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2nd Sheets Using Office 365 and MicroStation V8i

General Information

Instructions in this document are for development of 2" sheets using Office 365 and MicroStation V8i.
The process of attaching Office files in MicroStation is called ‘OLE linking’, which stands for Object Link and
Embed. It works best to Link Excel files and to Embed Word files when users are attaching Office files to
MicroStation. CADD Support has embedded several Word documents in MicroStation DGN seed files including
General Notes and Index sheets in order to streamline their production.
‘Embedded’ Word documents are available only from inside the MicroStation file.
‘Linked’ Excel files are external to MicroStation and can be opened & edited from either inside
MicroStation or outside of MicroStation directly in Excel. If the Office file is edited separate from
MicroStation, the link in MicroStation must be updated after the MicroStation file is opened in order to
reflect the current information.
The Office OLE attachment is a picture of the Office file. The boundary of the picture is defined by a
MicroStation shape element. The OLE attachment can be modified by graphics commands such as move,

copy and scale.




Set up Office 365

This is the recommended set up for Office 365 when using the T.D.O.T. Roadway Design Division templates
and programs. If Office templates are not installed to the default folders, then the directions will need to be
modified accordingly.

Do this one time only when using Word and Excel Office 365 for the first time with the TDOT templates and
programs. This must be done for each user profile in the computer that will be using Office 365 to link with
MicroStation.

Word:

1. InWord Office 365, click on the File tab at the far left of the ribbon and choose Options from the drop

Docurment] = Campatibiiey Mode - Ward
= Compatibility Mode Properties -
= Some new festures are dissbled to prevent problems when working with previous Sire N
Forn versions of Office. Canverting this file will enable these features, but may result in
layout changes. Pages 1
Wards 0
Total Editing Time 1 Minute
E_ Protect Document Title Add a title
[N Control what types of changes people can make to this document, Tags Add atag
Protect
[ —— Comments Add comments

Related Dates

Save as Adabe Last Maodified

PDF @3

Check for
Print Issues~

Share

b )

Manage
Close Document »

Account

Feedback

Options

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

Manage Document

rE‘j There are no unsaved changes,

Created Today, 10:07 AM
Last Printed

Related People

Author
TK Tahmina Khan

Add an author

Last Maodified By Mot saved yet

Show All Properties




2.

In the Word Options dialog click on Save in the options on the left.

Set the Save Files in this format: option to "Word Document (*.docx)".

Set the Default personal templates location: “C:\Users\Public\Office Standards”
Set the folder where you wish all Word documents to be saved by default.
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Word Options

General

Display

Proofing

Save

Language

Ease of Access
Advanced

Customize Ribbon
Cluick Access Toolbar
Add-ins

Trust Center

E Customize how documents are saved.

Save documents

AutoSave OneDrive and SharePoint Online files by default on Word ©
| Word Document (*.docx)

v|@

Save files in this format:

Save AutoRecover information every | 10 +| minutes

Keep the last AutoRecovered version if | close without saving
|C:\Users\JJﬂ8030\AppData\Roaming\Micrn softhWord',

AutoRecover file location:

| Browse...

[] Don't show the Backstage when opening or saving files with keyboard shortcuts
Show additional places for saving, even if sign-in may be required.
[ save to Computer by default

Default local file location: |C:\Users\JJﬂEﬂ§0\Dncuments\

| Browse...

Default personal templates location: |C:\Users\Puinc\.Ofﬁce Standards]

<

Offline editing options for document management server files

Saving checked out files to server drafts is no longer supported. Checked out files are now saved to the Office
Document Cache.

Learn more

Server drafts location: | C:\Users\JJ02030\Docurments\SharePoint Drafts),

Preserve fidelity when sharing this document: | Document1 A

[J Embed fonts in the file @

m

3
m
=
m

0K | | Cancel




3. Inthe Word Options dialog, click on Advanced in the options on the left.
Scroll down to the General section and click the File Locations button.

Word Options

General
Display
Proofing

Save
Language
Ease of Access
=
Customize Ribben

Cuick Access Toolbar

Add-ins

Trust Center

General @

(1 Cenfirm file format conversion on open
Update automatic links at open

(] Allow opening a document in Draft view

(] Show add-in user interface errors

Mailing address:

)‘ Eile Locations.., | | Web Options...

Layout options for: | Document]

] Add space for underlines

(] Adjust line height to grid height in the table
(] Allow hyphenation between pages or columns,
(] Balance SBCS characters and DBCS characters

(] Convert backslash characters into yen signs

[] Don't center "exact line height" lines

[] Don't expand character spaces on a line that ends with SHIFT+RETURN

[] Don't use HTML paragraph auto spacing

(] Draw underline on trailing spaces

[] Suppress extra line spacing at bottor of page

(] Suppress extra line spacing at top of page
| Use line-breaking rules

[] Use Ward 2013 rules for hyphenation between pages and columns,

oK

| | Cancel

Click on User Templates and then click on the Modify button.




File Locations ? >

File types: Location:

Documents Chilsers 020300 Documents
Imageas
User templates Chlsers\PublichOffice Standards
Workgroup templates -

4 [AutoRecover files ChARoaming'MicrosoftyWord
Tools CiwMicrosoft Office’Root\Office16
Startup ChAMicrosoft\Word \STARTUPR

Modify.., €=

The default location is treated as a trusted source for opening files, If you
change a location, make sure that the new location is secure,

ox | o]
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Navigate to and set the folder to: "C:\Users\Public\Office Standards".

Click OK to save the setting.

This will set the default template location for both Word and Excel so that the TDOT template folders will be

available.
4. Inthe Word Options dialog, click on Trust Center in the options on the left.

Click on the Trust Center Settings button.



Word Options

General

Display

Proofing

Save

Language

Ease of Access
Advanced

Customize Ribbon
Cuick Access Toolbar

Add-ins

Trust Center

U Help keep your documents safe and your computer secure and healthy.

Security 8 more

Visit Office.com to learn more about protecting your privacy and security.

Microsoft Trustworthy Computin

Microsoft Word Trust Center

The Trust Center contains security and privacy settings. These settings help keep your
computer secure, We recommend that you do not change these settings.

Trust Center Settings..{

L =

| | Cancel




5.

In the Trust Center dialog, click on Trusted Locations in the options on the left. Then modify as listed:

a.

If you will be using Office documents on a network drive, check the box at the bottom for
Allow Trusted Locations on my network.

Select the trusted location for "Word default location: User Templates”.

Click the Modify button.

All files stored under Trusted Locations will automatically load macros without any action from the user.

T

2 1

| Trust Center ? *

Trusted Publishers
Trusted Locations
Trusted Documents sure that the new location is secure.

Trusted Add-in Catalogs

Add-ins m—== | C:\...ppData\Roaming\Microsoft\Templates\  Word default location: User Templates
C:\. Files (xBE)\Microsoft Office\Templates', Word default location: Application Templates

ActiveX Settings
Macro Settings
Protected View
Message Bar

File Block Settings

Privacy Options

Trusted Locations

Warning: All these locations are treated as trusted sources for opening files. If you change or add a location, make

Path Description Date Modified

User Locations

C\.. Data\Reaming\Micreseft\Word\Startuph.  Word default location: StartlUp

Policy Locations

Path: ChUsers\ J080300AppData Roaming\Microsoft\ Templates)
Description: Word default location: User Ternplates

Date Modified:
Sub Folders: Disallowed

Add new location... Remove {-

% Allow Trusted Locations on my network (not recommended)
[[] Disable all Trusted Locations

OK Cancel

C.

In the dialog box, which opens for the User Templates, set the Path by Clicking on the Browse
button.
Select the Path "C:\Users\Public\Office Standards™.

Select on the box for "Subfolders of this location are also trusted" and click OK.



6.
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Microsoft Office Trusted Location 7 X

Warning: This location will be treated as a trusted source for opening files, If
you change or add a location, make sure that the new location is secure.

Path:

m—p | CUsers\Public\Office Standards

Browse...

—_ iSubfolders of this location are also trusted!

Description:
Ward default location: User Templates

Date and Time Created: 10/2/2019 11:05 AM
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In the Trust Center dialog, click the Add new location button.




o

| Trust Center

Trusted Publishers
Trusted Locations
Trusted Documents
Trusted Add-in Catalogs
Add-ins

ActiveX Settings

Macro Settings
Protected View
Message Bar

File Block Settings

Privacy Options

Trusted Locations

Warning: All these locations are treated as trusted sources for opening files. If you change or add a location, make

sure that the new location is secure,

Path | Description | Date Modified =
User Locations
Ch\Users\Public\Office Standards', Word default location: User Templates 10/2/2019 11:06 AM
C. Files (x88)\Microsoft Office\Templates\,  Word default location: Application Templat...
Ch.ata\Roaming\Microsoft\Word\Startupt.  Word default location: StartUp
Policy Locations

Path: Ch\Users\Publich Office Standards),

Description: Word default location: User Templates

Date Modified: 10/2/201% 11:06 AM
Sub Folders: Allowed

é I Add new location... i ‘ Remaove | | Modify... |

Allow Trusted Locations on my network (not recommended)
(] Disable all Trusted Locations

OK H Cancel ‘

Click the Browse button and navigate to the location where your project files are stored.

—

It is recommended for TDOT personnel that all Roadway Design Projects be stored on your c: drive in a folder

named Projects and individual projects in subfolders.

Click on the "Subfolders of this location are also trusted" option, key in a description if desired and
click OK.
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Warning: This location will be treated as a trusted source for opening files, If
you change or add a location, make sure that the new location is secure.

Path:

Microsoft Office Trusted Location ? >

ﬁ’ | Ch\Projects

Browse,
% isubfolders of this location are also trusted:
Description:
Date and Time Created: 10/2/2019 11:09 AR
[ ok || cancer |

FdLlil CUEEETFIOETCVUTTICOE STaMaarasy

With your project folders defined as trusted locations, all macros will automatically be enabled.

Your Trusted Locations should look like this.

| Trust Center

Trusted Publishers

Trusted Locations

Trusted Locations

Message Bar

Trusted Documents

Macre Settings

Protected View

File Block Settings

Privacy Options

cure that the new location is secure.

Warning: All these locations are treated as trusted sources for opening files. If you change or add a lecation, make

. Files (x36)\Microsoft Office\Templates),

C...ata\Roaming\Microsoft\Word\Startuph,  Word default location: Startlp

Policy Locations

Word default location: Application Templat...

Trusted Add-in Catalogs Path || Description | Date Modified =
User Locations

Add-ins — C:\Projects\, 10/2/2019 11:09 AM

ActiveX Settings — ChUsers\Public\Office Standardsh, Word default location: User Templates 10/2/2019 11:06 AM

Path: C\Projects),
Description:

Date Modified: 10/2/2019 11:09 AM
Sub Folders: Allowed

Add new location... || Remove || Meodify... |

—* Allow Trusted Locations on my network (not recommended]
[] Disable all Trusted Locations

QK

|| Cancel |
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If you open a Word Office 365 file with macros that is not in a trusted location, the following two settings,
numbers 7 and 8 will provide you the opportunity to enable the macros as needed.

7. Inthe Trust Center dialog, click on Macro Settings in the options on the left.

The option "Disable all macros with notification" should be set.

-

Trust Center ? X

Trusted Publishers
rHstEa Fubisher Macro Settings

Trusted Locations
Disable all macros without notification

9 ® Disable all macros with notification

Disable all macros except digitally signed macros

Trusted Documents
Trusted Add-in Catalogs

Add-ins Enable all macros (not recommended; potentially dangerous code can run)

ActiveX Settings

Developer Macro Settings

[ Trust access to the VBA project object model
Protected View

Message Bar
File Block Settings

Privacy Options

Cancel

8. Inthe Trust Center dialog, click on Message Bar in the options on the left.
The option "Show the Message Bar in all applications when active content, such as ActiveX controls

and macros, has been blocked" should be set.

11



Trust Center ? X

Trusted Publishers
rusted Publisher Message Bar Settings for all Office Applications

Trusted Locations
Showing the Message Bar
Trusted Documents 9 ® Show the Message Bar in all applications when active content, such as ActiveX controls and macros, has

Trusted Add-in Catalogs been blocked

Mever show information about blocked content
Add-ins
ActiveX Settings Policy Tips

Macro Settings Show Policy Tip in the Message Bar. Turning this off will disable all Pelicy Tips unless your erganization requires
it.
Protected View
Message Bar

File Block Settings

Privacy Options

[ Enable Trust Center logging

Cancel

9. Click OK at the bottom of the Trust Center dialog to save the Trust Center settings just made.

10. This completes the settings under Word Options, so click the OK button at the bottom of that dialog to
complete the Word Office 365 set up.

Word Template Files

T.D.O.T. Roadway Design Division Word templates used with MicroStation, are part of the Standard Design
and Survey CADD Files and Documents, Office downloads from the TDOT CADD web page. The templates

listed below should be in their default folder locations as shown.

C:\Users\Public\Office Standards\Survey
e Property Owner Contact Letter - Aerial Flagging.dotm

e Property Owner Contact Letter - Geotechnical Staking.dotm
e Property Owner Contact Letter - ROW Staking.dotm

e Property Owner Contact Letter - Survey.dotm

e Region 1 Survey Letterhead.dotx

e Region 2 Survey Letterhead.dotx

e Region 3 Survey Letterhead.dotx

12



e Region 4 Survey Letterhead.dotx

e Survey Check List_Field.dotx

e Survey Check List_Office.dotx

e SURVEY_SUBMITTAL_CHECK_LIST.dotx
e SuveyContact Avery5160_ Labels.docx

e SuveyContact Envelopes.docx

C:\Users\Public\Office Standards\TDOT 2nd Sheets
e Blank Sheet for 2nd Sheet Notes.dotx

e Bridge Index.dotx

e CONSTRUCTION INDEX OF SHEETS.dotx

e Convert Word To V8.dotm

o Drop Off Notes Traffic Control .dotx

e EPSC Notes .dotx

e General Notes .dotx

e Index and Standard Drawings .dotx

o Pavement Edge Drop-Off Traffic Control Notes.dotx
e PRELIMINARY INDEX TITLE SHEET .dotx

e RIGHT OF WAY INDEX TITLE SHEET .dotx

¢ ROW Notes Utility Notes Utility Owners .dotx

e SHEET FORMAT FOR 2ND SHEET NOTES .dotx
e SPECIAL NOTES .dotx

e Standard Roadway Drawings .dotx

e Standard Structure Drawings .dotx

e Standard Traffic Operations and Structure Drawings .dotx

e Standard Traffic Operations Drawings .dotx

C:\Users\Public\Office Standards\TDOT English Tab Quantities
-NONE-

13







Excel:

1.

2.

In Excel Office 365 welcome screen, choose Options from the bottom left corner of screen.

\ccount

Feedback

Gptions

Good afternoon
.
i
[ake 2 tour
-
Blank workbook Estimated Roadway Q.. Welcome to Bxcel

Recent  Pinned  Shared with Me
[ Name
5 012345.00 SUR

| Survey Contact Acq_Create
=[] C:» Project - CADD = CADD Pushout » Nov. 2019 » SDacs

2019 Edison Time Sheets
Deskiop

ezl Survey Contact Acg_Create
3y )

Users » Public » Office Standards » Survey

E Survey_Contact Acg_Create
L G Test Folder

5 01234501 ROW
C» Test Folder

2| Survey_Contact Acq Createl

(1]« Project s CADD » CADD Pushout » Nov. 2019

@’ Estimated Roadway Quantities

E] C » Test Folder » Amy

)a; Estimated Roadway Quantities
] € » Users » Public = Office Standards » TDOT 2nd Sheets

ROWAcqTable

}] € » Users» Public = Office Standards » Survey

N e N e

Vsen e s 2
Drop-down list Formulas PivotTable Pie charts
i

g - .

