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Editing with Acrobat

Combine and Edit PDF's

All singular PDF’s must be combined so that a single PDF will be provided for plan review. Sets of plans in separate volumes should
be saved as such.

Refer to the instructions on the following pages for inserting and editing pages as needed. The general sequence is as follows:
1) Open the Title Sheet PDF

2) Following the KDOT Design Manual-order of Plan Sheets, go to Document > Insert Pages. Browse to the next PDF sheet
(Numerical page order) and insert it after the last page.

3) Inthe same manner, insert subsequent sheets until current PDF document includes all sheets in plans.
4) Create Thumbnails

5) Create Bookmarks

6) Add Document Info

7) Save As (See E-Plans PDF Directory and File Name Convention in
http://www.ksdot.org/burLocalProj/BLPDocuments/EplansDocReq.pdf)
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Insert

1) Pages can be inserted from other PDF files. In Acrobat, go to Document > Insert Pages > From File...

C4317_FC.pdf - Adobe Acrobat Pro

File Edit View Jo

(8 Comments Forms Tools Advanced Approvelt ‘Window Help

ﬁ Create :Ea::' &Tntg' . Secure ~ / Sign ~ Forms = E
et Eackgroun
[ ) = | watermark » & [t @@ @B

Insert Pages From File. ..

No current select

shift-+Cerl+1 |

Ezfract Pages... From Clipboard. ..

Replace Pages...

Split Document...

Crop Pages... Shift+CtrHT

Rotate Pages, .. Shift+Ctrl+R.

i

5 Scan to FDF »
Cptimize Scanned PDF
OCR Text Recognition »

Reduce File Size. ..

Exarnine Document, .

Compare Documents... 2

Add Bookmark CtrHE

& attach aFile...

ECHNICIAN

2) Browse to the PDF file to insert and specify the insertion point.

§ Select File To Inse =

e

LT

: g‘;’cifnﬁt‘g 003_PR_C4338_0CFOF T 018_TE_C4338_OC.FDF Inse ages
004_CM_C4336_OCPOF  51013_PS_C4333_OC.PDF
E.ﬂ 005_Cv_C4338_OCPOF  "11020_SF_C4333_OC.PDF ]
Deskiop 005 _WW_C4338_OC.PDF "T5)021_TR_C4335_OC.PDF Insert File: 002_TS_C4338_OC.PDF

iy Documents

Look. in: | I DZ_03 C-4338-01_0C

v o

A|001_T1_C4335_0C.PDF

007 _CY_C4338_0C PDF

005 _BS_C4338_0C FOF
000 _BS_C4338_0C FOF
0110_fiS_C4338_0C FOF
011_QT_C4338_0C FOF
112 _TE_C4338_0C FOF
013_TE_C4338_0C FOF

| 016_TE_C4338_OC.PDF
=017_TE_C4338_OC.PDF

T 0z2_TR_C4338_0C.FOF
= 023_TR _C4335_0C.FOF
T 024 _TR_C4338_0C.FOF
" 175 _TR_C4336_0C. POF
T 026 _s_C4335_0C.POF
T 77 _s_r 4358 _0C.POF

oy Locaton: | A |
7

Page

() First

Type: Adobe Acrobat Document
File Size: 249 KB

My Computer 014_TE_C4338_0C.PDF Modified:1/11/2005 1:46 PM O Last
2 015_TE_C4338_OC.POF
"31 Settings... @ Page: 1 of 1
by Network,
Places  Filename: |oo2_T5_C4338_0C POF v [ e |
Fiescftype: | Adobe PDF Files (“pdf) v| [ cance | [ o | ’ Cancel

la ¥ e
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Combine Files

To combine PDF files into one new file, go to File > Combine Files or hit the Combine Files Tab; then select what files you want to

use and select Next to Merge Files into Single PDF or Assemble files into a PDF package. Merge files into a Single PDF works well
for merging several PDF’s into one inclusive PDF unit. Assemble files into a PDF package works well if you want to merge multiple
files from various formats and created in different applications into an integrated PDF unit.

a 001_TI_C4317_FC. pdf - Adobe Acrobat Pro

File Edit View Document Comments Forms Tools Advanced App

ﬁ Create ~ L@ Carmbing =

E] ﬁ E fssemble POF Portfalio. .

Merge Files into a Single POF...

Mo current seleckiom™ T ETTUERE 1 -

@ Callaborate + |ﬁ Secure v

L

o

& Combine Files

Lnfdd Files... -

@ single PDF () PDF Portfolio

Drag and drop files to add them, and then arrange them in the order you want.

Marne
-001_TI_C4317_FC.pdf
B5002_TS_C4317_FC.pdf
B5003_T5_C4317_FC.pdF
-)004_PP_C4317_FC.pdf
05005 _Pv_C4317_FC.pdf
B 006_Pv_C4317_FC.pdf
-007_GR_C4317_FC.pdf
008 _GR_C4317_FC.pdf
-1009_GR_C4317_FC.pdf
T-010_GR_C4317_FC.pdf

Page Range
All Pages
All Pages
All Pages
All Pages
Al Pages
&l Pages
All Pages
all Pages
All Pages
All Pages

Size
399.17 KB
240,51 KB
301.29KB
1.24 MB
37390 KB
343.32 KB
365,45 KB
461.41 KB
454.35 KB
293,95 KB

Modified

I
I
f
I
I
f
I
I
I
I

7{22{2005 ...
7{22{2005 ...
7222005 ...
22{2005 ...
22{2005 ...
22{2005 ...
22{2005 ...
7222005 ...
7{22{2005 ...
7{22{2005 ...

‘\Warnings/Errors

Maove Lp Mowe Down

| Choose Pages

Remove

File Size: [ D u

Combing Files ] [ Cancel ]
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Replace
When replacing pages in a file; only content is replaced, not the link layer. This layer remains unchanged when you replace pages,
making it convenient to update a document if the formatting remains the same.

Replace Pages (%]

Criginal

Replace Pages; ] To: |1 of 1

in 001 _TI_C4336_(xC, FOF'

Replacement

‘with Pages: |1 To: 1ofl

fram  'D03_PP_C4336_OC,PDF'

Ok l ’ Cancel

Delete
Pages can be deleted from a PDF by selecting Document > Delete Pages; and then specifying the pages to delete.

Extract
To pull pages out of a document choose Document > Extract Pages. After selecting a page range you have the option of deleting or
not deleting the pages from the original document. After the Extract, you will have a second PDF consisting of the extracted pages.

Rotate
Pages are rotated in Acrobat in 90 or 180 degree increments by selecting Document > Rotate Pages.

Rotate Pages %

Direction: | Counterclockwise 90 degrees w

Counterclockwise 90 dearees
Clockwise 90 degrees
Oal 180 degrees

Page Ran

Selection

(%) Pages From: |1 Tor |1 aof 1

Rotate: | Ewen and Odd Pages v |

| Pages of Any Orientation |

[ Ok l ’ Cancel
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Working with Thumbnails

By selecting the Page Thumbnail(s) tab in the Navigation Pane on the upper left of the Acrobat application, then the Option tab; you
can select what you would like to do with the thumbnails. The Options tab also provides an alternate method to Insert, Extract,

Replace, Crop and Rotate Pages.

o 001_TI_C431 1_FC.pdf - Adobe Acrobat Pro

File Edit ‘iew Document Comments Forms Tools Advanced Approvelt  Window Help

ﬁ Create = @ Combine * @ Collaborate = ﬁ SeCUre ™ / Sign * Farms =

O 8a& NP =49

.."1 @ =

Ma current selection @:1 49 ‘EH

Insert Pages

Extract Pages. ..

