en-us/videoplayer/embed/RWfonD?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://support.microsoft.com/en-us/office/accept-or-reject-tracked-changes-in-word-b2dac7d8-f497-4e94-81bd-d64e62eee0e8#:~:text=Accept%20or%20reject%20all%20changes,then%20select%20Accept%20All%20Changes.
https://www.microsoft.com/en-us/videoplayer/embed/RWfyY0?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
https://support.microsoft.com/en-us/office/collaborate-on-word-documents-with-real-time-co-authoring-7dd3040c-3f30-4fdd-bab0-8586492a1f1d
https://www.microsoft.com/en-us/videoplayer/embed/RE3P75Y?pid=ocpVideo0-innerdiv-oneplayer&postJsllMsg=true&maskLevel=20&market=en-us
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Tips

Make sure to inspect your file if you reuse a file from the USP Archives library.
Move files one at a fime, NEVER in BULK.

If you have an issue that needs to be resolved, @mention that person in Word from the comments, never
move the file back in the process.

Never download a USP file to work on it. All USP files should remain within the USP process.

Never create more than one version of a USP file. There should only be ONE file. If you see _00011.docx or
_000111.docx thenitis likely that the file was duplicated. Delete duplicated files. Do not continue to move
duplicated files.

If you create a file in a SharePoint library and choose not to use it, delete it.

If it is not your step, then you should not be working out of that library. Please reference the USP Workflow
diagram to see which steps you fall under. If you need assistance with a file in another library contact the
person who is responsible for that step. This can be found in the USP Diagram.

Avoid restoring deleted files.
Do not use the "Copy to” or “Move to” commands in SharePoint for USP documents.

.pdfs are not an accepted file type and should be converted to a Word document prior to submitfting.
After converting your .pdf fo a Word .docx file, make sure all “new paragraph’” spaces added during pdf
to Word conversion are removed prior to infroducing info the SharePoint review process.

Railroad Special Provisions DO NOT need to be submitted intfo SharePoint and are submitted in ERMS as
usual. However, the RR Special Provisions should be listed on the USP Menu.

USPs should be submitted 6 weeks prior to RFC, or before.
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