Drog-down tutoril Formia tutoril PivotTable futorial Beyond pic charts tuto... Seasonal phato calendar

fhago

In the Excel Options dialog, click Save in the options on the left.

Set the option for Save Files in this format: "Excel Workbook (*.xIsx)".

Personal Monhy Bud.

More templates —

More workbooks —

Change the path given for Default personal templates location: “C:\Users\Public\Office Standards”
Set the folder where all Excel documents should be saved by default.

15




3.

Excel Options

Ease of Access

Trust Center

Document Cache.

Learn maore

AutoRecover file location:

General E Customize how workbooks are saved.

Formulas

Diata Save workbooks

Procfing AutoSave OneDrive and SharePoint Online files by default on Excel ©

Save Save files in this format: | Excel Workbook (*axlsx) e - |
Language Save AutoRecover information every | 10 - | minutes

Keep the last AutoRecovered version if | close without saving

|C MUsers\JJ080300AppData\Roaming Microsoft\Excelt

Advanced : R )
[] Don't show the Backstage when opening or saving files with keyboard shortcuts
Customize Ribbon Show additional places for saving, even if sign-in may be required.
Quick Access Toolbar [] Save to Computer by default
. Default local file location: |C:\Users\JJﬂ3ﬂ3ﬁ\Documents |
Add-ins

Default personal templates location: |C:\Users\Puinc\O’Fﬁce Standards (G

Show data loss warning when editing comma delimited files (*.csv)

AutoRecover exceptions for: | Bookl -

[] Disable AutoRecover for this workbook only

Offline editing options for document management server files

Saving checked out files to server drafts is no longer supported. Checked out files are now saved to the Office

Server drafts location:

CaUsers\ 020300 Documents SharePoint Draftsy,

Choose what colors will

Preserve visual appearance of the workbook

be seen in previous versions of Excel:(® Colors...

[v]

‘ | Cancel

In the Excel Options dialog, click Trust Center in the options on the left.

Click the Trust Center Settings button.

16




4.

Excel Options

General

Formulas

Data

Proofing

Save

Language

Ease of Access
Advanced
Customize Ribbon

Cuick Access Toolbar

Add-ins

@ Help keep your documents safe and your computer secure and healthy.

Security & more
Visit Office.com to learn more about protecting your privacy and security.

Microsoft Trustworthy Computing

Microsoft Excel Trust Center

The Trust Center contains security and privacy settings. These settings help keep your -
computer secure, We recommend that you do not change these settings. Trust Center Settings... é—

Cancel

In the Trust Center dialog, click Trusted Locations in the options on the left.

Select the trusted location for Excel Office 365 default locations: Application Templates.

Click the Modify button.

All files stored under Trusted Locations will automatically load macros without any action from the user.

17




| Trust Center ? X

Trusted Publishers
rusted Publisher Trusted Locations

Trusted Locations N

Warning: All these locations are treated as trusted sources for opening files, If you change or add a location, make

Trusted Documents sure that the new location is secure.

Trusted Add-in Catalogs Path Description Date Modified
User Locations

Add-ins % C\... (x86)\Microsoft Office\Root\Templates\  Excel default location: Application Templates

P . Ci\..ata\Roaming\Microsoft\ExcelXLSTART\  Excel default location: User StartUp
ActiveX Settings )

.icrosoft Office\Root\Office 1 B\KLSTART  Excel default location: Excel StartUp
.ppData\Roaming\Microsoft\Templates\  Excel default location: User Templates
.icrosoft Office\Root\Office1\STARTUP\  Excel default location: Office StartUp
dicrosoft Office\Root\Officelf\Libranyt.  Excel default location: Add-ins

Macro Settings

C

&

&
Protected View c
Message Bar

Policy Locations

External Content
File Block Settings

Privacy Options

Path: C\Program Files (x86)\Microsoft Office\Root\Templates!
Description: Excel default location: Application Templates

Date Modified:

Sub Folders: Allowed
Add new location... Remove @
:Allow Trusted Locations on my network (not recommended) :

[] Disable all Trusted Locations

E Cancel

5. In the dialog box, which opens for the User Templates, set the Path by clicking the Browse button.
Select the Path "C:\Users\Public\Office Standards".

Select the box for "Subfolders of this location are also trusted" and click OK.

Ly ICTOEDTT LITTICEe W MOOTWLITTICE IO AL ™ ]SS 1Y FYCEl OeTALNT IOCATION: FYCE] STAIM

Microsoft Office Trusted Location ? =

Warning: This location will be treated as a trusted source for opening files, If
you change or add a location, make sure that the new location is secure,

Path:
C\Users\Public\Office Standards| @

Browse...

% Subfolders of this location are also trusted
Description:

Excel default location: Application Templates

Date and Time Created:

TP L T B B o T i o o LT o o i B T T R Tl T

6. Inthe Trust Center dialog, click on the Add new location button.
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Lo 2 I

|| Trust Center ? X

Trusted Publishers
[ Trusted Locations

Trusted Locations . . . .
Warning: All these locations are treated as trusted sources for opening files. If you change or add a lecation, make

Trusted Documents sure that the new location is secure,
Trusted Add-in Catalogs Path Description Date Modified
User Locations
Add-ins Ch\Users\Public\Office Standards', Excel default location: Application Templates  10/2/2019 11:43 AM
ActiveX Settings Chorosoft Office'\Root\OfficelG\STARTUPY  Excel default location: Office StartUp
Ch..icrosoft Office\Root\Office18\Librany Excel default location: Add-ins

Macro Settings C\...pData\Reaming\Microsoft\Templates\,  Excel default location: User Templates

Ch..crosoft Office\Root\Office1BVXLSTARTY  Excel default location: Excel StartUp

Protected View Ch..ta\Roaming\Microsoft\Exce\ XLSTARTY,  Excel default location: User StartUp

Message Bar

Policy Locations
External Content
File Block Settings

Privacy Options

Path: ChUsers\PublichOffice Standards\,
Description: Excel default location: Application Templates

Date Modified:  10/2/201

Sub Folders: Allowed

9 11:43 AM

q Add new location... Remove Modify...

iAllow Trusted Locations on my network (not recommended);

[] Disable all Trusted Locations

4 Cancel

Click on the Browse button and navigate to the location where your project files are stored. It is
recommended for TDOT personnel that all Roadway Design Projects be stored on your c: drive in a folder
named Projects and individual projects in subfolders.

Click on the "Subfolders of this location are also trusted" option, key in a description if desired and
click OK.

L ICTOSOTT LITTICEWROOTWLITTICE [0 IR FYCE OETAUNT IOCATION: SA00-105%

Microsoft Office Trusted Location ? >

[=1]

Warning: This location will be treated as a trusted source for opening files, If
you change or add a location, make sure that the new location is secure,

Path:

m—p | (\Projects

Browse...

é Subfolders of this location are also trusted
Description:

Roadway Project F::ulders|

Date and Time Created: 10/2/2019 11:44 A

Cancel

Fatmm CEETE T FIDITCNUTTTOE STanaarast
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With your project folders defined as trusted locations, all macros will automatically be enabled.

Your Trusted Locations should look like this.

Trust Center ? X

Trusted Publish
fusted FLBIEE Trusted Locations

Trusted Locations
Warning: All these locations are treated as trusted sources for opening files. If you change or add a location, make

Trusted Documents sure that the new location is secure.

Trusted Add-in Catalogs Eath Description Date Modified
User Locations

Add-ins CA\Projects), Roadway Project Folders 10/2/2019 11:44 AM

P B Ch\Users\Public\Office Standards\ Excel default location: Application Templates  10/2/2019 11:43 AM

ActiveX Settings

JtatRoamingiMicrosoft\ExcelXLSTART\  Excel default location: User StartUp

Macro Settings ..crosoft Office\Root\Office 16\ XLSTART  Excel default location: Excel StartUp

R B L= o icrosoft Office\Root\ Officel16\Librany, Excel default location: Add-ins

Protected View Ci..pData\Roaming\Microsoft\Templates,  Excel default location: User Templates
Message Bar Ch..rosoft Office\Root\OfficelB\STARTUPY  Excel default location: Office StartUp
External Content Policy Locations
File Block Settings
Privacy Options

Path: C\Projectsy,

Description: Roadway Project Folders

Date Modified: 10/2/2019 11:44 AM
Sub Folders: Allowed

f Add new location... Remove Modify...

q Allow Trusted Locations on my netwerk (not recommended)
[] Disable all Trusted Locations

0K Cancel

Note: If you open an Excel Office 365 file with macros that is not in a trusted location, the following two

settings, humbers 7 and 8 will provide you the opportunity to enable the macros as needed.

7. Inthe Trust Center dialog, click on Macro Settings in the options on the left.

The option "Disable all macros with notification" should be set.
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R 7] ¥

Trusted Publish
fUstEa TURiEnEE Macro Settings

Trusted Locations

Disable all macros without notification
Trusted Decuments . i .
®) Disable all macros with notification

Trusted Add-in Catalogs Disable all macros except digitally signed macros
Add-ins Enable all macros (not recommended; potentially dangerous code can run)

ActiveX Seftings Developer Macro Settings

q Macro Settings
[ Trust access to the VBA project object model
Protected View

Message Bar
External Content
File Block Settings

Privacy Options

oK Cancel

In the Trust Center dialog, click on Message Bar in the options on the left. The option "Show the Message
Bar in all applications when active content, such as ActiveX controls or macros, has been blocked"
should be set.
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Trust Center

Trusted Publishers
Trusted Locations
Trusted Documents
Trusted Add-in Catalogs
Add-ins

ActiveX Settings
Macro Settings
Protected View
4 Message Bar
External Content
File Block Settings

Privacy Options

Message Bar Settings for all Office Applications

Showing the Message Bar
® Show the Message Bar in all applications when active content, such as ActiveX contrels and macros, has
been blocked

MNever chow information about blocked content

Policy Tips

EShcu- Policy Tip in the Message Bar. Turning this off will disable all Policy Tips unless your organization requires
it ;

[] Enable Trust Center logging

Cancel

9. Click OK at the bottom of the Trust Center dialog to save the Trust Center settings just made.

10. This completes the settings under Excel Options, so click the OK button at the bottom of that dialog to

complete the Excel Office 365 set up.

Saving Documents with Macros

If you try to save a new document that has macros with the default file formats, .docx or .xlIsx, then you will

be warned that all macros will be thrown out since those file types are specifically macro free.

—_— /|\ == Documents

test

Excel Workbook (*.xlsx)

Mare options...
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JEAS 4 SEIIWE 1 1TTREN JNINSL

Microsoft Excel

‘ o VB project

Yes Mo

1 To continue saving as a macro-free workbook, click Yes,

The following features cannot be saved in macro-free workbooks:

Help

To save a file with these features, click Mo, and then choose a macro-enabled file type in the File Type list.

oo

T T e T T

If you no longer need the macros, simply click Yes to save the file in the macro free format. Otherwise,

click No to stop at this point.

To keep macros for later use, go to File > Save As and under Save As Type choose the macro-enabled

one. Also change the folder location where you need to save it.

—> [ C: > Projects

test

Excel Macra-Enabled Workbook (* xlsm)
Mare options...

| nusonest

- E Save

9 132U s P

Date modified

v | & | SearchProjects

Type Size
File folder
File folder
File folder
TAM  Microsoft Excel M.  20,342KB

Save As
> is > ish ) » Projects
+ This PC » 0SDisk (C9) > Proj
Organize +  Mew folder
R ~
3 This pC Name
§ 3D Objects MicroStationVEiClass
I Deskiop TDOT Geopak Drainage Class Files
[£) Documents 1 TitleSheet
B testxdsm
¥ Downloads
D Music
&) Pictures
& Videos
i, OSDisk (C:)
= DATA (D)
- DATA(E)
Fala N WY J
File name:
Save astype: | Excel Macro-Enabled Workbook (*xlsm)
Authors:  TDOT Tags: Addatag
[ Save Thumbnail

A Hide Folders

Title:  Estimated Roadway Quantities

Tools ~ Save

Cancel

Previously saved documents automatically save in their current format.

Enabling macros that are not in a trusted location

If you open a file with macros that is not in a trusted location, a Security Warning message bar will appear.
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&9~ |+ Copy of Estimated Roadway Quantities (2)xlsm - Microsoft Excel - O X
Home Insert Page Layout Formulas Review View Acrobat =] e o B 2
] ! P ] ] | - T - A -
B S rial <10 v AN A S Wrap Text Text - iﬁ‘ ﬁjﬂ ‘—;d g7 nse ‘%F l:?a
Ex - e ~ o Delete ~ E - &
Paste B 7 U~ | e A~ Fad Merge & Center ~ | $ ~ % » | %5 ;% Conditional Format — Cell e Sort & Find &
- = =3 = ° B0 0 o matting + as Table ~ Styles - | [&d Format | (2~ Filter~ Select -
Clipboard Font Alignment / : wmher Styles Cells Editing
! Security Warning  Some active content has been disabled. Click for more detai Enable Content X
143 - 5 v
A B c D E F G| H 1=
1 Project No. 1 Data Project No. 2 Data Project No. 3 Data Project No. 4 Data Project No. 5 Data B
State Construction Project
2 |Number
3 |Federal Project Number
4 |Mon-Participating (i (i I
g |Project Description
& PN
7 |Letting Date
g |Project Type | - -l -] ) S
10 Units | Enaish 2000 || Engish 2000 »|| Engish 2000 »|| Engish 2000 vIl Englh 2000 -
A 1 ¥ [} »
12 County I - : - - -
13 |Route
14 Road Name
17 |Project Length
1a Beginning Station
1g Ending Station
20 |Beginning Log Mile
21 |Ending Log Mile
22 |Morth Coordinate
23 |East Coordinate =
24 |Longitude
25 |Latitude
27 Roadway Designer ROWS WITH RED DESCRIPTORS IN THE FIRST COLUMMN ARE REQUIRED.
28 |Roadway CE Manager 2
2q |Date Turned In BUTTOMNS:
31 | Bridge Required | =z Press "CONTINUE" once you have filled in the Project Data sheet and wish to see the tab blocks. A
32 |Retaining Wall Required? | hd set of basic tabs will become visible, as well as the "Add Sheet"” page from which the designer can
33 | Signals Required? | - add additional tab blocks as necesary. Blank worksheets may also be added.
34 |Is Chapter 867 [ - ) ) ) R
- - Press "FILE DIET" to create a smaller-sized version of the file, which will include only the tab blocks
35 | Bridge Designer chosen by the designer. This smaller file should be easier to email, but will not include the "Add
35 Bridge CE Manager sheets" page, and can not be used for further development. Use this button to create files for
25 |Estimate Type | . submlssmnforesltlmates,etc,butcont!nuetoworkfromvourorlglnalflle.The FlleDletlflllewHI
— - | be named according to the PIN and estimate type, and saved in the same folder as the original.
3g Quantities Calculation Date |
40 Quantities Updated Date I Press "SUBMIT" to email the file created by the "FILEDIET" button to the appropriate addresses,
41 based on the estimate type.
42
E Continue File Diet ‘ Submit ‘ Admin E
The "ADMIN" button contians tools used by the estimating offices. Designers should not need to
:: press this button. However, if you are unsure if you are using the latest version, press the
4;}' "ADMIN" button and look for the version information in the header of the resuulting menu. T
47
43
43 o il
4 4+ ¥ | Project Data ¥ e[ ] » 1]

If you need to use the macros, click the Enable Content button in the message bar. The Security Warning

message bar goes away, and macros are ready for use. Once a document has been trusted, Office 365

remembers the name so that it will not be necessary to Enable Content again later.
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Excel Template Files

T.D.O.T. Roadway Design Division Excel templates used with MicroStation, are part of the Standard Design
and Survey CADD Files and Documents, Office downloads from the TDOT CADD web page. The templates

listed below should be in their default folder locations as shown.