Replace Pages...

W

DATE

Crop Pages... Shift+Cerl+T
Rotate Pages... Shift-+Ctrl+R

Page Transikions. ..

Number Pages. ..

Print Pages. .. Ctrl+P

Embed All Page Thumbnails

Remove Embedded Page Thumbnails

Reduce Page Thumbnails

Enlarge Page Thumbnails

[:1]

SURVEY

CADD TECHMICIAN

DESIGNER'S
S0UAD

INDEX_OF SHI
{. TITLE SHEE
5

32 BRIDGE EXC
33. BAR SUFFO,
34, SULMAFRY Of

Note: It is possible to reorder pages using the thumbnail view. You may click and drag the thumbnails to reorder the sheets. See
the next section for additional information on bookmarks. Save the PDF when done. The easiest way to order PDF pages is to follow
the E-Plans PDF Directory and File Name Convention.
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Add Bookmarks

Bookmarks are text links displayed in the Navigation Pane. Clicking on a bookmark will move you to the bookmarked page in the
PDF file.

1) To add bookmarks, select the Bookmarks Tab in the Navigation Pane.

2) Move to the page you want to bookmark in the document pane and select the New Bookmark tab.

3) Name the new bookmark. In this example, a bookmark is placed for the Title Sheet.

4) Create bookmarks for these major plan sections: Title Page, Typical Sections, Plan and Profile, Bridge Sheets, Quantities,
Standards, and Cross Sections at a minimum. Through the Combine Files tab and process, you can automatically create
bookmarks for each sheet added or combined if desired.

5) To reorder bookmarks, you can drag and drop them.

You will also notice that within the Bookmarks Tab, you can Delete a selected Bookmark, Add a new Bookmark, and Expand a
Bookmark. There is also an Options Tab within which you can make a new bookmark, expand current bookmark and perform
various other functions of the bookmarks.

-] 001_TI_C4317_FC.pdf - Adobe Acrobat Pro

File Edit Wiew Document Comments Forms Tools Advanced Approvelt  ‘Window

ﬁ Create - :@ Caombine @ Collaborate - |ﬂ Secure T / Sign -
U9de- MAOP 24 =
Mo current selection @:1 § ‘Eﬂ_ o) W

E Bookmarks

!u -

e Bookmark Ckrl+B IND

£ Mews Bookmarks From Strocture. = i
/ a Z=3.
4.

5-6.
7=

12-15,

1626,

27-30.

v Highlight Current Eookmark 3/,

32

Hide After Use 33

34

¥ Wrap Long Bookmarks o ¥ jé

4 3=4.

Text Size L4 4’5-;:;5:

I 53-63
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Toolbars
Some toolbars that are not on by default must be turned on. In Acrobat, select View > Toolbars. Comment & Markup must be turned on to
perform checking. File, Find, Page Navigation, Select & Zoom, and Tasks are opened by default in Adobe Acrobat 9 Professional.

Go To

Zoom
- Comment & Markup *

= Sticky Note TextEd'rtSv & - A <o A/ OO j H«ﬂjjgsmwv

File: x

Page Display

2

Rotate View

Reading Maode Chrl+H

Full Screen Made Chrl+L

Menu Bar Fa

j Toolbars Advanced Editing

I Mavigation Panels L") Comment & Markup

il Chri+u EditQ
3nap tg Grid shiftecerley | Y e 4
v Find

Page Mavigstion ®

& &[]

Rulers Chrl+R

Guides IFEe Select & Zoom *

. . Measuring i L dlp & —_—

Line ‘Weights Chrl+5 E 0 (32 ji i 150%, |-
Obiect Data Ik & @ @® 150% |

Automaticaly Scroll Shift+Ckrl+H »®
Pane Display

Read Out Loud L4 v Page Navigati =S i

'age Mavigakion - i i = - - i - - i -
i3 012 TE_C43350C ; ’ | Creste PDF @ Combine Files @ Export ﬁ Secure f Sign Forms ? Review & Comment

Print Production

013_TE_C4335_0C
014_TE_C4338_0C

015_TE_C4336_0C JH el |
016_TE_C4335_0C T
017_TE_C4338_0C
018_TE_C4338_0C Properties Bar Chrl+E
019_PS_C4338_0C Reset Toalbars AlL+FE
020_SF_C4338_0C

021_TR_C4338_0C 5] Hide Toalbars F&
022_TR_C4338_0C Lock Toalars
023_TR_C4338_0C Bitton Labels ’
024_TR_C4336_0C ——

[® 025 TR 4338 OC — -

Redaction

Typewriter

=

L=
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Placing PDF Stamps

1) Zoom in on the area where the stamp will be placed.
2) Click the down arrow to the right of the stamp tool.

Farms = 9 Revigw & Comment = Sticky Note . Text Edrts( )/ﬂ EI\ =| D Vi
75%  [= i Find \ ’
REV’SED Sign Here 3

11:06 am, Feb 01, 2008 Standard Business 4

3

Revised

Eavorites

REVIEWED

By Brian P. Engelks at 11:08 am, Feb 01, 2008

Reviewed

& Paste Clipboard Image as Stamp Tool

RECEIVED

By Brian P. Engelke at 11:08 am, Fab 01, 2008

Received

Create Custom Stamp...

Manage Stamps...

Show Stamps Paletke

APPROVED

By Brian P. Engelka ar 11-08 am, Fab 01, 2008

Approved

kdot
CONFIDENTIAL

Confidential

{REWEWED

By Brian P. Engelke at 11:05 am, Feb 01, 2008}

3) Select the desired category and stamp. Click on the stamp image to select it.

4) Define the size and location of the stamp by dragging a rectangle with the Stamp Tool.

5) Adjust the stamp by dragging if necessary.

6) Delete unwanted stamps by highlighting and pressing the Delete key on the keyboard.
Note: Stamps are Comments and are always visible in the electronic document. Control whether Stamps and/or Comments are
visible on printed hardcopy by opening the Show tab within the Comment & Markup toolbar and selecting Hide All Comments or

Show All Comments.
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Working with Acrobat Comments

About Comment Tools

Adobe Acrobat provides many tools for Comment & Markup. To access these, go to Tools > Comment & Markup or to open
up the toolbar, go to View > Toolbars, as described in Toolbars, page 9. Acrobat includes many tools, but the most
commonly used will be the ones discussed here.