C:\Users\Public\Office Standards\Survey
e ROWAcqTable.xItm

e Survey Contact_Acqg_Create.xltm
e Survey Weekly Progress Report.xltx
e  Utility Owners.xltx

C:\Users\Public\Office Standards\TDOT 2nd Sheets

¢ Bridge Quantities.xItm

e Convert Excel to V8.xtlim
e Maintenance Quantities.xltm
e Project Commitments.xltx
e Estimated Roadway Quantities .xItm
C:\Users\Public\Office Standards\TDOT English Tab Quantities

o Box Culvert or BR XS Drainage Data.xtlx

e Box Slab.xltx

e Concrete Median Barrier.xltx

e Drainage Data for Drainage Map.xltx

e Enhanced Silt Fence Check Design Dimensions.xltx
e Guardrail Tab Builder.xltm

e Pipe Culvert Profile Data No Quantity.xltx

o Pipe Culvert Profile Data Quantity.xltx

e Pipe Culvert XS Drainage Data.xltx

e Storm Drainage Pipe Tab Builder.xItm

e Storm Drainage Structure Tab Builder.xltm

Estimated Roadway Quantities Excel File

The Estimated Roadway Quantities Excel file is required on all jobs per the T.D.O.T. Roadway Design

Division Roadway Design Guidelines. A preliminary construction quantity estimate Excel file shall be submitted

to the Estimating and Bid Analysis Office when the Right-of-Way plans are turned in per Section 3-400.15. A

complete construction quantity estimate Excel file shall be turned in to the Estimating and Bid Analysis Office
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when the plans are turned in for construction, Section 4-140.06. See Section 4-140.05 for details on the

Estimated Roadway Quantities Excel file.

This Excel quantities file is used as an input file for a T.D.O.T. computer database program. The
worksheets names, column and row locations and heading information should not be changed or the database

program will not input the data correctly.

The Estimated Roadway Quantity Excel file will contain all worksheets that are needed for a design project.
The following worksheets are required but not limited to the following: Project Data, Rdwy Quantity Block 1,
Rdwy Quantity Block 2 (if needed, etc), Foot Notes, Box Bridge Quantities Block, and all Tabulated

Quantity Blocks. There may be many worksheets for a large job.

The Estimated Roadway Quantity file has all of the approved Tabulated Quantity Blocks embedded in it for
TDOT Roadway Projects.

Structures, Maintenance and the Right-Of-Way Utilities Office also have estimated quantities Excel files
that they submit to the Estimating and Bid Analysis Office. The templates for these are included in the TDOT
2nd Sheets download.

The Utility Office provides their estimated quantities Excel worksheet to their users. The Utility Office will
send a copy of the utility Excel worksheet to the Roadway Design Division so the “Estimated Utilities
Quantities” Sheet 2A3 for the plans can be produced, as per Section 4-137.00 in the T.D.O.T. Roadway
Design Division, Roadway Design Guidelines.

Save the Excel file to your project folder. Any links attached will not be correct if the Excel file is not saved

onto your computer or computer network where your files are stored before attaching them to a MicroStation

file.
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Create the TDOT Estimated Roadway Quantities

It is required that the user have all of the tabulated quantity blocks in the same file with the estimated roadway

guantities. By putting all of the worksheets together in the same Excel file, the quantities on the different tab

block sheet quantities should be linked to the estimated quantities sheet. These same tab blocks and quantity

blocks will be linked to the MicroStation design files. By setting up the Excel estimate file in this way, each

guantity can be entered and updated in one location only and will then be updated in each of the locations

where the value appears.

These directions will first demonstrate creating the Estimated Roadway Quantities file and later describe

adding other tabulated blocks.

1. In Excel, click on the far left of the Excel ribbon and choose New

2. Under New, choose Personal.

New

search for online templates

Suggested searches:  Business Personal  Planners and Trackers  Lists Budgets Charts

Featured {Personal

7 =

Je)

Calendars

Survey TDOT 2nd Sheets

Account

Feedback

Options

27
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3. Gotothe TDOT 2" Sheets tab and select the Estimated Roadway Quantities.xItm template

Account

Feedback

Options

New

Search for online templates

Suggested searches: Business  Personal

Featured Personal

Choose the file
with the latest
revision date.

pel

Planners and Trackers Lists Budgets Charts Calendars

TDOT 2nd Sheets TDOT English Tab Quantities TDOT Letters
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Estimated Roadway Quantities] - Excel

File Home Insert Page Layout Formulas Data Review View Help ACROBAT O Tell me what you want to do
+ ¥mm Hspit | DO =
Formula & R |10 8 e 5
i RN e e | Q [y B S | =RlE
Normal Page Break Page Custom [ Gridlines Headings Zoom 100% Zoom to New Arrange Freeze Switch Macros
1 Preview Layout Views 9 Selection Window Al Panes~ E (kK] Windows =~ ©
] Workbook Wiews Show Zoom Window Macros
143 M f
A E C [n] E F G H_|
1 Project No. 1Data Project No. 2 Data Project No. 3 Data Project No. 4 Data Project No_ 5 Data
State Construction Project
2 |Mumber
3 |Federal Project Number
4 |Mon-Participating I r I~ [ B
5 | Project Description
e
7 |Letiing Date
g |Preiect Tups [ =] =1 = =l
40 | Uniits | Engizh 2000 = Engmh20m j=h 2000 w || Engizn 2000 =
i 1 =
12 |County | =] =l =]
13 |Roue
4 | FoadName
17 | Project Length
15 | Beginning Station
13 |Ending Station
20 | Beginning Log Mile
21 |Ending Log Mile
22 | Morth Coordinate
235 | East Coordinate
24 | Longitude
25 | Latibude
27 | Finadway Designer ROWS WITH RED DESCRIPTORS IN THE FIRST COLUMN ARE REQUIRED.
2 | Froadway CE Manager 2
29 | Date Tumedin BUTTORIS:
31 | Bridge Required | j Press "CONTINUE" once you have filled in the Project Data sheet and wish to see the tab blocks. A
35 | Fetaining Wall Fequired? [ j setof I]als.i: tabs will become visible, as well as the "Add Sheet" page from which the designer can
= add additional tab blocks as necesary. Blank worksheets may also be added.
33 | Signals Required? | |
34 ||s Chapter 867 [ =] Press "FILE DIET" to create a smaller-sized version of the file, which will include only the tab blocks
35 | Bridge Desigrer chosen by the designer. This smaller file should be easier to email, but will not include the "Add
35 | Bridge CE Manage: Sheets" page, and can not be used for further development. Use this button to create files for
= ission for esti etc, but continue to work from your original file, The "File Diet” file will
55 | Estimate Tupe j be named according to the PIN and estimate type, and saved in the same folder as the original.
il
39 | Quantities Calculation Date |
40 | Quantities Lipdated Date I Press "SUBMIT" to email the file created by the "FILE DIET" button to the appropriate addresses,
a1 based on the estimate type.
42 _ _
43| Continue File Diet Submit | Admin The "ADMIN" button contians tools used by the estimating offices. Designers should not need to I
a4 press this button. However, if you are unsure if you are using the latest version, press the "
45 "ADMIN" button and look for the version information in the header of the resuulting menu.
48
47
Ao
Project Data

4. Fillin the Project Data sheet. Instruction notes are available on the worksheet. Hold the mouse pointer
over the small red triangles for directions. NOTE the rows with RED text (2, 3, 5, 6, 9, 11, 13, 27, 28 and
31) in column “A” are required be filed in before you can proceed! The example below shows what must be

filled in to proceed
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File Home

HH|

Insert

Page Layout Formulas

Data

]
Formula Bar Q

Estimated Roadway Quantities1 - Excel
ACROBAT P Tell me what you want to do

’é‘% B spiit k)

Review Help

=

i

=L f

35 |Estimate Tupe

| [ ——

33 |Buantities Caloulation Date

40 | Quantities Updated Date

— -]

42 . 3
a3 Continue File Diet

Submit | Admin

submission for estimates, etc, but continue to work from your original file. The "File Diet” file will
be named according to the PIN and estimate type, and saved in the same folder as the original.

Press "SUBMIT" to email the file created by the "FILE DIET" button to the appropriate addresses,
based on the estimate type.

The "ADMIN" button contians tools used by the estimating offices. Designers should not need to
press this button. However, if you are unsure if you are using the latest version, press the
"ADMIN® button and look for the version information in the header of the resuulting menu.

AHide 1
Mormal Page Break Page Customn O Zoom 100% Zoomto New Arrange Freeze Switch Macros
A N Gridlines Headings . . -
I Preview Layout Views 9 Selection | Window Al Panes~ [] {0 i Windows - -
] Waorkbook Views Show Zoom Window Macros
B40 - Fx
A E C o E F G | H |
7 |LettingDate Fetiuary 3, 2016 | February 3, 2015
o 1
g |Project Type [ Hew midge EET =l - K| =
10 | Units \ Engizh 2000 | Engen 200 j| Engieh 2000 w| Engen 2000 - | Engish 2000 =)
" 1 [} _— -
1z |County | van Buren _v‘ Van Bumn -| - - | -
13 |Route SR30 SR30
14 |RoadMame
17 _|Project Length 5.58 Miles 5.58 Miles
g |Bieginning Station
13 |Ending Station
20 |Beginning Log Mile 0.00 0.00
21 |EndingLogMile 5.55 5.58
22 |Marth Coordinate
23 |East Coardinate
24 |Longitude -95.253436 -55.263436
25 | Latinude 35675467 35675467
27 | Roadw ay Designer Diane Euitt
ROWS WITH RED DESCRIPTORS IN THE FIRST COLUMN ARE REQUIRED.
26 |Poadway CEManager 2 Fobert Rodgers
29 |Date TurnedIn N-11-17 BUTTONS:
31 |Bridge Required = =
Retoinig vl Boodred? ‘ = j Press "CONTINUE" once you have filled in the Project Data sheet and wish to see the tab blocks. A
32 - 3 - il = set of basic tabs will become visible, as well as the "Add Sheet" page from which the designer can
33 | Signals Required? [ e j add additional tab blocks as necesary. Blank worksheets may also be added.
3q |l Chapter 867 = =
35 | Bridge Designer Press "FILE DIET" to create a smaller-sized version of the file, which will include only the tab blocks
chosen by the designer. This smaller file should be easier to email, but will not include the "Add
36 |Bridge CE Manager N
=7 Sheets" page, and can not be used for further development. Use this button to create files for

Project Data
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Mormal Page Break Page
Preview Layout

Home Insert

Waorkbook Views

-

a

Page Layout Form

=

[ Gridlines [+ Headings

Show
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B

Data Review
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Zoom %

ulas

Zoom
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Estimated Roadway Quantities] - Excel

View Help ACROBAT £ Tell me what you want to do
a:&\ +j E E% Hspit 0 (% T‘
PlHide I - =L
Zoom to New Arrange Freeze Switch Macros
Selection | Window Al Panes~ [ [l ] Windows ~ -
Window Macras
u] E F G H |

State Construction Project
Mumber

)

04002-5218-14

Project No. 1Data

Project No. 2 Data

04003-3215-34

Project No. 3 Data Project No. 4 Data Project No. 5 Data

Federal Project Mumber

(3

STRHSIP-30(73)

STRHSIP-30(731

Mon-Participating

i

=

Praject Descriptian

From Vanburen Ca. Line to East of

From Yanburen Co. Line ta East of|

Quantities Caloulation Date

5 Fioh Sapp Rd. Biob Sapp Pd
5 PN 000000.00 000000.00
7 | Letting Date Febusry 9, 2018 February 9, 2013
g |Project Typs [ Mow Bige =] =] =]
10 | Units Englzh 2000 = =
12 | County | van Buwen g =
13 |Foute SR30 SR30
14 |RoadName
17 | ProjectLength 5.58 Miles 5.55 Miles
15 |Beginning Station
13 | Ending Station
20 | Beginning Log Mils 0.00 0.00
21 |Ending Log Mile c5g 553
2z | Morth Coordinate
23 | East Coordinate
24 | Longitude -85.253436 ~85.263436
25 | Latiiude 35.6T5467 35675467
27 | Roadw sy Designer Diane Evitt
ROWS WITH RED DESCRIPTORS IN THE FIRST COLUMN ARE REQUIRED.
25 | Rosdway CE Manager 2 Robert Rodgers
29 | Date Tumedin 11T BUTTONS:
31 | Bridae Required [ Ma -l
— - - Press "CONTINUE" once you have filled in the Project Data sheet and wish to see the tab blocks. A
32 | Retaining wall Fequired? = 2| 3 ] - - ; . .
- - = set of basic tabs will become visible, as well as the "Add Sheet" page from which the designer can
33 | Signals Required? | N j add additional tab blocks as necesary. Blank worksheets may also be added.
34 |Is Chapter 367 [ Mo |
35 | Bridge Desigrer Press "FILE DIET" to create a smaller-sized version of the file, which will include only the tab blocks
- chosen by the designer. This smaller file should be easier to email, but will not include the "Add
3 | Bridge CE Manager o ‘
o7 Sheets" page, and can not be used for further development. Use this button to create files for
55 | Estimate Type | Prefiminary Exdimate submission for estimates, etc, but continue to work from your original file. The "File Diet” file will

Quantities Updated Date

L1 |-

File Diet

Submit ‘ Admin

5. When you have filled in all the data for the Project Data sheet click on the Continue Button.

"ADMIN" button a

be named according to the PIN and estimate type, and saved in the same folder as the original.

Press "SUBMIT" to email the file created by the "FILE DIET" button to the appropriate addresses,
based on the estimate type.

The "ADMIN" button contians tools used by the estimating offices. Designers should not need to
press this button. However, if you are unsure if you are using the latest version, press the

nd look for the version information in the header of the resuulting menu.

You will notice the sheet tabs will appear at the bottom of the sheet.

6. Before you can fill in the Estimated Roadway Quantity Block(s) you must have gquantities and they must be

tabulated. All tabulated blocks are in this one file. To open a tabulated block sheet, click on the tab at the

bottom named Add Sheets.
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File Home Insert Page Layout Formulas Data Review View Help ACROBAT £ Tell me what you want to do
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Mormal Page Break Page O Gridii - Zoom 100% Zoomto New Arrange Freeze Switch Macros
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A B C u] E F G H | il k
1 Project No. 1Data Project No. Z Data Project No. 3 Data Project No. 4 Data Project No. 5 Data
State Construction Project
2 | Mumber 04002-5218-1d 04003-3218-54
3 |Federal Projsct Mumbet STRIHSIP-30(73) STRHSIP-30(74)
4 | Mon-Participating T = — = r
Proiect Desarintion From Wanburen Co. Line ta East of | From Yanburen Co. Line to East of|
5 | F Biob Sapp Ad Bob SappFRd
5 PN 000000.00 000000.00
7 | Letting Date Febusry 9, 2018 February 9, 2013
g |Project Typs [ Mow Bige B =] =] =] =]
10 | Urits | Engizh 200 ][ Engen 2000 v |[ Engizn 2000 !
i ) —
1z |County | van Buwen _v| an Bumn Ll Ll -l
13 |Foute SR30 SR30
14 |RoadName
17 | ProjectLength 5.58 Miles 5.55 Miles
15 |Beginning Station
13 | Ending Station
20 | Beginning Log Mils 0.00 0.00
21 |Ending Log Mile c5g 553
2z | Morth Coordinate
23 | East Coordinate
24 | Longitude -85.253436 -85.263436
25 | Latiiude 35.6T5467 35675467
27 | Rosdw sy Designer Diane Evitt
ROWS WITH RED DESCRIPTORS IN THE FIRST COLUMN ARE REQUIRED.
25 | Rosdway CE Manager 2 Robert Rodgers
29 | Date Tumedin 11T BUTTONS:
31 | Bridae Required [ Ma -l
— - - Press "CONTINUE" once you have filled in the Project Data sheet and wish to see the tab blocks. A
3z | Fetaining Wall Fequired? [ He =] . . S B " i ;
- - = set of basic tabs will become visible, as well as the "Add Sheet" page from which the designer can
33 | Signals Required? | N =l add additional tab blocks as necesary. Blank worksheets may also be added.
34 |Is Chapter 367 [ Mo |
35 | Bridge Desigrer Press " DIET" to create a smaller-sized version of the file, which will include only the tab blocks
Bridge CE Manager chosen by the designer. This smaller file should be easier to email, but will not include the "Add
g‘.s Sheets" page, and can not be used for further development. Use this button to create files for
55 | Estimate Type | Prefiminary Exdimate j submission for estimates, etc, but continue to work from your original file. The "File Diet” file wijl
39 | Quantities Caloulation Date i | be named according to the PIN and estimate type, and saved in the same folder as the original.
Updated D . .
:10 Duarkities Updated Date l Press "SUBMIT" to email the file created by the "FILE DIET" button to the appropriate addresse:
4z based on the estimate type.
43 File Diet | Submit ‘ Admin
a4 The "ADMIN" button contians tools used by the estimating offices. Designers should not need
45 press this button. However, if you are unsure if you are using the latest version, press the
45 "ADMIN" button and look for the version information in the header of the resuulting menu.
47
48
43
Project Data L ntity Block 2 | Footnotes ‘ Box Bridge Quantities Block | 4
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7. This will bring up a dialog box so the user can choose the Classification and Type of Tab Block need.
NOTE: All approved Tabulation Blocks are in this file and are hidden. This will unhide them for you.
For this example, we will open Catch Basins & Manholes Tabulation Block.

The "AddTab Blocks" window should open automatically. Ifit doesnaot, or if youcloseit and
needto re-open it, usethisbutton.

Add Sheets
Each timeyouchoose atabblock and press "select” acopy of thetab block iscreated. A blank
worksheethas been added asthe last option.
Please note: allTab Blocksareto be placed at as@le of 18.
Add Tab Blocks oo
Classification o> [ Rozdway Structures |
Type > | Catch Basins & Manholes ﬂ

Select

7

Make your selection and Click Select.

8. This will open a sheet for the chosen Tab Block as shown below.
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Estimated Roadway Quantities1 - Excel Tahmina Khan

File Home  Insert  Pagelayout  Formulas  Data  Review  View Help  ACROBAT £ Tell me what you want to do % Share I Comments
—
H H i Erormunter | O B |8 e & | &
Nomal Page resk Page Custom | [ ¢ iinee (7] Headings Zoom 100% Zoomto | New Amange Freeze E Hide Switch | Macros
Preview Layout Views Selection | Window  All  Panes~ Windows ~ -
Workbook Views Show Zoom Window Macros
€65 e 5 CATCH BASINS AND MANHOLES (TABLE NO. 2) etc.
A B C D E F G H 1 J K L M N (0] P Q R S T u

1

2 CATCH BASINS AND MANHOLES

3 PAY ITEMS

4 SHEET| LOCATION STATION OFFSET |DRAINAGE| GRATE/ INVERT DEPTH INSIDE STANDARD | TYPE3 | TYPE12 | TYPE12 | TYPE12 | TYPE14 | TYPE14 | TYPE 38 | TYPE 38 | TYPE 38
5 NO. (FT.) CODE TOP ELEV. (FT) DIM. DRAWING | 611.01.03 | 61112.01 | 611-12.02 | 611-12.03 | 611-14.01 | 611-14.02 | 611-38.01 | 611.38.02 | 611-38.03
6 ELEV. NO. 812 04 48 812 04 48 04 48 812
49
50
81
82
83
54
85
56
57

58

59

60 TOTALS

61

62 PLACED BY SCALE: 18.00

63 If more than ane table of CATCH BASINS AND MANHOLES is needed, then make a copy of this table and edit the headers on row 2 as follows

64 CATCH BASINS AND MANHOLES (TABLE NO. 1)

65 ICATCH BASINS AND MANHOLES (TABLE NO. 2) etc |
68

67

68

69

70

4l

72

73

74

75

76

i

78

79

80
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Then the user can fill in the data that is needed and repeat step no. 7 as many times need to open the Tab

Blocks that are required for project.

NOTE: If you need to remove a Tab Block, repeat step no. 7 and choose the same Tab Block again, and
click on Select, and it will be hidden again.
= |n all Tabulated Blocks, the Headers are locked and cannot be edited.
= Individual cells for things like item numbers and type can be edited, as required.
= The Tab Blocks are setup for a full sheet of data when placed in a MicroStation file.
* You may delete Rows as needed to adjust the size (length) of the block.
= Be careful not to delete the TOTALS Row so the sheet will tabulate your quantities.
9. The worksheets named: Rdwy. Quantity Block 1, Rdwy. Quantity Block 2 and Box Bridge Quantities
Block, contain several macros that are available to help fill out the estimated quantities block. On these

worksheets, buttons are provided to access the macros with descriptions to the right as shown.
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Estimated Roadway Quantities Macros

Macro:

Project Column Format

These macros listed below will Hide and Unhide the extra quantity columns. These macros should always be
used so that the macro buttons and description text to the right will move with the columns and keep the
correct format of the table. Macro "1 Project Column Format" through "5 Project Column Format™ function

the same they just open up the additional columns as needed.

1 Project Column Format
For most projects, where there is only one project number, the one column format should be used and it is the

default table as shown and when the Excel file is open for the first time.

Home nsert  Page Layout  Formulas  Data  Review  View  Acrobat
o _
J*CUT Arial e A =¥ - _
N =
=3 Copy -
Paste b~ 9, 9
- < Format Painter B I H $
Clipboard Font Alignment Number Styles Cells
D8 A fe| TON
& B C D E K[ L M H 5] P
1
2 ESTIMATED ROADWAY QUANTITIES ‘ These programs can also be accessed under View > M
3
4 ITEM NO. DESCRIPTION UNIT QUANTITY For more detailed information on use of the Item Progr,
5 04002-8218-14
g 4THLE2 TYPE 4 PAVER PLACED LLTH HM-AC WEARING SURFIPG-70-22) TOoN | DO NOT CHANGE ANY COLUMN WIDTH OR ROW
7 410133 TYFE B PAVER PLACED UL TN HM-AC WEAFING SURFIFG-70-22) TON
8 4110134 TYFE C FAVER PLACED LLTH HM-AC WEARING SURF(FG-70-22) TON
3
0
1 Select Items Numbers From List |
2
1
1 Fill In Description and Unit
5
L Download Items.dat from Web Page |
7
L]
L
i
> Import CSV File for tems
2
2
24 sort item Numbers
Fi
*
27
P
2
a0 —ﬁ 1 Preject Column Format
El
2 2 Project Column Format
kL]
E) 3 Project Column Format
kS
4 4 » M| Project Data | Rdwy. Quantity Block 1 Foot Notes Add Sheets ]
Ready |

Note: If the one column format is not shown and you need only one column then Click on the

"1 Project Column Format™ button and the Macro will reformat the sheet.
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2 Project Column Format

For projects that go across two counties or for another reason have two project numbers with a total quantities
column, there is the two column format. Click on the "2 Project Column Format" button and the Macro will

reformat the sheet.

Home nsert  Pagelayout Formulas Data  Review View  Acrobat

Jr—

(=L A .
o cut Arial -9 A A TE= P 4 z
=3 Copy ~ = -cr—l @] Fill -
Paste === | E = b+ % 2 Format .
- J Format Painter B I U = — — I == $ - 2 Clear
Clipboard Font Alignment Number Styles Cells
D8 v S TON
A B C D E K (] M (] P Q R

1

2 ESTIMATED ROADWAY QUANTITIES | These programs can also be accessed under View > Macros on the ribbon in Of
3

4 ITEM ND. DESCRIPTION UNIT QUANTITY Formore detailed information on use of the ltem Programs, see 2nd SheetsVs,
5 04002-8218-14

[ a0z TYPE A PAVER PLACED ULTN HM-AC WEARING SURF(PG-70-22) TON | DO NOT CHANGE ANY COLUMN WIDTH OR ROW HEIGHT AND TEXT sizdl
7 410133 TYPE B PAVER PLACED ULTN HM-AC WE ARING SURF(PG-70-22) TON

8 An-0134 TYPE CPAVER PLACED ULTN HM-AC WEARING SURF(FG-70-22) TON

9
Ll
1 Select Items Numbers From List | For this program fo ru
P Aword (no asterisks)
13 _ o B
u Fill In Description and Unit The file "Items.dat”
5 This program will fill i
B Download Items.dat from Web Page |
7 The item numbers list
B
13
21 This macro opensa "
2 Import GSV File for tems description and units g
22
23
” Sort ltem Numbers This macro prompis
25
2%
27
28
29
an 1 Project Column Format
31
PR 2 Project Column Format
il When there is mo
24 3 Project Column Format The project numb|
L If other wordina i
4 4 » | Project Data Rdwy. Quantity Block 1 Foot Notes Add Sheets ]
Ready |

3 Project Column Format thru 5 Project Column Format

For projects that go across three counties or for another reason have three project numbers with a total
guantities column, there is the three-column format thru five-column format. Click on the "3 Project Column
Format" button thru "3 Project Column Format™ button and the Macro will reformat the sheet.

Note: You can Click on the Project Column Format Buttons at any time to Hide or Unhide the columns.
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But it will nor remove any information you will need to do the manually.
Do not hide unrequired data! This will cause problems for other users.

Macro:

Select Item Numbers From List

Note: There are two macros to place item numbers in the work sheets:
The first is the macro "Select Item Numbers From List" and it uses the Items.dat file.
The file ltems.dat must be in the folder C:\Users\Public\Office Standards\TDOT 2nd Sheets.
The second is the macro "Import CSV File for ltems."
These macros are used to fill in item numbers, descriptions and units.
They will direct the user to the website to download the items.dat file
if the file is not on the computer in the correct location or
if it is more than 30 days old.

1. Uses the Items.dat file located at C:\Users\Public\Office Standards\TDOT 2nd Sheets to find items,
list them in an Item Select window and write the items selected to the worksheet.

BFEs. & B Estimated Roadway Quantities.xls

File Home  Insert  Page Layout Formulas Data  Review  View  Developer  Acrobat

2 ESTIMATED ROADWAY QUANTITIES ‘ These programs can also be accessed under View > Macros on the ribbon in Office 2007
4 ITEM NO. DESCRIPTION UNIT | QUANTITY | For more detailedinformation on use ofthe ltem Programs, see 2nd SheetsVa.pdf athttp |
5 04002-8218-14

I

| DO NOT CHANGE ANY COLUMN WIDTH OR ROW HEIGHT AND TEXT SIZE !!!

i}
1l > Select tems Numbers From List ‘ For this programto run, the filg

Aword (no asterisks)canbe e

The file “ltems.dat” mustbein

Fill In Description and Unit ‘
This program will fillin orupda

16 Download ltems.dat from Web Page ‘
17 The item numberslistcan be vi

If the items.dat file is not on the computer in the correct location or if it is more than 30 days old you
will see the following block and you will need to down load the items.dat file. It is recommended to always
update this file due to item numbers and descriptions changing so often due to standard drawings being

revised.

2. Click on "Select Item Numbers From List"

This will open a dialog box named: "Old Database File" as shown.
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0ld Database File

The "items.dat” file dated, 11/16/2018 5:11:58 PV ,is more than 30 days old.
( Ttems.dat is in folderC:\Users\Public\Office Standards\TDOT 2nd Sheets )

It is recommended that a current "items.dat" is downloaded from the TDOT Internet site,
http:/www.tn.gov/tdot/article/roadway-design-roadway-item-lists

) EDownload Ttems.dat from the web page now |

Use existing Ttems.dat file ‘

Cancel

3. Click on"Download Items.dat from the web page now."

4. The following web page will open. In the web page named; "Roadway Item List" scroll down the blue
underlined text "Download Search Item lists" and click on it.
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TN TDOT

Department of
——— Transportation

Driver howdo L. »  Business howdol.. =

Design Standards
Design CADD Files
Design Guidelines
Roadway Item Lists
Instructional Bulletins
Drainage Manual
Standard Drawings Library
Survey Standards
Pavemnent Design
Quality Assurance/Juality Control
Training
Value Engineering
Plan Sales
Staff
Additional Resources
Consultant Information
Related Divisions

Traffic Operations Division Resources

Governmenthowdol = Find Local Information  Find IMPROVE Act Projecs  Sitemap  Index of Senvices

Roadway Item Lists

Revised: December 4, 2017

To SEARCH the item Lists online, click the link below.

Search ltem Lists

To OWNLOAD the Item Lists, follow the instructions below.
1. CQlick on file name you wish to download.

2. {A) For internet Explorer:
In the Flle Download window ..

= Click "Save™
= The file will s3ve toyour "Download” folder

= CWsersWijsE\Dowmioads

[E) For Mozilla Firefoxc
In the dialog window ..

= Salect "Save Fle”.
= The file will save to your “Download” folder

= CWsers\WHEEE\Dowmlpads

[T} For Google Chrome:
The file automatically downloads to your download folder

= Ciillsers\jjE#ER Downloads
3. The PowerArchiver Seif-Bdractor window will appear.
The PowerArchiver Self-Extractor windowrwill be set to the default download

location. f needed, dick the ... button to browse and reset.
ik "Start”.

Click on ink balow

Download Search lem Lists

(Last update 1242007 @ 11:42 AM)

This Page Lozt Updatedt December 11, 2017 ot 12258 PM

Do you want to open or save RoadwayltemListzip from tn.gov?