WA Advanced  Window  Help

© Comment & Markup = Sticky Maote
1 Select & Zoom L3 @ Text Edits L3
e
Advanced Editing 4 SEES

Eo b J@ Highlight Te:xt Tool

» ] Underline Text Tool

Measuring
Typewriter b ] Cross Ot Text Tool
Object Data » _/f—‘ Attach a File as a Camment

<— Record Audio Comment
& Paste Clipboard Image as Stamp Toal
| E'\ Callout Tool
¢ [=] Text Box Toal
Al 25 Cloud Tool
A Brrow Tool
iy / Line Tool
] Rectangle Tool
Vi ) Oval Tool
d ™ Palygon Line Tool
3 Palygon Tool
_;f Pencil Tool
& Pencil Eraser Tonl
S Show 3

Customize Toolbars...

4 ¢
5 Hide Comment & Markup Toolbar

The Comment & Markup toolbar with the most commonly used tools would look like this. These tools will be explained and
examples shown for each one in succeeding sheets.

Tcommert & harkup . x

1 2 3 4 5 6 7 8 9 10 1 12
1= Sticky Note 2= Stamp 3=Highlight Text 4=Cross Out Text 5=Callout Tool 6= Text Box
7= Cloud 8= Arrow Tool 9= Line Tool 10= Square Tool 11= Pencil Tool 12= Show Comments
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Sticky Note

The Sticky Note is not recommended for use in KDOT reviews. Since only the icon appears on a printed set of plans, and
does not appear very large, they can be easily missed. A sticky note has a note icon that appears on the page and a pop-up
note for your text message. You can add a sticky note anywhere on the page or in the document area. Select what you want
to add a comment to, fill in the comments box within the pop-up note, and drag the pop-up box to your desired location.
Within the pop-up note there is other information in addition to the main note. In the upper left hand corner you will find
the author of the note. In the upper right hand corner you will find the date and time the comment was made and the
Options button where different options of the sticky note can be invoked.

WY LS LA i i 1] i 1) i i N
AL L [Elsticky Hote 21412008 82041 AM ) JI
! > o Options 1 = :
- = - 5
Show page number for RCE Details gk Status

Mark with Checkmark

*4 H5 @ I'-6"Ctrs. f S Hi
2 feqd. each fg:.e:_f Minimize Pop-Up MNaoke

4 I

— K Reset Pop-lUp Naoke Location
g leg of H4L bar
atends info wingwall, Delete

L farn L Reply

8CE Details for location )
nstruction joint, B Show Comments Lisk

Make Current Properties Default

Properties. ..

wis)

Stamps

Stamps can be chosen from a list of predefined stamps, or you can create your own stamps. For more information on
stamps, please see Placing PDF Stamps on sheet 10.

Highlight & Cross Out Text

Choose the Highlight or Cross Out tool, drag from the beginning of the text you want to mark up to the end. These can be
used on horizontal, vertical or angular text. To add a note, double-click the markup to add text in a pop-up note. Right
clicking on them will reveal their Properties and allow you to change them to your standards and/or preferences.

L0
i Zr _50lso 1000, Taper |
Lo S R -

= Shoulder .0 with NO—_SHOULDER)

8/qDLID|

SKT End Terminal (Alf, #/)
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Callout & Textbox

The Callout and Textbox tools allow the reviewer to create boxes that contain text. The Callout tool allows the use of a
leader in conjunction with a text box. Right clicking on the text box for both of these tools allows you to review the settings

and properties of the text and box in addition to moving the end of the leader.

[l [

2 his dimension |
heeds checked Ty

L] L]

/ —D; Fapar A Callout Properties
1l \ Appearance |@”ml
0 SHOULDER) = Line Ending: Thickness: Il pt :
wi K =)
E{: Style: Fill Calor: E]
____________________ * EBorder Color: @
1=
%. Opacity: IIDD%
with MO SHOULDER) | g ) 3
(e
3
] 1
[06"-0" Taper
[Jiocked []make Properties Default [ oK J [ Cancel

Line, Arrow & Shape

. V4 .

The Rectangle tool , Oval tool (not shown), Line tool and Arrow tool 2 let you create simple shapes.

To draw a rectangle, line, or arrow, either drag across the area where you want the markup to appear, or click twice: once to
create the start point and once to create the end point. The Line and Arrow tools can also be used in conjunction with the

Callout and Textbox tools to apply one comment to multiple locations.

<& . .
The Cloud tool and Polygon tool (not shown) create closed shapes with multiple segments.
To create a cloud or polygon shape, click to create the start point, move the pointer, and click to create each segment. To
finish drawing the shape, click the start point, or right-click/Control-click and choose Complete from the menu. Double-click

to end a polygon line.
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/

The Pencil tool

creates free-form drawings by using the mouse or a digitizer and stylus. To draw free-form lines, drag

where you want to begin drawing. You can release the mouse button, move the pointer to a new location, and continue

drawing.

Note:

To edit or resize the markup, select it and drag one of the handles to make your adjustments.

To add a pop-up note to the markup, select the Hand tool, and double-click the markup.

Click the close button in the pop-up note. A note icon appears to the right of the mark to indicate the presence of text in the

pop-up note. Examples of all of these can be found in the following example.

F_.YT%{_T?_?_\{_._‘,—\—W o /

o

Q
| / 500" /\_

| ( 30=3 Thrie Bsam 4 | 126" —
U Guardrail Transition * ) i 250 5
| . X ! |
L N N N - N I Set Status R
________ - I Mark with Checkmark,
0 A 3 B 1 H

\-'? Bridage —
Bl 199 |yt Widened shoulder - =
] —— =
e o I Hl I T Bl
________ | {'___ i ‘ B

Dpen Pop-Up Nate
Reset Pop-Up Mate Location

Delete

Reply

Show Commments List

Make Current Properties Defaulk

Properties. ..
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Show Comments

The Show Comments allows the reviewer to determine if their comments are to be shown or not, along with these options.

o &~ 2 0O O O / ‘ug-fShoW'

Show comments by type and type option

"

1 v &l Types

1 Motes

Drawing Markups
Text Editing Markups
Stamps

Attachments

End Terminal (All, *2) )

= Show Comments List

Hide All Comments Shift+Ctrl+&
Show by Type

Show by Reviewer »
Show by Stakus *
Show by Checked State »
©Open All Pap-Ups

Minimize All Pop-Ups Chrl+7

Show Copnector Lines

v Align New Pop-Ups by Default

Show comments by status, migration, or review

o
w

v All Status
Migration 3
Revigw L4

minal (Al *2})

Show Comments List

Hide all Comments Shift+Ctrl+3
Show by Type 4
Show by Reviewer 3
Showe by Status

Show by Checked State 3
©pen All Pop-Ups

Minimize Al Pop-Ups Ctrl+7

Show Connector Lines

Align Mew Pop-Ups by Default
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= Show Camments Lisk

Hide All Comments

Show by Tvpe

Show by Reviewer
Show by Status

Show by Checked State

open All Pop-Ups
Minimize: All Pop-Ups
Show Connector Lines

Align Mew Pop-Ups by Default

Shift-+Cerl+-6

qoiioA

ChrH-7

Show comments by reviewer, each or all.

v All Reviewers

briane

Terminal (A, *27

. Show Comments List

Hide Al Comments Shift+Ctrl+&
Show by Type
Shaw by Reviewsr

Show by Status

Show by Checked State *

open All Pop-Ups

Minimize All Pop-Ups Chrl+7

Show Connector Lines

Align New Pop-Lps by Default

Show comments by Checked State

2 Show Comments List

g

= 5

Hide all Comments

5

T
—
lv Checked and Unchecked
I Checked

Unchecked

- Show by Type

Show by Reviewer
Show by Status

Show by Checked State

Open All Pop-Ups
Minimize All Pop-Ups

‘s End Terminal (Alf, #2)
0 /

Show Copnector Lines

Align Mew Pop-Ups by Default

Shift+CerH-5

Chrl+7



Show Comment List
Within the Show Comment List in the Comment & Markup toolbar there is an option to Show Comment List. After selecting
this option, a Comment list will pop up on the screen. The comments will be shown by user. Along the top of the Comments
Window are several useful options to use. You can Expand or Collapse the comment list. You can Delete and Check Status
of Comments. On the right side of the menu bar in the Comments Window is an Options pull down. Within this list you can
choose to Summarize Comments, Import Comments, Export Selected Comments, Export Comments to Word, Export
Comments to AutoCAD, or Export Comments to Data File, and Review Tracker.