ﬁ Open Save - Cancel x
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5. This will open Windows Explore to RUN an EXE file named "RoadwayltemList.exe”, Double Click on it.

rehiver 2016 - RosdwaylternList.zip _ o x

i Eile Edit View Actions Jools Options Help Archive
1)

New Open  Favorites  Add Extract  Delete | Encrypt CheckOut  Close Archive

1 RoadwayltemList: ] Folders+ ] I « [~ Preview x
Neme Type Modified Size Retio Packed Method Path Select Preview Type~ [7) Preview Mode~ [ @
(o] ist. Application 12/3/2018 7:53 AM 133086 05% 126,091 DFLT-N

Total 1 file, 0 dirs, 130 kB [123 k&)

6. This will open a dialog box named: "Roadway Item Number Database" as shown.

Roadway lterm Mumber Database ? >
. Eutract To: Eutract F_
N O W= otz irice Stordards DT 2nd She=tJ |
Files to Extract: Cancel
[tems.dat
About
Help
Exzting Files - Ovenarite Mode
() Confirm () Skip () Dvenarite < — Legal
Created with Powerdrchiver - hitped Aanane powerarchiver. camm

Check Overwrite files without prompting and then Click Extract

This will place the Items.dat file in the right place and overwrite the old file. You can X out of this box.
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You should see the following dialog box if the macro works correctly.
Click OK

! Roadway ltern Mumber Database *

o Successfully completed the operation.

1

Now you are ready to search and import item numbers in the Estimated Roadway Quantities Block.

7. You will need to Click on "Select Item Numbers From List" Again to be able to select item numbers.

||l= o) e = stimated Roadway Quantities.xls|

File Home Insert  Page layout Formulas Data  Review View  Developer  Acrobat

ESTIMATED ROADWAY QUANTITIES | These programs can also be accessed under View > Macros on the ribbon in Office 2007
ITEM NO. DESCRIPTION UNIT | QUANTITY | For more detailed information on use ofthe ltem Programs, see 2ndSheetsV8.pdf athttp.

04002-8218-14

| DO NOT CHANGE ANY COLUMN WIDTH OR ROW HEIGHT AND TEXT SIZE !!!

For this program to run, the file

—9 Select ltems Numbers From List |
A word (no asterisks)canbe e

Fill In Description and Unit The file “tems.dat” mustbe in

This programwillfillin orupda

Download ltems.dat from Web Page |

‘ The item numberslistcan bevi

8. You will see the following Dialog box again but now Click on "Use existing Items.dat file."

0Old Database File et

The "items.dat" file dated, 11/16/2018 5:11:58 PN ,is more than 30 days old.
( tems.dat is in folderC:\Users\Public\Office Standards\TDOT 2nd Sheets )}

It is recommended that a current "items.dat" is downloaded from the TDOT Internet site,
http:/fwwnw.tn.gov/tdot/article/roadway-design-roadway-item-lists

‘ Download Ttems.dat from the web page now I

-ﬁ Use existing Ttems.dat file |

Cancel |

This will bring up the Item Select Dialog Box.

These are the associated buttons:
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Search — If the Search for Items field is left blank, the search button will open all of the items. Put in one or
more numbers or letters to pull up all items containing those characters. Do not use any wild card
characters. Use the Shift or Ctrl key to select or unselect multiple items.

Import —  Will prompt for the Excel cell to start placing the selected item numbers, descriptions and units.

Reset — Clears the Items Found list box.

Close — Closes the Item Select dialog box.

9. The Iltem Select Dialog Box
For this example, we typed 705 in the "Search For Items" window and clicked on Search.

This will bring all items numbers that stars with 705. Then we select the desired items.
Item Select 4 te b
) k
Search For Items (Enter * for All Items) { English Ttems E 7 Search For Items (Enter * for All Items) (% English Items ;
(" Metric Items N 4| s (" Metric Ttems i
: 4 L
r Reset | Ir
E k
Import 404 Total Items Found 404 Total Items Found |
Items Found i Items Found Il
705-01.01L.F. GUARDRAIL AT BRIDGE ENDS N 0 GUARDRAIL AT ERIDGE ENDS <&
705-01.03L.F. GUARDRAIL AT BRIDGE ENDS, RUB-RAI 3L.F. GUARDRAIL AT BRIDGE ENDS, RUB-RAI
705-01.04L.F. METAL BERM GUARD FENCE 705-01.04L.F. METAL BEAM GUARD FENCE
705-01.0SEACH GUARDRAIL AT BRIDGE ENDS LOW VOLU 705-01.05EACH GUARDRAIL AT BRIDGE ENDS LOW VOLT
705-01.14EACH ROCK DRILLING FOR GUARDRAIL POST 705-01.14EACH ROCK DRILLING FOR GUARDRAIL POST
705-02.01L.F. SINGLE GUARDRAIL, WITH RUB-BAIL | ] 705-02.01L. F. SINGLE GUARDRAIL, WITH RUB-RAIL (
705-02.02L.F. SINGLE GUARDRAIL (TYPE 2) k 0 .F. SINGLE GUARDRAIL (TYEE 2) ) S
705-02.03L.F. SINGLE GUARDRAIL (TYPE 2) LONG BC ' .F. SINGLE GUARDRRIL (TYPE 2) LoNG NSRS
705-02.04L.F. SINGLE GUARDRAIL, RUB-RAIL (IYPE 705-02.04L.F. SINGLE GUARDRAIL, RUB-RAIL (TYPE I
705-02.05L.F. RUB-RAIL {ONLY) ] 705-02.05L. F. RUB-RAIL (ONLY) L
705-02. 06EACH WOOD BREAKRWAY POST 705-02.06EACH WOOD BREAKAWAY POST
705-02.10EACH GUARDRATL TRANSITION 27IN TO 31Tk 705-02. 10EACH GUARDRAIL TRENSITION 27IN TO 31IK I
705-02.20L.F. SINGLE GUARDRAIL (TYPE 2) LONG PC L 705-02.20L.F. SINGLE GUARDRAIL (TYPE 2) LONG PC b
705-02.25L.F. SINGLE GULRDRAIL (TYPE 2) LONG PC L 705-02.25L.F. SINGLE GUARDRRIL (TYPE 2) LONG BC =
705-03.01L.F. MEDIAN DIVIDER GUARDRAIL, WITH RU 705-03.01L.F. MEDIAN DIVIDER GUARDRAIL, WITH RU
705-03.02L.F. MEDIAN DIVIDER GUARDRAIL (TYEE 2) 705-03.02L. F. MEDIAN DIVIDER GUARDRAIL (TYPE 2)
705-03.03L.F. MEDIAN DIVIDER GUARDRAIL (TYEE 2) 705-03.03L.F. MEDIAN DIVIDER GURRDRRIL (TYPE 2)
T05-03.04L.F. MEDIAN DIVIDER GUARCRAIL AT CONCE 705-03.04L.F. MEDIAZN DIVIDER GUARDRAIL AT CONCE
705-04.02EACH GUARDRAIL TERMINAL (TYEE 12) 70 EDLULRLAIL IERLIE (I L
705-04.03EACH GUARDRAIL TERMINAL (TYPE 13) 4. GURRDRAIL TERMINAL (IYPE 13)
705-04.05SELCH GUARDRAIL TERMINAL (TYPE-IN-LINE) SERC GURRDRAIL TERMINAL (TYPE-IN-LINE)
705-04. 09EACH ERRTH PAD FOR TYPE 3% GR END TRER 705-04.09EACH ERRTH ERD FOR TYPE 32 GR END TREZ
705-04. 10EACH ERRTH PAD FOR GUARD RAIL END TRER 705-04. 10EACH ERRTH EAD FOR GUARD RRIL END TRER
705-04.11TON STONE FOR GUARDRAIL END TERMINAL 705-04. 11700 STONE FOR GUARDRRIL END TERMINAL
705-04. 20EACH GUARDRAIL DELINEATION ENHANCEMENT ¥ 705-04. 20ERCH GUIRDRLTL. NELINEATION ENEANCEMPNILE
[ | » i | b
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10. Click Import.
This will bring up a dialog box that will ask you for a starting location of the cells to placing the item data.

ESTIMATED ROADWAY QUANTITIES

b DEZCRIPTION UNIT | @UANTITYT
TARWL-FLTF-
T 14
E L.I-..I.-...
ltern Selector ? X

Enter ltem Mo. Cell To Start
SBSH

11. Click in the Estimated Roadway Quantities block cell where we want to start placing the item numbers we

choose. In the example we selcted B6.

ISR e s 30 Estimated Roadway Quantities.xlsm = Microsoft E... [l X
m LS

File Home | Insert | Page Lay | Formula | Data | Review | View | Develop | Acrobat | » # = /@ X

ESTIMATED ROADWAY QUANTITIES

4 ITEM NO. DESCRIPTION UNIT | QUANTITY
04002-8218-14
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The imported Item data

File Home Insert Page Layout Formulas Data Review View
Workbook Views Show Zoom
D11 e Je EACH
A E c u E
1
. ESTIMATED ROADWAY QUANTITIES
3
4 b DESCRIFTION UNIT | BUANTITY
5 FARRL-FLTF-
1d
3 TO5-01.01 | GUARDRAIL AT ERIDGE ENDE LF.
7 705-02.09  FINGLE GUARDRAIL [T TPE 2] LF.
& T05-02.05 SINGLE GUARDRAIL [T TFE 2] LONG POST LF.
3 705-04.0 GUARDRAIL TERMIMAL [TVPE 12] EACH
10 TOE-04.03  GUARDRAIL TERRINAL [T TPE 15) EACH

1 T05-04.05]  GUARDRAIL TERMINAL [TVFPE-IM-LINE]

Macro:
Fill In Description and Unit

Uses the Items.dat file located at C:\Users\Public\Office Standards\TDOT 2nd Sheets to find items,

list them in an Item Select window and write the items selected to the worksheet. The macro "Fill In
Description and Unit" functions like the macro "Select Item Numbers From List" But only imports one
item number at a time and you must know the complete item number.

Macro:

Import CSV File for Iltems

GEOPAK produces quantity calculation files in CSV (comma-separated values) format that can be input
directly into the Excel estimated roadway quantities file. The default CSV file format from GEOPAK is item
number, GEOPAK description, units and quantity. This macro imports only the item number and the quantity
and then uses the Fill In Description ... macro to enter the description and unit. The GEOPAK descriptions do

not always match the official item descriptions which must be used.
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1. You are prompted for the CSY Files to Import PX

Look in: [h;j 2ndsheetDocDat v @-@3 XoiE-
E%]Drainageunks.csv

;@Drainagenndes.csv

My Recent \@trees.csv

Pocurents \@EndwallTabulation.csv

Find your file to import, click @ (BMEDIANEARTHBERIMS,C5

{ELROWMARKERS.CSY

location of CSV file to import.

o

on it then click on open.

My Metwork
Places
File name: | v ‘
Files of type: | csy Files (*.csv) v ‘
gpen ] [ concel ]
Item Selector
This will bring up a dialog box that will ask you for a starting Ener Item No. Cell To Start

$Bs6]
location of the cells to place the item data.

2. Then Click

in the Estimated

<l & ¢ | = Estimated Roadway Quantities.xls O

File Home | Insert | Page Lay | Formula | Data | Review | View | Develop | Acrobat | » @ = £ X

Roadway Quantities

block cell where we

want to start placing ESTIMATED ROADWAY QUANTITIES
H 4 ITEM NO. DESCRIPTION UNIT | QUANTITY
the item data we 04002-8218-14
[ 5| ——> |

choose. Then Click

OK. In the example we 4
selcted B6. m

The imported Item data

il e~ ¢ & Estimated Roadway Quantities.xls O

File Home | Insert ||Page Lay|| Formula | Data | Review | View | Develop: | Acrobat | » & = £

C
2 ESTIMATED ROADWAY QUANTITIES

4 ITEM NO. DESCRIPTION UNIT | QUANTITY
5 04002-8218-14
3 705-01.01 RIUBELE STONE RIP-RAP C.Y.

7 705-01.02 RUBELE STONE RIP-R&P TON

3 705-02.01 RUBELE STOME RIP-R&P (GROJTED) C.Y.

q 709-02.02 SACKED S4MD CEMENT RIPRAP C.Y.

10 709-03 CONCRETE BLOCK RIP-R&P C.Y.

1l 709-03.01 RIUBELE STONE[DESCRIPTION) C.Y.

To import a CSV file as written for other tabulated quantity worksheets, see macro Import CSV.

Macro:
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Sort Iltem Numbers

The item numbers must be sorted in numerical order by the item number. This macro sorts the item
numbers selected by the user and maintains the correct formatting. The macro prompts the user to select the

items to be sorted by the cell range in column B. Notice in the figure below; the item numbers are out of order.

1. Click on "Sort Item Numbers."

X 2~ ¥ Copy of Estimated Roadway Quantities - Microsoft Bcel """
Home Insert Page Layout Formulas Data Rewiew View Acrobat
= Cut — == T
{ &cu Arial 9 T AN == _hi
—' 52 Copy ~ == [g] Fil -
Paste B u EE=E iF iF N § - . Format
- J Format Painter R — . - 2 Clear =
oar 0 Alig e | I
17 - S | PLASTIC PAVEMENT MARKING (U TURN ARROW)
2] A B | 5 ) E kL M N | O P
5
2 ESTIMATED ROADWAY QUANTITIES | These programs can also be accessedunder View
3
4 ITEM NO. DESCRIPTION uNIm QUANTITY For more detailed information on use of the ltem Pry
5 04002-8218-14
6 716-01.14 | RAISED PAVEMENT MARKER REMOVAL EACH 45
7 T16-01.21 SNOWPLOWABLE RAISED PAVMENT MARKERS (BHDIR) (1 COLOR) EACH l DO NOT CHANGE ANY COLUMN WIDTH OR ROJ
8 716-01.22 | SNOWPLOWABLE RAISED PAVMENT MARKERS (MONO-DIR)(1 COLOR) EACH 43
9 716-01.23 SHOWPLOWABLE RAISED PAVEMENT MARKERS (BHDIR)N2 COLOR) EACH
10 303-01.01 GRANULAR BACKFILL (ROADWAY) TON
11 716-01.99 | ROUND RAISED PAVEMENT MARKER EACH Select Items Numbers From List |
12 716-02.03 PLASTIC PAVEMENT MARKING (CROSS-WALK) LF. 87
13 716-02.04 | PLASTIC PAVEMENT MARKING(CHANNELIZATION STRPNG) SY 43 o
14 7160205 | PLASTIC PAVEMENT MARKNG (STOP LNE) LF Fill In Description and Unit ‘
15 303-10.01 MMNERAL AGGREGATE (SIZE 5T) TON
16 716-02.12 |__PLASTIC PAVEMENT MARKING (8IN LINE) LM 75 Download Hems.dat from Web Page |
17 716-02.15 [ PLASTIC PAVEMENT MARKING (U TURN ARROW) EACH
18 716-02.22 | PLASTIC AERIAL SPEED BARS LF 43
19 716-02.23 | PLASTIC PAVEMENT MARKING (12N BARRER LINE) LF
20
21 Import CSV File for Items |
22
23
24 —% Sort Item Numbers |
25
26
DRI [T .\ A TNl S W Ry, Quantity Block 2 T TN Box Bridge Quantities Block. «” Add Shee %I 4
Ready Elm PR |

This Brings up the dialog box to select the range for sorting.

Select Sort Area

Select the Ttems to be Sorted

OK | ‘ Cancel
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Select the range to be sorted by highlighting the Estimated Roadway Quantities Block in column B.
For this example we highlighted B6 thru B20 and it fills in the Select Sort Area dialog box.