= briane

B3

Summarize Comments. ..

= O

briane
Highlight:
242008 12:31:45 PM

Irmpork Comments...

Export Selected Comments...

=50 (7

briane
Cross-Out
Z[4j2005 12:31:45 PM

=

briane
Highlight:
242008 12:31:45 PM

Export Comments ko Word, ., B |
Export Comments ko AutoCAaD. ..
Export Comments ko Data File. ..

Review Tracker...

=50 (g

briane
Cross-Out
Z[42005 12:31:45 PM

=

briane
Cross-0ut
242008 12:31:45 PM

briane
Cross-Out
Z[42005 12:31:45 PM

briane
Cross-0ut
242008 12:31:45 PM

I

Sort, Search, and Print Comments by different options.

v:? Prirt Comments =

¥ Comment & Markup Toolbar

= Hide Comments List

Hide Al Camments

Show by Type

- Show by Reviewer
Show by Skatus
Show by Checked State

Shift+Chel+-8

v Show Connector Lines

v align New Pop-Ups by Default
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Type
Page
v Author
Date
Color

Checkmark Status

ch =% Print Comments ~

Dj Arrange Windows

wWhat word or phrase would you like to
search For?

[Iwhale words anly
D Case-Sensitive

Search Comments

=2 Print Comments ~
-

Brink Corments Surmrmary

Create PDF of Comments Summary
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Comment Preferences
To change Comment Preferences go to Edit > Preferences > Commenting. Then select and set the desired options.

Preferences

Categories:

Docurnents
Full Screen
General
Page Display

b

Accessibility
Batch Processing
Zatalog

Colar Management
Canvert From POF
Convert To PDF
Forms

Identity
International
Internet
JavaScript
Measuring (20}
Measuring {300
Meeking
Mulkiredia
Mulkimedia Trusk
Mew Document
Online Services
Reading
Reviewing
Seatch

Saririkw

Yiewing Comments

Font: | Tahoma

Pop-Up Opacity: |85 i

Enable text indicatars and tooltips
|:| Print notes and pop-ups
Show lines connecting comment markups to their pop-ups on mouse rollover

Ensure that pop-ups are visible as the document is scrolled

Pop-lUp Open Behaviar
] automatically open comment pop-ups For comments other than notes
Hide comment pop-ups when Caomments List is open

[ ] automatically open pop-ups on maouse rollover

MMaking Comments

Always use Log-in Mame For Author name
Create new pop-ups aligned to the edge of the document
|:| Copy encircled ket inko Crawing comment pop-ups

[Jcopy selected bext inta Highlight, Cross-Out, and Underline comment pop-ups

| £

v| Fontses: 10 v

OF, l ’ Cancel

KDOT Bureau of Local Projects
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Comment Preferences (cont.)
Font Size & Type= Determines font size & type in pop-up notes.

Pop-up Opacity= Determines transparency of pop-ups in values of 1-100. “1” being the most transparent and “100” the least
transparent.

Enable Text Indicator & Tooltips= Shows tooltip containing the author’s name, comment status, and two lines of text.
Print Notes & Pop-ups= Specifies that pop-up notes associated with comments print exactly as they appear on the page.

Show Lines Connecting Comment Markups to Their Pop-ups= When placing the pointer over a comment markup, the
shaded connector line between the comment and the open pop-up note appears.

Ensure That Pop-ups Are Visible When Scrolling= Enables pop-up notes to shift and stay in view within the document as it is
scrolled.

Automatically Open Comment Pop-ups for Comments Other Than Notes= A pop-up note appears when you create a new
comment.

Hide Comment Pop-ups When Comments List Is Open= Helps reduce screen clutter when a page includes many comments.

Automatically Open Pop-ups on Mouse Rollover= When you place the pointer over a comment of any type, including
drawing markups and stamps, the pop-up note opens.

Always Use Log-in Name for Author Name= Determines which name appears in the pop-up note you create.

Create New Pop-ups Aligned to the Edge of the Document= Aligns pop-up notes with the right side of the document
window, regardless of where the comment markup is added.

Copy Encircled Text into Drawing Comment Pop-ups= Copies text that you circle using the drawing tools in the pop-up note
associated with the drawing markup.

Copy Selected Text into Highlight, Cross-Out, and Underline Comment Pop-ups= Copies selected text to the pop-up note
associated with the text editing comments, such as those created by the Highlight Text Tool.
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Shared Review

Shared Review Overview

Of the three managed reviews that Acrobat has to choose from, the Shared Review is the best option for Bureau of Local Projects
plan reviews. Shared Reviews are the most collaborative form of review because participants can read and reply to each others’
comments as they review the PDF locally. Shared Reviews also provide the most detailed information about the active review. A
notification feature lets you know when new comments are available, even when Acrobat is closed, and you’re informed of all
recent review activity each time you open the PDF. Published comments are saved to the server and to the local hard drive, and
Acrobat synchronizes comments between these two locations at regular intervals to download all the latest comments and changes.

=
e

Shared Review Diagram courtesy of
Adobe Acrobat 8 Professional Help Viewer

To view other reviewers’ comments in a shared review, you must use Acrobat 8.0 or Adobe Reader 8.0. Reviewers using Acrobat 6.0
or 7.0 must send their comments in email. Shared reviews do not support commenting in 3D files.
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Setting up a Shared Review
Shared Reviews will be set-up and initiated by the responsible BLP Project Manager.

To conduct a shared review, you and your reviewers must have read and write access to the server you use for storing comments.
The shared PDF that you send includes the Comment & Markup toolbar and instructions in the document message bar.

Start the setup wizard for a shared review by selecting the Review & Comment button in the Task toolbar, and choose Send for
Shared Review.

001_Tl_C4317_FC.pdf - Adobe Acrobat Pro

File Edit Wiew Document NEENUEGIEN Forms  Tools  Advanced  Approwelt  Window Help

3 Create - @ Comt = Add Sticky Hote Chrke . E

- O Hide Camment & Markup Toalbar
E] ﬁ = @ = Show Camments List

) Comment Yigw 4
= Stiyote & -

-
=
-

Comment & Markup Tools 4

"7 Attach For Email Review...
473 Send for Shared Review. ..

Enable for Commenting and Analysis in Adobe Reader. ..

Summatize Comments. ..

j= Prink with Comments Summary... Chrl+T

Wigrate Comments. .. 3\I\ISJ

Import Comments.. .,

Export Comments ko Word,
Expott Comments to AutaCAD, .,

Export Comments ko Data File, .,

rgl Track Reviews.., Tz

If prompted, type your name, email address, and job title in the Review Profile dialog box, and select OK.

Using the Send PDF for Shared Review wizard consists of a four step process listed in detail below.

Steps 1-4

1) In the Select Shared Location, choose the shared location that you'll use to store comments, or click Automatically collect
comments on my own internal server and click Next. 2) If you set up a new location, Type the full path of the folder location, or
browse to select the folder and click Next. 3) The Server location cannot be the same location as the file to be reviewed. A
subfolder to the location of the file to be reviewed should be used. Select to send automatically using Adobe Acrobat and to appear
as a link with in the message and click Next. 4) Type a descriptive name for the server, and select Next. The option to enable
commenting for Reader users is selected by default.
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Send for Shared Review

E3)

Send for Shared Review

£

How do you want to collect comments from your reviewers? Where would you like to internally host your shared review file?

56 U1-2279-01_oc v (® etwork folder
Automatically download & track comments with Acrobat.com () sharePaint workspace
I internal ser

n inkernal st ) Weh server Folder

Type the path to the shared network folder

Browse
51_C-3921-01_FC

56 _U-2275-D1_0 Status: Shared Folder access is unknown, Once you dlick Next, Acrobat will verify the location

Comment
@ + Reviewers can use Adobe Acrobat 8, Adobe Reader 8, or a later releass to
o make comments.

+ Reviewers need readjirite access ko your server ko share their comments, A shared network folder requires that all reviewers have read and write access to the
. shared folder on the file server. When you host a shared review From a network Folder,

all recipients can see and respond to each other's comments as they occur,
Collect

« Reviewers can see and reply to each other's comments in Acrobat or Readsr _ -
as they are made, Anyone with Adobe Acrobat 6, Adobe Reader § or later can participate.

+ Track which reviewers have responded and when they respondsd,

Send for Shared Review Send for, Shared Review El

How do you want to distribute your shared review file?

Provide a name for this server profile
(=) Send it automatically using Adobe Acrobat

(O 5ave a local copy and manually send it later 52_U-2235-01_0C|

Configuration Summary

» You chose ko send the file as a link automatically using Adobe Acrabat.
How do you want the shared review file to appear when it is sent?

@, g8

() As an attachment ko the message

+ A copy of the file wil be saved at the Shared Network Folder at:

1\ dt00mh71\departmentsiLocsl Projectstshared|Eplanst

Q Send automatically requires a working email application on this computer, To send the

shared review file via a web-based email account, use the manual send option {you can Q Pravide a profile name that wou will recognize in the future so that you can re-use this

then send the shared review file at anytime), prafile For other distributions. The prafile is saved with the options shawn here.

< Previous ] [ Mext = ] [ Cancel

[(Prewnus ] [ Next = ] [ Cancel ]
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Step 5

Specify reviewers by typing their email addresses, or by clicking Address Book and selecting email addresses from a Microsoft
Outlook address book. Insert a semicolon or a return between each address. If you want to specify a date when the review ends,
select Review Deadline, and select the date and time of the deadline. Be sure to include the deadline in the message. It is not
included by default. Review the invitation, and select Send. (See below)

KDOT Bureau of Local Projects

Send for Shared Review

Delivery Method: My Mebwork Folder (send as link)

To...

(Eoo
Subject: |Please join the review of 001_TI_C4317_FC_review.pdf
Message: Reset default message
‘ol are invited to review the document "001_TI_C4317_FC_review.pdf" located at: <\ydt00mh71 -

\departmentsiLocal ProjectstShared\Eplans\001 _TI_C4317_FC_review.pdf= E
‘ou can use Adobe Acrobat 8 or Adobe Reader 8, or later, ko review this document,

Cpen the document in Acrobat or Adobe Reader, and make vour comments using the Comment & Markup

tools, WWhen wou are Finished, click Publish Comments o automatically return your comments to the author
and all nkher Fewvicmers

Review Deadiine:  10/16/2009 12:00:00 AM

)
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(Example of email invitation for a Shared Review)

Review Deadline: 18/27/28186

You are invited to review the document "@91_C-4586-81_FC_review.pdf" located at:
<\\dteemh71\projects\lLocalProjects\District 34891 C-4586-81\3 Final Check‘\Comments\891 C-4586-81 FC review.pdf>

0Office check plans can be found at <\\dt8@mh71‘\projectsilocalProjects\District 34891 C-4586-81%2 Office
Check\Road\891 C-4586-81 0C archive.pdf>»

You can use Adobe Acrobat 8 or Adobe Reader 8, or later, to review this document.

Open the document in Acrobat or Adobe Reader, and make your comments using the Comment & Markup tools. When you
are finished, click Publish Comments to automatically return your comments to the author and all other
reviewers.

Get the free Adobe Reader 9 from:
<http://www.adobe.com/go/reader>

- — —
j® H9 0+ 9) :‘__' L T join the review of 091_C-4506-0L_FC_review.pdf - Message (Plain Tex) . [E=REE
»j-j/ Message Adobe PDF @
’ ’ ’ = L S I 44 Find
Q@ e XY P e B w3 A
Reply Reply Forward &, call = Delete Moveto Create Ojther Block Mot Junk Categorize Follow Mark as
to All Folder~ Rule Actions~ || Sender - Up~ Unread || k4 Select~
Respond Actions Junk E-mail (F Options (F Find
From: # Tod Salfrank Sent: Wed 9/29/2010 1:14 PM
To: ® Judith Tyner;  Michael Fletcher; @ Kent D. Anschutz; @ Kathleen Deitering; ‘#® Melissa Millick; ' Ed Thornton
Co
Subject: Please join the review of 091_C-4506-01_FC_review.pdf
f =
-

KDOT Bureau of Local Projects
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After selecting Send, you will see the following if no comments have been published.

Your document has been distributed to reviewers and saved to x
your network folder and your local hard drive.

The Share Review-Enabled PDF will open and resemble this example. It will have the Document Message Bar open in it with the
instructions to add your comments & drawing markups, publishing comments, and how to see new comments.

test binder1_Review. pdf - Adobe Acrobat Professional

File Edit Wiew Document Comments Forms Tools Advanced  wWindow  Help *®

N

E =] Please review this document and a_dd vour comments & drawing markups, Click Publish Comments to allow ather users to automatically see your comments. Click Check Far Mew Comments to see {EE Chack for Mew Comments Fublish Commants A .
new comments made by other reviewers, ﬁa

|! Bookmarks

[ L
001_T1_C4338_0C =
002_TS_C4338_0C
003_PP_C4338_0C
004_Ch_C4336_0C
005_Cv_C4336_0C
00B_Wwi_C4338_0C
007 _Cv_C4338_0C
008_BS_C4338_0C
003 _BS C4335 OC
010_BS C4335 OC
011 QT C4338 0C
012_TE_C4338_0C
013_TE_C4338_0C
014_TE_C4338_0C
[ 015 TE c4338_0C
016_TE_C4336_0C
017 _TE_C4338_0C
018_TE_C4338_0OC
019_PS_C4338_0C
020_SF_C4338_0C L
021 TR £4338 OC
022 TR C4335_OC
023_TR_C4335_0C

[ naa o caman e

SILT FENCE SLOPE BARRER

S
& B

STRAW EALE OPE_BARRER

BIDDECRADABLE LOG SLOPE BARRIER

3
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The shared PDF now contains the following information: the email addresses of reviewers, the path to the shared folder, and the
initiator’s profile. No matter when or how you send this PDF, each recipient gets this information, which appears in the Welcome
screen with news of recent activity when the PDF is opened.