- timated Roadway Quantities.xlsi icrosoft Exc: |
e Home Pag o o op Acrob: u]
B, pd  Jo JA & === |5 Gt ) ()| Bem T )| E Awsm-
o & &[S 9 [Fwwren G 15 :
o 3P A | dg I wl _juﬂ. b I e~ d
Paste - - - - i) - . <0 -0 | Conditional Format Cel Insert Delete Format | . Sort & Find &
S rormatpainter | B 4 U || G- & FMerge s Coner - | § - % 2 | 58 58 N A e e
Clipboard Font Alignment Number Styles Cells Editing
B21 -
B D O P
4 ITEM NO. DESCRIPTION UNIT | QUANTITY For more detailed information on use of the tem Programs,
00000-0000-00
6 716-01.14 | RAISED PAVEMENT MARKER REMOVAL EACH
7 716-01.21 Snwplwble Pvmt Mrkrs (Bi-Dir)(1 Color) EACH DO NOT CHANGE ANY COLUMN WIDTH OR ROW HEIG
8 716-01.22 | Snwplwble Pvmt Mrkrs (Mono-Dir)(1 Color) EACH
9 716-01.23 | Snwplwble Pvmt Mrkrs (Bi-Dir)(2 Color) EACH
10 303-01.01 GRANULAR BACKFILL (ROADWAY) TON
11 716-01.99 ROUND RAISED PAVEMENT MARKER EACH Selectltems Numbers From List ‘ Fol
12 716-02.03 | PLASTIC PAVEMENT MARKING (CROSS-WALK) LF. A
13 716-02.04 | PLASTIC PAVEMENT MARKING(CHANNELIZATION STRIPING) S.Y. ) o _
14 716-02.05 | PLASTIC PAVEMENT MARKING (STOP LINE) LF. Fill In Description and Unit Th
15 303-10.01 MINERAL AGGREGATE (SIZE 57) TON T
16 716-02.12 | PLASTIC PAVEMENT MARKING (8IN LINE) LM, Download tems.dat from Web Page ‘
17 716-02.13 | PLASTIC PAVEMENT MARKING (CROSSWALK) SF. Th
18 716-02.15 | PLASTIC PAVEMENT MARKING (U TURN ARROW) EACH
19 716-02.22 | PLASTIC AERIAL SPEED BARS LF
20 716-02.23 | PLASTIC PAVEMENT MARKING (12IN BARRIER LINE) LF ™
21 Import CSV File for Items e
Sort ltem Numbers T
olo 0 Arp d
Block 1 T I oot Notes 7 BoxBridge Ol Select the Items to be Sorted
$B$6:$B520

Click OK

Notice the item numbers are now sorted. — Cancel
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ﬂ Home | lsert Pagelayout  Formulas  Data Review  View  Acrchat

-

B & srial Jio x N TEa e - Wi Tt - R "
:m By Copy - A [ P, g -5 o en ’1 ",

' o formal paimer B IO~ - EEE EJE zdwenge & Cente ~ % v %E e o

Chipboard - Fort Blignmant Mumber Syles
AR -

- A B 4] o E M ] Q B
2 ESTIMATED ROADWAY QUANTITIES | These programs can alsa be accessed uncer Yiew > MY
3
4 ITEM NO., DESCRFTION UNIT QUANTITY | [For mere delalied information on use of the Hem Froga
5 DB -
& WIN M | GRAMILAR BACFILL [ROADWAY] TN
¥ W00 | MNERAL AGCAECATE [SZE 577 Tom | DO NOT CHANGE ANY COLUMN WIDTH OR ROW
8 71501 14 | RASED PAVEMENT MARKER AEMOVAL EACH
9 76011 SHOWPLOWABLE RAISED PAVWENT MARKERS (804 (1 COLORA) EACH
10 T1E01 32 | SHOWPLOWABLE RAISED PAVIMENT MARKE RS (MOMO- Do COLOR) EALH
L1 7060123 | SHOWPLOWABLE RUSED PAVEMENT MARKERS [GHDIRXZ COLOA) EACH Sebect Hams Humbers From List |
12 TH601 90 | ROUND RAISED PAVEUENT MARKER EALCH
13 7160203 | PLASTIC PAVEMENT MARFING [CROSSWALK) LF
14 TIE0204 | PLASTIC PAVENENT MARMINGICHANNELIZATION STRIPING) SY Fill In Descripticn and Unit |
15 7160205 | PLASTIC PAVEMENT MARFING |[STOF LINE) LF
18 THG 0212 | PLASTIC PAMEMENT MARMNG (HHLIME) Lu Downinad Mems.dat from Web Page |
17 7060215 | PLASTIC PAVEMENT MARFING (U TURN ARROWI EALCH
g T502.22 PLASTIC AERIAL SPEED BAAS LF
19 7160223 | PLASTIC PAVEMENT MARSING 12N BARAER LINE) LF
20
1] Impart C5W File for thems |
2
23
24 Sort Rem Mumbers
25
%6
27
i)
25
a0 1 Project Column Format
£l
3z 2 Project Column Format
3
4 3 Project Column Format
35
® _ 4Profect Column Format | ﬂ
PRI T AT A B W iy Quantiy Block 2l 1 - I i Bow Bridas Quantities BlocklNY AJd Shests e 1
Ready

After sorting, the blank lines at the bottom can be deleted and blank lines between groups can be

inserted as desired. Select the row by the row number, and right click for row Delete and Insert tools.
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Macro:
Import CSV

This macro brings in a CSV (comma separated values) file to the worksheet selected, starting at the cell

selected. This is intended as a way to build tabulation blocks on other worksheets, but can be used to bring the

CSV file in without having any processing done on the information to the Estimated Roadway Quantities Block.

You are First prompted for the CSV file to import. For this example we did ROW Markers.

CSY File to Import @
Lookini | ) 2ndshestDocDat v @ o Xoim- Select the worksheet & cell location.
‘ ?@E)rainageunk.s.csv
§§!Ect Workbook, Worksheet and Cell Ioci:ion to write CSV file
| 'R.0.W. Markers Tabulation'1$B45)| f
' OK ] [ Cancel ]
My C;%iter
.
My Metwork.
Places
File name: | v/
L Files of type: | csy Files (*.csv) v ‘
open
Before Import After Import
RIGHT OF WAY MARKERS RIGHT OF WAY MARKERS
SHEET QUANTITIES SHEET QUANTITIES
NO. A" "B" "“c" TOTALS NO. "A" "B" "c" TOTALS
3 2 3 1 6
4 1 1 3 -1
5 2 2 1 5
TOTALS TOTALS 5 6 5 16
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Auto-Build Tabulated Quantity Block Macro Access

These macros are provided as a way to access the macros in the Excel auto-build tabulated quantity block
templates. When those templates are inserted as worksheet templates, their macros are not brought in. The

macro buttons can be re-assigned to these macros to access the programs from the original template files.

BuildCatchBasinsBlock runcheckitemsCB
BuildGRBIlock runcheckitemsGR
BuildStormDrainagePipes runcheckitemsSS

See the section Auto-Build Tabulated Quantity Blocks for full descriptions of these macros.

Alternate Pay Items

All alternate items must be placed after all of the other roadway items.
In Column C (the description column) on the line preceding the alternate items, enter the designation for the
alternate as ALTERNATE AA1, ALTERNATE AA2, ALTERNATE AA3, etc.

AAL will alternate with AA2 and AA3.
If there were another set of items to be alternated, they would be labeled ALTERNATE AB1, ALTERNATE
AB2, ALTERNATE AB3, etc.

AB1 will alternate with AB2 and AB3.
A third set of alternates would be AC1, AC2, AC3, etc.

ﬁ Home nsert Page Layout Formulas Data Review View Acrobat
 cut Arial Joo <A a »
23 Copy - X .
& Format painter | B 1 U ' EiE = 5- !
ipboard Font
:
c27 - fe  Alternate AA2
T A B c D E K L M N o P
2 ESTIMATED ROADWAY QUANTITIES | These programs can also be accessed under View >|
3
4 ITEM NO. DESCRIPTION UNIT QUANTITY | For more detailed information on use of the Item Prog
5 04002-8218-14
;i 713-15 REMOVAL OF SIGNS, POSTS AND FOOTINGS Ls 1 | DO NOT CHANGE ANY COLUMN WIDTH OR RO
8 713-17.02 | INSTALL AUXILIARY SUPPORT FOR EXIT NUMBER PANEL EACH 5
9 716-01.30 | REMOVAL OF SNOWPLOWABLE REFLECTIVE MARKER EACH 30
10 716-02.04 | PLASTIC PAVEMENT MARKING(CHANNELIZATION STRIPING) s.Y. 151
11 716-02.05 PLASTIC PAVEMENT MARKING (STOP LINE) LF. 10 Select tems Numbers From List ‘
12 716-02.06 | PLASTIC PAVEMENT MARKING (TURN LANE ARROW) EACH 2
13 716-02.11 | PLASTIC PAVEMENT MARKING (6" DOTTED LINE) LF. 147
14 716-0407 | PLASTIC PAVEMENT MARKING (EXIT ONLY ARROW) EACH 2 Fill In Description and Unit ‘
15 716-05.20 | PAINTED PAVEMENT MARKING (6" LINE) LM. 0.56
16 716-08.01 | REMOVAL OF PAVEMENT MARKING (LINE) LF. 30 Download Items.dat from Web Page J
17 716-08.06 | REMOVAL OF PAVEMENT MARKING (TURN LANE ARROW) EACH 2
18 717-01 MOBILIZATION Ls 1
19
20 Alternate AA1
21 203-06 WATER M.G 1953 Import CSV File for ltems ‘
22 303-01 MINERAL AGGREGATE, TYPE A BASE, GRADING D TON 62742
23 307-02.01 | ASPHALT CONCRETE MIX (PGT70-22) (BPMB-HM) GRADING A TON 9083
24 402-01 BITUMINOUS MATERIAL FOR PRIME COAT (PC) TON 116 Sort Item Numbers ‘
25 402-02 AGGREGATE FOR COVER MATERIAL (PC) TON 461
26
27 Alternate AA2
28 203-06 WATER M.G 1589
29 303-01 MINERAL AGGREGATE, TYPE A BASE, GRADING D TON 43906
30 1 Project Column Format
31
32 2 Project Column Format ‘
RN =1 L e e A B W Rdwy. Quantity Block 2l a3 Eox Bridge Quantities Block ./ Add Sheets 4] 4
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Additional Estimated Roadway Quantities Worksheets

To add an additional "Rdwy. Quantity Block #" Worksheet:
1. Select the worksheet tab named "Add Sheets."

— O

S Insert  Page layout Formulas Data  Review View  Developer  Acrobat AP -2 x

iy % |Aria| _ - |General - FJ:' Conditional Formatting = S**Insert~ = X ~ ? ﬁ
= =)
—j 25 . $ - 9% 9 H Format as Table ~ ja" Delete = | |~

Paste TEF === = = - Lo Sort & Find &
: u [ - == = EE =, Cell Styles ~ wi{F it~ g
™ J %6 o = tyles orma < Filter = Select ~

Clipboard Number Cells Editing

8
39
40

4 4 » M |4 Rdwy. Quantity Block 2 M3t g\[s=1 idge Quantities Block

This will bring up a dialog box so the user can choose the Classification and Type of Tab Block need.
NOTE: All approved Tabulation Blocks are in this file and are hidden. This will unhide them for you.

For this example, we opened Roadway Quantities Blocks & Rdwy. Quantity Block 3.

Add Tab Blocks

Classification =————t— I Roadway Quantity Blocks ;I

Type > I Fdwy. Quantity Block 3 ;I

Select

Make your selection and Click Select
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Your New Worksheet

O

Insert  Pagelayout Formulas Data Review View Developer  Acrobat AR -3 x

EConditional Formatting ~ ;*ﬂlnsert' > - % [ﬁ
@v

ﬁ Format as Table ~ 7 Delete ~

Vs Sort & Find &
Filter ~ Select~

ILf';-, Cell Styles LE“_] Format +

Alignment Styles Cells Editing

ESTIMATED ROADWAY QUANT|T|ES ‘ These programs can also be acce

ITEM ND. DESCRIPTION QUANTITY For more detailed information on
00000-0000-01

| DO NOT CHANGE ANY COLU!

Note:

The Project Data worksheet must be the first worksheet in the file, the second set of worksheets are the
Estimated Roadway Quantities worksheets with the name Rdwy. Quantity Block # (numbered 1 thru 6 if
needed), the third set is the Foot Notes worksheet and the fourth set is the Box Bridge Quantities worksheet

and the next set is all other tabulated worksheets need for the roadway project.

Add Tabulated Quantity Blocks in The Estimate File

Note: All tabulated quantity sheets the TOTALS row of cells contain formulas to sum the contents of the

columns or rows.

1. Select the worksheet tab named "Add Sheets."

Insert  Page Layout Formulas Data eview View Developer  Acrobat
Iiih y - p— - o ! iti i - _'-iﬂ - -
j P8 |Aria| — E _ - @ _?ﬂ Conditional Formatting =~ 5*3Insert b ? [ﬁ
- S o $ - % 9 .ﬁ Format as Table ~ I Delete ~ @ -
|'_fJCeII Styles = i_z] Format = | [/~ IEiTt:r&'{ ';T:dﬁi

Clipboard Number Styles Cells Editing

Paste\y Blu.‘gv‘&,-év

.00 .00

idge Quantities Block
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This will bring up a dialog box so the user can choose the Classification and Type of Tab Block need.
NOTE: All approved Tabulation Blocks are in this file and are hidden. This will unhide them for you.

For this example, we opened Storm Drains & Endwalls & Storm Drain Endwalls.

Classification — | Storm Drains & Endwalls j

Type > | Storm Drain Endwalls j

Select

Make your selection and Click Select
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Your New Worksheet

It)

File Home Insert Page Layout

i H B8 B

Marmal Page Break Page Custom
Preview Layout Views

Workbook Views

3

Formulas

Formula Bar Q Q_ZCE‘)\

[ Gridlines /] Headings

Show

Data

Review

Zoom 100%

Sel

Zoom

Zoom to

Estimated Roadway Quantities]

View Help ACROBAT

-D g ’F‘ﬁ H spiit

New  Arrange Freeze [l

lection | Window Al Panes~ []

Window

K

Excel

2 Tell me what you want to do

[k}
(]

k|

=

|

Switch
Windows -

L]

Macros

Macros

An

AB

AC | AD|

STORM DRAIN ENDWALLS

LOCATION '+ SHEET NO. |STATIONDFFSE

(FT)

SKEW]

[CODH

TYPE

RIP-RAP]

PROTECTED ENDWALLS]

SAFETY ENDWALLS [ ITEM NO. 611-07.54 THRU E11-07.71 SERIES

CLASS
s
709-05.x
(ToN)

IETANDARD
DRAVING
NO_

ICONCRETH

CLASS "A7| STEEL BAR

REINFORCIN

&11-07.02
1B)

[07.56 [07.57
EACH[EACH|

&11-07.01
(c¥)

[o7.65[07.66 [07.67
EACH[EACH[EACH|

['o7.58 [07.59 [07.60
EACH[EACH[EACH|

427 IN.

487 IN
£
[o7.69
EACH|

[+8= 1N
41
[or.70
EACH

487 IN.
€1

Foz.11

EACH

TOTALS

STORM DRAIN ENDWALLS (TABLE NO. 1)
STORM DRAIN ENDWALLS (TABLE NO. 2) etc.