Checking for New Comments

When you participate in a shared review, Acrobat synchronizes published comments on your local drive with those on the comment
server, and then notifies you when new comments are available. Notifications appear as bezel-style messages in the open PDF. In
Windows, notifications also appear as balloon-style messages in the notification area (System Tray). Because synchronization
continues after the PDF is closed, you’ll continue to receive notifications.

Messages in the notification area inform you when new reviewers join the review, when updates occur (multiple reviews), and when
synchronization attempts fail. They also inform you when a new broadcast subscription is added in the Review Tracker. You can
change how often messages appear and how often comments are synchronized, and you can manually trigger the synchronization
process.

=; Check for Mew Commerts

To view new comments, select the Check for New Comments button.

To change the frequency of synchronization and notification of comments,
choose Edit > Preferences > Tracker and then adjust sliders to personal preference.

Shared Review and Form Data Colleckion {Server-Based)

Automatically Check for Mew Comments and Form Data;

L.

Every 1 hour

Suspend the Check for Mew Comments and Form Data:

After 90 days of inackivity . i,

Rermove Custom Server Locations

0 C-4550-01_OC v | | remove Server Profile |
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Review Tracker
The Review Tracker is used to manage your document reviews. From this window, you can see who's joined a shared review and

how many comments they’ve published. You can also rejoin a review, access comment servers used in reviews, and email
participants.

To access the Review Tracker go to Comments > Review Tracker or select the Server Status button in the Document Message Bar at
the top of the Share Review-Enabled PDF and then select Review Tracker.

Check far Meswy Commerts Publizh Comimernts @ =

B revien tracer..

Save as Archive Copy...

Wirk OFfling

Once opened, the Review Tracker includes links to all PDF documents in managed reviews. Each link lists the date and time the PDF
was sent and the list of invited reviewers. Links to shared PDFs provide additional information, including the deadline (if set) and the
number of comments submitted per reviewer. Deleting a link in the Review Tracker doesn’t delete the PDF file. (See below)
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Example showing Reviews Sent

Example showing Reviews Joined

& Review Tracker

N | Reviews Tve Sent

— @ test binderl_Review.pdf
EH 4 Reviews I've Joined

) Eest OC 19 CA13301_Review pdh:
= [ Review Servers
RSS' @ Reviews on de00mb7 L
@ Reviews on dt0Omho4

Reviewers

Reviewer Title No. of Comments Type
O s ot.o Reguired
0L sdot.org Required
Brian lsdot.org) Engineering Technician Special 0 new / 3 total Initiator

test binderl Review.pdf

Location: WOHI0mh714ProjectsilocalProjectsiDistrict Zitest binderi_Review.pdf
Sent: 2/5/2006 10:20:22 AM

Comments: 3

Deadline: 241472008

Review Server: dtoomh7l

Changes since you last viewed the file:
+ Mo new reviewers have joined
* Mo new comments have been published {3 total)

;% Email All Reviewsrs & Add Reviswsrs

& Review Tracker

= = B Reviews T've Sent
— @ test binder1_Review.pdf
= Reviews I've Joined
) kest OC 18 C-4133-01 R
B Review Servers
@ Reviews on di0mh71
@ Reviews on dtdOmho4

test OC 19 C-4133-01 Review.pdf

Location: o4 Test Electranic Plansitest 19 C-4133-0140ffice Checkitest OC 19 C-
4133-01_Review.pdf

Sent: 9/24/2007 2:52:18 FM -05'00"

Comments: S

Deadline: 9/25/2007 -05'00"

Review Server: dtoomhog

Changes since you last viewed the file:
« Mo new reviewers have joined
* Mo new comments have been published {56 total)

Reviemers

Reviewer Title No. of Comments Type
. s dot.org Reguired
(s dot.org Required

Brian ksdot.or Engineering Technician Special 0 new / 16 total Required

Charles ksdot.org) Engineering Tech Special 0 new / 3 tatal Initiator

Jud ksdot.or Received 0 new / 24 total Added

Tod ksdot.or Associate Road Engineer 0 new £ 11 total Added

Ken ksdat.or 0 new / 2 total Added

% Ermnail Initiator (% Ernail All Reviewers

Bridge Inspectar Sr.

KDOT Bureau of Local Projects
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Participating in a Shared Review
1) Open the Shared Review Email. See screen capture in lower right of Sheet 23 for example of Shared Review Email.

2) Open the PDF attachment or link. Once opened, commenting tools and a Document Message Bar with instructions opens.

E B Flease review this document and a_dd your comments & drawing markups. Click Publish Comments to allow other users to automatically see your comments, Click Check For Mew Comments to see {ﬂ:_,;_l Check for Mews Comments % Publish Comments =] .
= new cormments made by other reviewers, C xEJ-

3) If prompted, type your name, email address, and job title to create a reviewer profile.

4) Add Comments.

ﬁ; Publizh Comments
5) When you want to share your comments, click Publish Comments. Once this has been done, a prompt will

appear on your screen showing you that “X” new comments were published to the server. Make sure comments are published
before exiting.

% 8 new comments were published to the server »

6) When exiting Shared Review, select File from the Menu Bar and then Exit. Upon selecting Exit, you will see a prompt asking “Do
you want to save changes before closing”. While the first response would normally be “Yes”, ALWAYS select “No”. Selecting “Yes”
will save a copy of the review to your local hard drive on your PC, eliminating valuable disk space over time, and not save the
changes to the central server where the Shared Review resides.

'f Do wou wank to save changes to ‘test binderl_Review.pdf before closing?

'
es Cancel

Note: In a Shared Review, you can see all reviewers’ comments that have been published.
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Reply to Comments
Replies to comments are especially useful in Shared Reviews, when participants can read each others’ comments. The Shared

Review initiator can let the reviewers know how their suggestions are being implemented. When one or more reviewers reply to a
comment, the set of replies is called a thread. All replies in a thread appear in the pop-up note and in the Comments List. Replies

are indented below the original comment.

rch r:’ Print Comments ~

T Experc 2l B col Y | & Repty Wil Delete

briane

=2 0 Draft
Z2/6/2005 9:14:11 AM

I briane Stamp is in wrong place
H U Y iy e
2)6/2008 9:13:09 AM B

O b briane Used incorrect stamp
-

Draft 262008 9:14:11 A
briane Options

Reply 1 - briane 252008 9:13:09 Ak

Stamp is in wrong place

Reply 2 - briane 262008 31331 aM |

i Used incorrect stamp it

The number of replies that a comment has received appears in a box when you place the pointer over the comment.