Project Data

PLACED BY SCALE: 18.00

Rdwy. Quantity Block 1 Rdwy. Quantity Block 2 Footnotes Box Bridge Quantities Block Storm Drain Endwalls
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If more than one table of STORM DRAIN ENDWALLS is needed, then make a copy of this table and edit the headers on row 2 as follows:
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Note: The new worksheet selected may not be in the proper order. To change the order of the
worksheets, select the worksheet tab, hold the left mouse button down and then drag and drop to
the location wanted.

Deleting Tabulated Quantity Blocks in The Estimate File

Note: To remove/delete a tabulated quantity sheets that you have opened just repeat the process for opening
the sheet. That means add sheets first following the previous steps that are shown in the figures below.

1. Select the worksheet tab named "Add Sheets."

Estimated Roadway Quantities_test? - Excel

File Home Insert Draw Page Layout Formulas Data Review  View Help £ Tell me what you want to do 1% Share 12 Comments
5 = = = & ] = b tv
1 = = = B § ’ & B p-
- B I V] 4 A - -
- = 3= [i7] [i=i)
Clipboard [} Font Alignment Number Styles Cells Editing A
X K
A B c D E F ] H 1 a K L ] N ) Po[a
1 The "Add Tab Blocks" window should open automatically. If it does not, or it you close it and
2 need to re-open i, use this buttan.
4 Each time you choose a tab block and press "select” a copy of the tab block is created. A blank
_f; worksheet has been added as the last option
=) | Please note: all Tab Blacks areta be placed at a scale of 18.
8
9
10
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31 -
4 ‘ Rdwy. Quantity Block 1 ‘ Rdwy. Quantity Block 2 | Footnotes | Box Bridge Quantities Block Add Sheets 4 »

B m - ] + 80%

2. Click “Add Sheets” Tab. We opened Storm Drains & Endwalls & Storm Drain Endwalls.

55




Page Layout Formulas Data Review View Developer Help ACROBAT 2 Tell me what you want to do
10 A === % ab Number [EJ @" MNaormal 3 Mormal &
Iu - A === =3 $ -% 9 Normal 5 Normal 6
Font Alignment Mumber Styles
S
C o | E | F | G | H | | | | K L |
The "Add Tab Blocks" window should open autematically. If it does not, or if you close it and
need to re-open it, use this outton.
Add Sheets
Each time you choose a tab block and press "select” a copy of the tab block is created. A blank
wiorksheet has been added as the |ast option.
Delete Sheet:

Please note: all Tab Blocks areto be placed at a scale of 18.
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] Classification

—

3 Type

i Make your selection

Storm Drains & Endwalls -
Storm Drain Endwalls b

Select

/!

and Click Select

1 ‘ Rdwy. Quantity Block 1 ‘ Rdwy. Quantity Block 2 | Footnotes ‘ Box Bridge Quantities Block Add Sheets

3. Your New Worksheet will be generated
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File Home Insert Page Layout Formulas Data Review View Developer Help ACROBAT O Tell me what you want to do 1=
il 0 -4 ==_|® |®» Normber 1 = R T — 2R B F” i O |
- il -
D. B I U < 4 Normal 5 Normal 6 Insert Find& | SHare
¥ - - Select - File
Clipboard G Font Alignment Mumber Styles Cells Editing
- I3
A B c 1] E F G H | 4 K L N P ]
1 The "Add Tab Blocks” window should open automatically. If it does ot or if you clase it and
2 | need to re-open it, use this button.
1] Add Sheets
- Each time you choose a tab block and press "select” a copy of the tab black is created. A blank
5 worksheet has been added as the last option.
= Delete Sheets
Please nate: all Tah Blocks areto be placed at a scale of 18.
- Add Tab Blocks x




Estimated Roadway Quantities_testxlsm - Excel

Tahmina Khan

cal

File

0

Insert Formulas Data Review Wiew ACROBAT £ Tell me what you want to do

B B

Home Page Layout Developer Help
Normal 3
IE]

Normal 5

Clipboard Font Number

Alignment

Styles

£

D E F ] H |

Hormal 4

Normal 6

Cells

Editing

Find &
Select -

1% Share

B Q

Share This Webex

File

Webex

= Comments

The "Add Tab Blocks” window should open automatically. If it does not, or if you clese it and
need to re-apen i, use this button.
Add Sheets
Eachtime you choose a tab block and press "select” a copy of the tab block is created. A blank
worksheet has been added as the last option

Delete Sheet

Please note: all Tab Blocks areto be placed at 2 scale of 16.

‘Storm Drain Endwalls

@
7

File

il

Paste

Formulas Review

Data

Home Insert Draw Page Layout View  Help £ Tell me what you want to do

A cut
@ copy

Arial

e 2B Wrap Text

o

& Format Painter

Clipboard Alignment Number

K M N [e]

%0
£

i

Format

B o=

Delete

= B 2

Conditional Formatas  Cell
Formatting~ Table~  Styles~

Insert

Styles Cells

Editing

1 Share

3 AutoSum é? /O

Sort &
Filter~

AB

= Comment

Find &
Select -

AC AD

STORM DRAIN ENDWALLS

RIPRAP PROTECTED ENDWALLS

SAFETY ENDWALLS ( ITEM NO. 611.07.54 THRU 611-07.71 SERIES )

CLASS

gy

CLASS"A" | STEEL BAR

CONCRETE | REINFORCING

611-07.01 611.07.02
(c.y) (LB)

181N,
31

[ 07.54

(EACH)

181N,
41

[ 07.55

(EACH)

181N,
6:1

[ 07.56

{EACH)|

24" IN.
31

[o7.57

{EACH)|

LOCATION \ SHEET NO. STATION |OFFSET|

(FT.)

SKEW(|CODE| TYPE STANDARD

DRAWING
NO.

709-05.xx
(TON)

24N
41
[07.58

{EACH)|

J2am N [30" N 307 IN] 36" IN] 36™ IN.] 36" INJ 42" IN. 42" IN.
61 a1 [ et | 3 [ 4t | e | 31 | 4n

0750 [07.61 [[07.62 [07.63 [07.64 [ 07.65 [ 07.66 [ 07.67

(EACH)| (EACH)| (EACH)| (EACH)| (EACH)| (EACH)| (EACH)| (EACH)

(EACH)|

42" IN.
6:1

[ 07.68

(EACH)

48" IN.
31

[ 07.69

(EACH)

48" IN.
41

[ 07.70

(EACH)

48" IN.
6:1

[ o7.71

(EACH)

v

TOTALS

PLACED BY SCALE: 18.00
If more than one table of STORM DRAIN ENDWALLS is needed, then make a copy of this table and edit the headers on row 2 as follows:
STORM DRAIN ENDWALLS (TABLE NO. 1)
STORM DRAIN ENDWALLS (TABLE NO. 2) etc.

Footnotes in Endwalls

Box Bridge Quantities Block
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Now to delete worksheet “Storm Drain Endwalls”, we select “Delete Sheets” which will show a message to
remind that it removes any data permanently. We choose the desired worksheet from drop down menu and

click “Delete” (shown in following figures

Estimated Roadway Quantities testadsm - Excel Tahmina Khan

file ~ Home Inset  Pagelayout  Formulas  Data  Review  View  Developer  Help  ACROBAT O Tell me what you want to do % Share 7 Comments

0 2 Bl EZ Noma3 e &5 = B by O Q
[D === B $-% 9 Normal 5 Normal 6 Insert [Fill - Find & | Share This Webex
: - - v Select File -

Clipboard ] Font Alignment Number Styles Cells Editing Webex ~

- k2

‘The “Add Tab Blacks” window should open automatically. If it does nat, or if you close it and

3
2 need to re-open i, use this button.
2 Add Sheets
Each time you choose a tab black and press "select” a copy of the tab block is created. A blank
s . worksheet has been added as the last option.
Z Delete Sheet:
| please note: all Tab Blocks areto be placed at a scale of 15

« M| Rovy. Quantity Block 1 [ Rdwy. Quantity Block 2 [JZUNISNN  Box Bridge Quantities Block  |[[IE% I = ISR LN T 4 v
o1

|

Deleting a sheet removes any data permanently.
You can add the sheet again using the "Add
Sheets" menu, but it will be a new copy, without
data.

Delete
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Delete Sheets >

Footnotes

Storm Drain Endwalls ently.
You can add the sheet again using the "Add
Sheets" menu, but it will be a new copy, without
data.

Delate

File Home Insert Page Layout Formulas Data Review View Developer Help ACROBAT £ Tell me what you want to do

}- a, Number IEJ @ Normal 3 Hormal 4

Up

5 3
u ¢ B I U B - A $-% 9 Normal 5 Normal 6
Clipboard ] Font Alignment Number Styles Cells
wij
- I
A B c D E F G H | ) K L M N o

i The “Add Tab Blocks” window should open automatically. I it does nat, or if you close it and
ity need to re-open it, use this button.
™ Add Sheets

- Each time you choose a tab block and press "select” a copy of the tab block is created. A blank

. s worksheet has been added as the last option.

7 Delete Sheet:

Please note: all Tab Blocks areto be placed at a scale of 18.

£ 8
hsi 9 |
o 10|

11

12
r EEN

1 Delete Sheets ®

16 |
T Storm Drain Endwalls j

18]

19

20
ag| 21 | Deleting a sheet removes any data permanently.
hif 22 | You can add the sheet again using the "Add

23 | Sheets" menu, but it will be a new copy, without
0 24 data.

25 |

26

27 Delete |

28|

Rdwy. Block 2 | Footnotes | Box Bridge es Block Storm Drain Endwalls 4
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Estimated Roadway Quantities_testalsm - Bxcel

Tahmina Khan

File  Home Insert  Pagelayout  Formulas  Data  Review  View  Developer

L i

B IU-|[H-[&-A S=E==x|E $-% 9

Help ACROBAT P Tell me what you want to do

Normal 3

Normal 5

Clipboard [ Font Alignment Humber Styles

M Fe

Al B e D E F G H | ] K

B | >

= v O
EFin- =

Homal 4

Normal 6 Insert
A Select~

Cells Editing

1 Share 7 Comments

B O

Find & | Share This Webex

File =
Webex ~

‘The “Add Tab Blocks" window should open automatically. If it does not, or if you close it and

need to re-open it, use this button.
Add Sheets
Each time you choose a tab block and press "select” a copy of the tab block is created. A blank

Delete Sheet

worksheet has been added s the last aption.

Please note: all Tab Blocks areta be placed at a scale of 18.

1 M| oy QuantityBlock 1 || Rdwy. Quantity Block 2 [[GESUREEIN  Box Bridge Quantities Block (LRI

Standard Tabulated Quantity Template Formatting

All fonts are Arial.

Body text is size 9 or 10, not bold.

The main heading text is size 16, bold.
The sub heading text is size 9 or 10, bold.
The TOTALS text is size 12, bold.

The body horizontal lines are light weight.

The heading borders and vertical lines are medium weight.

© N o g b~ w NP

All justification for cells is preset.
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Auto-Build Tabulated Quantity Blocks

The following Excel templates include macros that automatically build the tabulation blocks using data files
generated by GEOPAK.

Guardrail Tab Builder.xItm

Storm Drainage Pipe Tab Builder.xltm

Storm Drainage Structure Tab Builder.xItm

Guardrail Tab Builder

The macro in template Guardrail Tab Builder.xltm (can be found at C: > Users > Public > Office

Standards > TDOT English Tab Quantities) builds the guardrail block from a guardrail output file created with
GEOPAK’s Design & Computation Manager Pay Items. The macro also runs the Check Items Numbers
program to verify all item numbers that are used. See the GEOPAK Road Course Guide, D&C Manager —
Additional Functions, Section 20c. Quantities for directions to create the guardrail output file using the

Comp Book format. An example is shown below.

4 GR.txt - Notepad B&[=]
File Edit Format View Help
Date: 4/24/2008 9:25:49 AamM Page No. 1 Al
LINEAR MEASUREMENT COMPUTATION

Pay Item No. 705-02.02

Unit:LF  File name: D:\Projects\GUARDRAIL\Sr95.txt

|Pay Item Name: Proposed single guardrail Tline Type 2 i
i i [BEGTIN] | [E N D] | [ORIGINAL] | [FInNnAL] |over |
| | | | |under | Remarks |
| Baseline | station | offset | station | offset | Gross |Deduct| Net |Gross |Deduct |nNet | Ri |
I I i { i I Length | | Length |LengthI ILengthI I I
| SR9S | 289+00. 57| -53.73| 292+13.07| -53.73] 312.50| 0.00] 312.50| | | | | |
| Sr9S | 329+89.70| 91.59| 340+04.41| 92.93] 973.10| 0.00] 973.10| | | | | |
| srR9S | 299+85.43] 42.97| 321+05.25] 38.02| 2140.20| 0.00| 2140.20]| | | | | |
| Totals unit:LF | 3425.80| 0.00| 3425.80] | | | | |
Date: 4/24/2008 9:25:49 am Page No. 2

LINEAR MEASUREMENT COMPUTATION

Pay Item nNo. 705-04.03

Unit:EA  File Name: D:\Projects\GUARDRAIL\Sr95.txt

|Pay Item Name: Proposed Type 13 terminal |
+ + | |
| | [BEGTIN] | [E n D] | ORIGINAL] | [FINAL] |over/| |
| | | | under | Remarks |
| Baseline | station | offset | station | offset | Gross |Deduct| Net |Gross |peduct|net | Run | |
| | | | | | Length | | Length |Length| |Length| |
| | | | | | |y | === e Jimmemee fimais fimemaess |
| SR9S | 289+00.57| -53.73| 289+00.57| -53.73| 1.00| 0.00| 1.00] | | | | |
| srR9S | 299+85.43| 42.97| 299+85.43| 42.97| 1.00| 0.00] 1.00] | | | | |
| Page Totals Unit:EA | 2.00| 0.00] 2.00| | | | | |
| Totals Unit:EA | 2.00] 0.00] 2.00| | | | | |
Date: 4/24/2008 9:25:49 amM Page No. 3 =

Do not use the Append function in GEOPAK to add guardrail quantities from multiple roadways together in
the same file. Instead, generate each roadway guardrail tabulation in separate files and then combine using
any text editor. The Append function uses line feeds that are not recognized by Excel and will cause this

program to fail.

In Excel, click the Build Guardrail Block button and the user is given a file open dialog to Select GEOPAK

Guardrail Pay Items Output File. Once the file is identified, the macro reads the data and builds the block.
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This program builds the guardrail block from a guardrail output file created with Geopak D&C
Build Manager Pay ftems. See Geopakthe GEOPAK Road Course Guide, D&C Manager - Additiord | [ |nsert is usedto add this file
Guardrail Functions - Section 20¢. Quartities for directionsto create the guardrail output file. This program | (oo 2 odecheet inthe Estimated
Block also runs the Check fems Numbers program to verify all tem numbers which are used. Roadway Quartities file then it
will be necessary to re-assign
WARNING: the macros forthe buttons.
Do not use the fppend function in Geopak to add guardrail quantities from multiple roadways Select alocation away fromthe
togetherin the same file. Instead, generate each roadway guardrail tabulation in separate files and button, right click overthe
then combine using any text editor. The 8ppend functionuses lire feeds that are not button and choose the Assign
Macro option. From the macro

list, pick BuildGRE ock forthe

Check Use this program onlyif 3 new ttems.dat file was downloaded after runring the "Build top button &click OKto finish.
Guardrail Block' program. This program checksto see ifthe guardrail pay iteme listed in the HAesign runcheckitems GR to
tem quardrail block are inthe cument item numbers file, tems dat. This items .dat file is downloaded the bottom button.
Numbers fromthe intemet to C:\Program Filesticrosoft OficeTemplatesitdot 2nd Sheets foruse in

PROPOSED GUARDRAIL
BRIDGE SINGLE
SHEET SIDE STATION END TYPE 2 TYPE12 | TYPE 38 | REMARKS
LOCATION GUARDRAIL GUARDRAIL| TERMINAL | TERMINAL
NO. 705-01.01 | 705-02.02 | 705-04.03 | 705-04.07
LT RT FROM TO (LF) (LF) (EACH) (EACH)
SRI5 5373 283.0057 292413.07 31250
SRI5 53.73 28940057 28340057 1
SR95 53.73 292413.07 292463.07 1
SRI5 4297 | 299.8543 321406.25 2140.20
SRI5 4297 | 299.8543 29948543 1
SRI5 9259 | 329.39.70 329489.70 1
SR95 94.29 329.53.90 330408.90 1
SRI5 9159 329.89.70 34040441 97310
WESTOVER 20.00 25.86.99 28475.34 28835
WESTOVER 20.00 28+73.35 23400.24 26.90
WESTOVER 20.00 28475.34 29425.34 1
WESTOVER 20.00 29.00.24 29450.24 1
TOTALS 26.90 3714.15 2 5

Different roadways are sorted alphabetically based on the roadway chain name from the output file.