[DRAF T | [ briane=2 Replies
REVIEWED }

By Brian P. Engelke ar 1105 am, Feb 01, 2005

KDOT Bureau of Local Projects Page 29



Sorting Comments
Note: This procedure is intended for the BLP Project Manager who is the initiator of the Shared Review.

Sorting comments was briefly covered in the Show Comments section. As a review, the Comment list is made available by selecting
the Show Comments button in the Comment & Markup toolbar.

. Shaw Carmrments List

Hide All Comments Shife+Ctrl+a

1

| Show by Tvpe 4
Show by Reviewer r
Show by Status 4
Show by Checked State L4

Cpen All Pop-Ups
Minimize All Pop-Ups Chrl+7

Show Connector Lines

Align Mew Pop-Ups by Default

Comments can be sorted by Type, Page, Author, Date, Color, and Checkmark Status. (below left) The first time you change the sort
settings, you will see this message (below right). If you don’t want to be reminded about the difference between “Show”, “Sort”,
and “Search”, check Don’t show again and select OK.

Adobe Acrobat

Use the "Show" menu ko hide or show comments in vour PDF document.,

r:? Print Comments ~

Type Use "Sart" menu to change the order of comments in the Comments
Page List,
Use "Search” to find specific comments based on the author, subject, or
v duthor contents,
Date

‘when you hide or sort comments, any replies are hidden or
Color sorted with the original comment.

Checkmark Status
. []pon't show again
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Marking Comments w/ Checkmarks
Note: This procedure is intended for the BLP Project Manager who is the initiator of the Shared Review.

Checkmarks can be used to indicate any number of things. You can checkmark the comments you have read, which comments have
been addressed as a record, which are priority, or which comments have been resolved between the participants.

To mark a comment with a checkmark, right-click a comment in the comment window. Then select Mark with a Checkmark. (below
left) You can also mark a comment with a checkmark by selecting the desired comment in the comment window and selecting the
Checkmark button in the Comment Window Toolbar. (below right).

‘ Expand Al ‘ Collapse &1 € Next

briar
B 0 Draft|  Collapse
2lalz
o Reply
o |
0% Set Status y 1P
Mark. with Checkmark A
] il s I oo e Pl o
[ b' bri ] place E Checkmark | F Shiosy + Sort By i "
Delete
biarn - .
U & Broperties... Mark current comment with a chedk markh

Summarizing Comments
Note: This procedure is intended for the BLP Project Manager who is the initiator of the Shared Review.

Summarizing comments is a convenient way to get a synopsis of all the comments associated with a PDF. When you summarize
comments, you can either create a new PDF with comments that you can print, or you can print the summary directly. The summary
is neither associated with nor linked to the PDF that the comments are derived from.

To Summarize Comments, go to the extreme right hand side of the Comment Window toolbar to the Options button. Open the
Options and select Summarize Comments. (See below)
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,:.i' Prirt Comments = Ciptions -+

Surnmatize Comments., ..

Impott Comments. ..

Export Selected Comments. ..

Export Comments to Ward. ..
Export Comments bo AuboCALD..,
Export Comments to Data File, ..

Review Tracker...

Scan for Comments

Once Summarize Comments is opened, you will see the Summarize Options box. Page layout options for comment summaries are
Document and comments with connector lines on separate pages, Document and comments with connector lines on single pages,
Comments only, and Document and comments with sequence numbers on separate pages. Further options are Paper Size, Sort
comments by, Font Size, Include All Comments or Include Only the Comments Currently Showing. Once Options have been set,
select Create PDF Comment Summary. A separate PDF document will open containing a Summary of Comments by the options
selected.

Summarize Options [x]

Choose a Layaout

(:) Document and comments with connector lines on separate pages
() Document and comments with connectar lines on single pages

) Comments anly

@ Document and comments with sequence numbers on separate pages

Paper Size: Sork comments b

Font Size: () Small () Medium (D Large

Include: () All comments () Only the comments currently showing

Pages containing no comments

Pages |1 ko |51

[ Create PDF Comment Summary ] [ Cancel
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Examples of Comment Summary page layouts
Document and comments with connector lines on separate pages

Document and comments with connector lines on single pages

Pagm s
=

/:__ =
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Comments only

Summary of Comments on test binder1.pdf
Page: 1
et emmow  ow e
e i oo "
b

BAdecss e mevews  Das

EEEREN

Document and comments with sequence numbers on separate pages

KDOT Bureau of Local Projects Page 34



Returning Comments to Consultant
Note: This procedure is intended for the BLP Project Manager who is the initiator of the Shared Review.

Once the Shared Review is complete, you can save a copy of the review PDF that contains all the comments that reviewers have
published or that you’ve imported (merged) by saving it as an Archive Copy. This copy is no longer connected to the Shared Review,
and you can edit both content and comments in it.

For a shared review, choose File > Save As Archive Copy, or click the Status button in the document message bar and choose Save
As Archive Copy. (See below)

N Edit Wiew Document Comments Forms  Tools  Advanc

[ open... ChrlH0
Qrganizer L
24 Creats PDE »

.ﬁ Combine Files. ..

2] Skart Meeting. ..

[ save Chrl4-5
Save fs... Shift+CErl+5 {E:H Check for Mew Comments Publizh Commerits

R Save as Certified Document. ..

Save a Copy... Review Tracker, .,

Save as Archive Copy...

\Waork Offline

Save as archive Copy...

:EI Expork L

After the Archive Copy has been saved, the Plans Technician is responsible for returning it to the Consultant by email, FTP site, or CD
for their review and correction of comments.
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BLP Checking Process & Procedures

Field Check

1)
2)

3)
4)
5)
6)
7)

8)

Consultant delivers electronic plans to KDOT BLP through the KDOT FTP site, or on CD.

The Plans File Technician will put the PDF’s into the appropriate project directory on the central KDOT server and notify the
responsible Project Manager of the electronic plans arrival.

The Project Manager will then attach the Plan Tracking Sheet to each volume of the PDF set and initiate a Shared Review,
invite attendees, set a review deadline date, and coordinate the on-site Field Check.

At completion of the Shared Review, the Project Manager will coordinate the plotting half-size prints of the Field Check plans
with comments.

The Field Check prints will be used at the on-site Field Check to record on-site comments and discussion.

The Project Manager will be responsible for bringing prints with electronic and hand written comments back to BLP.

The Project Manager, upon return to the BLP office, will add the handwritten comments to the electronic document or
coordinate the scanning of the full size prints with electronic and handwritten comments for BLP use and records.

The Plans Technician will then return the electronic set with all comments to the Consultant through KDOT FTP site, or on CD
for their review and correction of comments.

Office Check

1)
2)

3)
4)

5)
6)

Consultant delivers electronic plans and Form 1307 to KDOT BLP through the KDOT FTP site, or on CD.

The Plans File Technician will put the PDF’s into the appropriate project directory on the central KDOT server, , and notify the
responsible Project Manager of the electronic plans arrival.

The Project Manager then attaches the Plans Tracking Sheet to each volume of the PDF set and initiates a Shared Review,
invite attendees, and set a review deadline date.

The Project Manager then creates an Archive Copy of the Shared Review for BLP use and records.

At completion of Shared Review, the Project Manager will review all comments for consistency and conformity.

The Plans Technician will then return the Archive Copy of the Shared Review to the Consultant by email, FTP site, or on CD
for their review and correction of comments.
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Final Check

1)
2)

3)
4)

5)
6)

Consultant delivers electronic plans and Form 1307 to KDOT BLP through the KDOT FTP site, or on CD.

The Plans File Technician will put the PDF’s into the appropriate project directory on the central KDOT server, , and notify the
responsible Project Manager of the electronic plans arrival.

The Project Manager then attaches the Plans Tracking Sheet to each volume of the PDF set and initiates a Shared Review,
invite attendees, and set a review deadline date.

The Project Manager then creates an Archive Copy of the Shared Review for BLP use and records.

At completion of Shared Review, the Project Manager will review all comments for consistency and conformity.

The Plans Technician will then return the Archive Copy of the Shared Review to the Consultant by email, FTP site, or on CD for
their review and correction of comments.

Preliminary Plans (PS&E)

1)
2)

3)

4)
5)

6)
7)

8)
9)

Consultant delivers electronic plans and Form 1307 to KDOT BLP through the KDOT FTP site, or on CD.

The Plans File Technician will put the PDF’s into the appropriate project directory on the central KDOT server, and notify the
responsible Project Manager of the electronic plans arrival.

The Plans File Technician will notify the Program Technician that the plans are available. The Program Technician will create
the PS&E worksheet, Form 235, and verify that all required permits, R/W, and Utilities have been cleared.

The Program Technician will send the completed forms to the Plan File Technician.

The plan file technician will obtain a “Stamp signature” from the Bureau Chief on the title sheet of the electronic plans. The
Plan File Technician will also create a transmittal and obtain signatures from the Project Manager, The Bureau Chief, the
Program Manager and Construction and Maintenance. When complete, the Plan File Technician will place the transmittal
and Form 235 (electronic forms) on DMS and provide the links to the Plans and Proposal Coordinator of the Bureau of
Construction and Maintenance via email, and send a copy of the plans to the City/County involved by through the KDOT FTP
site, or on CD for their records.

The Plan File Technician will notify the Project Manager that the Shared Review for PS&E can be initiated.

The Project Manager will attach the PS&E tracking form to the back of the plans and then will initiate a Shared Review, invite
attendees (positions to be provided by C&M), and set a review deadline date. The deadline date will be included in the body
of the email but will not be set in the Shared Review process.

Construction and Maintenance will perform the PS&E process and notify the Project Manager when complete.

The Project Manager then creates an Archive Copy of the Shared Review for BLP use and records.

10) At completion of the Shared Review, the Project Manager will review all comments for consistency and conformity.
11) The Plan File Technician will then return the Archive Copy of the Shared Review to the Consultant through the KDOT FTP site,

or on CD for their review and correction of comments, and will request Final Plans for Letting.
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Final Plans for Letting

1) Consultant delivers electronic plans to KDOT BLP through the KDOT FTP site, or on CD. Consultant will send a paper copy of
the Title Sheet with original signature and seal stamped.

2) The Plans File Technician will put the PDF’s into the appropriate project directory on the central KDOT server. Verify that the
original Title Sheet has also been received. Create a file to store the Title Sheet. Notify the responsible Project Manager of
the electronic plans arrival.

3) The Plans File Technician will request the appropriate amount of copies from the Duplicating Department and distribute
copies according to the distribution list. The Plans File Technician will have the Bureau Chief sign one copy of the plans and
take to Construction and Maintenance for the Official Letting copy.
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E-Plans Quick Reference -Sheet 1

Commonly Used Navigation Panel Buttons
Pages Bookmarks Comments

0 O &

Commonly Used Toolbars
Comment & Markup

Comimernt & harkug ®x

 stayhe L - f| ] B\ = @ & /[ O O S shows
File Find Page Navigation Select & Zoom

File * Fird x Page Mavigation ® Select & Foom x

O=sbs | : T nr ) R[]
Tasks

Tazks *

ﬁ Creste PDF - @ Combking Files - @ Export = ﬁ Secure T lSign < IEI Farms = 3 Reviesy & Comment =

Show Comments Bar

m Expand &l ‘ Collapse All V¢ Set Status ~ | F Show = 3 Sort By v » Search r:g Prirt Comments =

Document Message Bar

E = Please review this document and e_ndd wour comments & drawing markups, Click Publish Comments ko allow other users ko automatically see vour comments, Click Check for New Comments ko see @H Check for Mew Comments % Publish Comments 7
new comments made by other reviewers., “EJ
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E-Plans Quick Reference -Sheet 2

Eplans Directory Structure File Naming Abbreviation Convention
51 S [ ————— Title Sheet Tl Pavement Details PV Temp. Erosion Control WP
']" ettt bl | |1 lex Of Sheet IS Miscellaneous Details Ml Permanent Seeding PS
= [ LocalProjects General Notes GN Inlet Details IN Roadside Improv. RI
IC) District 1 Project Overview PO Manhole Details MH Lighting LI
o District 2 Typical Sections TS Sewer Details SD Traffic Signals TS
g g:z:itj Intersection Details ID Erosion Control EC Signing SI
) District 5 Plan Details PD Guardrail GR Pavement Marking PM
[ District & Joint Details D Safety Barrier SB Traffic Control TC
) Headquarters Contour Maps CM Retaining Walls RW Detour Plans DT
= Egdmli_';“:dSit”p " Construction Layout  CL End Sections ES Traffic Control Stds.  TE
_LP_ProjTemplate " . .
5 0_contracts Plan/Profile PP Drainage Sheet DS Surfacing SF
5 1_Field Check Plan Sheets PL Culverts cv Cross Sections S
I3 2_office Check Profile Sheets PR Bridge Sheets BR Wingwalls WWwW
g 3_Final Check Monument Details MD  Bridge Standards BS Quantities QT
4_PSBE . .
() Estimates Fencing FC Constr. Sequencing CS
[ Misc_Documents
[ Program_fgmt: .
) Traffic_Eng Standard Sheet Sizes
[ PuisecPE
2 Special ANSI Inches
[C3) template
I3 working A 8.5”"x11”
B 11”x17”
Projects will be stored on CADD Server DtOOmh71 C 17”x22”
aDr‘1d s‘orte‘ollI k;yl:Dlstrlrc]t. EP;?JeCt:S:;YWthm eachd |:-| D 22”%34”
istrict will follow the E-Plans irectory and File
. . KDOT 22”x36”
Name Convention located in

http://www.ksdot.org/burLocalProj/BLPDocuments/KDOTBLPEplans.pdf
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BLP Checking Praocess Flowchart

Designer delivers Plan Technician Project Manager

E-Plans to KDOT places plans in initiates shared
project directory review

Participants review plans,

provide comments, and
stamp as “Reviewed”

Project Manager ends Project Manager Plan Technician

shared review creates review comments

returns plans to

Archive Copy for consistency Designer
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