If Insert is used to add this file as a worksheet in the Estimated Roadway Quantities file then it will be
necessary to re-assign the macros for the buttons. Select a location away from the macro button, right click
over the button and choose the Assign Macro option. From the macro list, pick BuildGRBIlock for the top
button & click OK to finish. Assign runcheckitemsGR to the bottom button. If you do not see these macros
listed in your estimated roadway quantities file, then you will have to either set it up in a file by itself or update
your estimated roadway quantities Excel file to the latest version of that file which includes these macros.
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Storm Drainage Pipe Tab Builder

The macro in template Storm Drainage Pipe Tab Builder.xltm builds the storm drainage pipe tabulation
block from the drainage report file created with GEOPAK Drainage using the drainage report format file
TDOTIlinksFULL.drf. The macro also runs the Check ltems Numbers program to verify all item numbers
which are used.

In Excel, click the Build Storm Drainage Pipe Block button to activate the file open dialog to Select

Storm Drainage Link Report File. Once the file is identified, the macro reads the data and builds the block.

Build Storm F— T NoaE oo toak NB06 Fenart Sie reiad with Ge Minsert is us2d10 300 M 2 3 3
Drainage | |Srasagssng me darsgercout ma £a TOOTINMSFULL B Té pograr 3dorims peCheok || 270581 0 Estmated Rosangy
Pipe ttema Numbsara Drogram 13 varily 3 Ham nuMDEs wWiich ar2 us2d = honited; o y
—Diant | 2
Check Usa this program only If 3 new “ttame.dat’ flie w3s downloadsd aftar running the "Bulld Storm A;ulgn‘.l;;; 1;;@:::_;?1:;;-&
Item Dr_alnag_e_mpf Blo.ck' prog_rfn. -Tﬂsf(?g's’r chacks ?3 =] ‘wTE-st:r-m :.';:";‘;: ;:;e".';a:- Hams ksad 5t pick Bums{omgrmnw]p“ﬁ
ara In he currant lam numbers Si2. The "Mams dat” f2 is 0ownigadad fom e imamst 1 "C-Srogram 2 10p bution & Cick OK 10 fnish. Assign
Numbers FresMicrosofl Ofce Tampiaies TDOT 20d Snhests” for Use In sstmatad quanttss 13ouaton runchackitamess 1 12 notom oution
STORM DRAINAGE PIPES
RCP CLASS Il
SHEET] —— e % 607-03.02 | 607-05.02 | 607-07.02 | 607-08.02
NO. CODE DUTLEY CODE INLET [GRADH 18 24 36 42
ELEY. ELEY. (L.F.) (L.F.) (L.F.) (L.F.)
[ CB-1 | 44223 | CB-2 | 44154 | 050 133
CB-3 | 44289 CB-2 | 44271| 050 37
CB-16 | 444.88 | CB-15 | 44453 | 050 58
CB-15 | 44442 | MH-1 | 44403 | 050 73
CB-17 | 44098 | MH-1 | 43851 | 4.00 62
MH-1 | 43830 CB-2 | 434.93| 5.00 66
CB-2 | 433.20| CB-4 | 43256 | 050 128
CB-5 | 445.82| CB-4 | 44523 237 25
CB-4 | 43227 | CB-6 | 43112 | 050 230
CB-6 | 42631 | CB-7 | 424.04| 100 228
CB-7 | 42154 | CB-8 | 42021 | 100 133
CB-9 | 42463 | CB-8 | 42171 | 6€.00 43
CB-8 | 41960 | CB-11 | 41808 | 100 152
CB-11 | 417.31 | CB-10 | 41683 | 2.00 24
CB-10 | 416.33 | CB-13 | 41621 | 050 24
CB-12 | 42160 | CB-13 | 413.00 | 11.00 24
CB-13 | 41600 | MH-3 | 41548 | 050 103
CB-14 | 41846 | MH-3 | 41818 | 050 56
MH-3 | 41527 | Ew-1 | 41396 | 050 264
CEB-13 | 433.08 | MH-2 | 43806 | 505 20
MMH-2 | 437.94 | CB-19 | 42791 | 762 132
CB-20 | 42965 | CB-19 | 427.91] 5.00 35
CB-13 | 427.74 | CB-21 | 424.03| 176 21
CB-21| 42386 | CB-22 | 42067 | 6.06 53
CB-24 | 42171 | CB-23 | 42138 | 2.00 17
CB-23 | 42105 | CB-22 | 42067 | 242 16
CB-22 | 42034 | CB-25| 41993 | 0.77 45
CB-25| 41343 | CB-26 | 419.23 | 050 39
CB-26 | 41896 | MH-4 | 417.97 | 050 198
MH-4 | $417.76 | EW-2 | 41682 | 050 188
TOTALS 982 425 1033 330

If Insert is used to add this file as a worksheet in the Estimated Roadway Quantities file, then it will be
necessary to re-assign the macros for the buttons. Select a location away from the macro button, right click
over the button and choose the Assign Macro option. From the macro list, pick BuildStormDrainagePipes
for the top button & click OK to finish. Assign runcheckitemsSS to the bottom button. If you do not see these
macros listed in your estimated roadway quantities file, then you will have to either set it up in a file by itself or
update your estimated roadway quantities Excel file to the latest version of that file which includes these

macros.
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Storm Drainage Structures Tab Builder

The macro in template Storm Drainage Structure Tab Builder.xItm builds the storm drainage catch
basins, junction boxes and manholes tabulation block from the drainage report file created with GEOPAK
Drainage using the drainage report format file TDOTnodesFULL.drf. The macro also runs the Check Items
Numbers program to verify all item numbers that are used.

In Excel, click the Build Catch Basins and Manholes Block button and the user is given a file open
dialog to Select Storm Drainage Node Report File. Once the file is identified, the macro reads the data and
builds the block.

LIl #Incartis used o acd tis fie as &
Catch "
Bazins
and
Check
Item cok
Nembers 7| | runchecktiemecs 1o tme pomom pumee
| CATCH BASINS AND MANHOLES
| TYPE 3 | TYPE 3 [ TYPE 12| TYPE 12[ TYPE 12| TYPE 14| TYPE 42| TYPE dzl |
SHEET| LOCATION | STATION |OFFSE TE/TORTRUCTUR| INSIDE | DEPTH [TANDAR| M.H. M.H. C.B. C.B. C.B. cB. c.B. cB. |
NO. (FT.) | CODE | ELEY. TYPE (FT.) 01.04]611-01.05 611-12.01611-12.02{611-12.03{611-14.04]611-42.04611-42.02
12°-16°16°-20°| 0 -4" | 4" -8 | 8" -12"J12°-16"| 0°-4" | 4" -3
CPDRWS 0+56.13 A5 | CB-24 425.13 B14 5X8 6.42 .
CPDRW3S 046037 115 CB-23 | 42824 B4 X8 713
MAINLINE | 15+05.10 811 CB-1 45755 14 8X8 1532 1
MAINLINE | 15068.36 34 CB-15 456.17 #12 4X3 1075 1
MAINLINE | 1546836 | 9674 | CB-16 44555 B42 4X4 367 1
MAINLINE | 16+45.00 34 CB-2 45485 B2 %7 2165
MAINLINE | 1644500 | -16.35 | CB-3 44656 842 4X4 367 1
MAINLINE | 16+50.00 315 -1 456.56 H 5X5 18.55 1
MAINLNE | 16+30.00 | 81.02 | CB-T 44465 842 4X4 367 1
MAINLINE | 17+86.12 34 CB-4 452.95 B2 T 2011
MAINLINE | 17e86.12_ | 6434 | CBS 44343 842 4X4 367 1
MAINLINE | 2043472 34 CB-6 4455 #12 X7 13.19
MAINLINE | 24+03.03 34 CB-8 423.09 #12 4X4 348 1
MAINLINE | 24403.03 | -871.36 | CB-3 43852 842 4x4 1358
MAINLINE | 2448258 34 CB-21 4217 #12 4X3 384 1
MAINLINE | 2504130 34 CB-22 427.03 14 X8 615
MAINLINE | 2546465 34 CB-11 42637 12 4X4 966 1
MAINLINE | 2503465 34 CB-10 426.31 14 X8 1055
MAINLINE | 2543465 34 CB-25 426.31 14 X8 742
MAINLINE | 2640375 | -56.08 | CB-12 42784 842 4X4 624 1
MAINLINE | 26424 65 -34 CB-13 426.96 #12 5X5 10.36. 1
MAINLINE | 2644165 34 CB-26 427.05 14 8X8 803
MAINLINE | 2743281 34 MH-3 42878 MH 5X5 135 1
MAINLINE | 28+46.23 34 H-4 423.43 H 5X5 167
STOBEND | 1043436 | 2647 | CB-14 42554 #42 4X4 .38 1
TOTALS 1 1 1 0 4 1 4 2

If Insert is used to add this file as a worksheet in the Estimated Roadway Quantities file then it will be
necessary to re-assign the macros for the buttons. Select a location away from the macro button, right click
over the button and choose the Assign Macro option. From the macro list, pick BuildCatchBasinsBlock for
the top button & click OK to finish. Assign runcheckitemsCB to the bottom button. If you do not see these
macros listed in your estimated roadway quantities file, then you will have to either set it up in a file by itself or
update your estimated roadway quantities Excel file to the latest version of that file which includes these

macros.

65




Link Tabulated Quantity Blocks to Estimated Roadway Quantities Worksheet

To link cells from tabulated quantity block worksheets to the estimated roadway quantities worksheet:

1. Select the cell where the linked value will be displayed. Enter the equal sign, =
For this example, we will link item no. 709-05.06, MACHINED RIP-RAP (CLASS A-1).

Y- timated Roadw uantities.xls icrosoft Ex L]
o Home P op ACIroo [
o 4 Aral v|1U' | === =* [Number - .E'A JPInsert~ | X -~ % [ﬁ
—j%vﬁlf U-|A s | EE==|86-% 9 3" Delete~ | 4]~ ,
Paste b . Styles [SjFormat' 7 Sort & Find &
- v S A TEIE Q- | 58 %8 > Filter - Select -
Clipboard Font Alignment Number Cells Editing
E7 - = £
E
ESTIMATED ROADWAY QUANTITIES
ITEM NO. DESCRIPTION UNIT | QUANTITY
00000-0000-01
7 709-05.06 MACHINED RIP-RAP [CLASS A-1) TON | -
| |
Rdwy. Quantity Block 1 / i<l elieiigncile) Rdw)

2. Click to the worksheet and cell to be linked.

Developer

Acrobat

iE i=F o] - $ - O |fu-g *0 Conditional Format  Cell
- Formatting ~ as Table ~ Styles

Styles

Insert  Pagelayout Formulas Data Review View
;'*ﬂlnsert =

5 Delete ~
EFormat I A

Cells

=
IE'

Sort & Find &
Filter ~ Select ~
Number Editing

Alignment

='Rip Rap Ditches'IHE0

RIPRAP DITCHES

MACHINED RIPRAP

ROADWAY

STATION
DETAIL

NO.

FROM

CLASS A3
709-05.05
(€.Y)

CLASS A1
709-05.06
(c.Y)

CLASS A2
709-05.07
(c.y)

161+00 167+75

TOTALS

Quantities Block

ROW Markers

Add Sheets
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3. Then add an + in the Formula Bar (if you are going to link another tabulation block) and

click on the second worksheet and cell to be linked.

bE | = timated Roadway Quantities.xls icrosoft Exc L]
e Home Pag 0 0 op Acrob w
4 =3 [ aier 2 A B
—j e = = 57 1 Delete ~ |j'
5+ B 1 U-| == $-% o @ :
Paste . Styles o Eamnars 7)ot SO i s
~ 66 66 - Filter v Select ~
Clipboard Number Cells Editing
SUM A ='Rip Rap Ditches'|H60+'Storm Drain Endwalls'lI60
STORM DRAIN ENDWALL
RIP-RAP | PROTECTED ENDWALLS
CLASS | CLASS "A"| STELL BAR | 18IN.] 18IN.| 18 IN.
LOCATION} SHEET NO.  [STATIONDFFSE|SKEW|CODE| TYPE | DRAWING [ A3 |CONCRETE|REINFORCING| 3:1 | 41 | 61
(FT.) NO.  |709-05.06| &1-07.01 611-07.02 | 07.54 | 07.55 | 07.56
(TON) (C.Y.) (LB.) EACHNEACH)EACH
3 101:00 | 50 | 90" [26EW|SATETY 23.0
TOTALS 230 | =

o RO arke Rip Rap Ditches | Storm Drain End

Add =

4. When the correct worksheet name and cell address are entered into the Formula Bar entry window,
click on the check mark, ¥* on the Formula Bar and the total guantity will be linked as shown.

timated Roadway Quantities.xls [l

Review View Developer Acrobat =

“Hansert - ¥ -
e 247

j“‘ Delete ~
Paste L p Sort & Find &
i F w | Fi it | S AT
- J i — = e .00 . '-=j orma ‘2 Filter = Select ~
Cells Editing

-l X

Insert Page Layout Formulas Data

[Nl
i Ll

Clipboard i
- 709-05.06
C

ESTIMATED ROADWAY QUANTITIES

QUANTITY

ITEM NO. DESCRIPTION
00000-0000-01

73

I MACHINED RIP-RAF [CLASS A-1)

709-05.06

o - - e
Average: 73 Count:4 Sum:73 IEI Iy 70%

Ready
Note: Do not have quantities linked to values in separate workbooks.
The Estimating and Bid Analysis Office will not accept files with links to separate Excel files
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MicroStation 2D Files for Word and Excel

Have a 2d design file ready with a sheet border placed in it or open the plans sheet MicroStation DGN file.
As with most design files for T.D.O.T. projects, the design file should be created from the T.D.O.T. Roadway
Design Division Seed2d.dgn seed file, which is part of the T.D.O.T. Roadway Design Division standard CADD
files downloads.

Name the MicroStation DGN sheet file according to CADDV8.pdf , Section Roadway Designh DGN Project
Filenames; Standard Sheet File Types: for all sheet files Use .SHT extension. For example, use the name
002A.sht for the first ESTIMATED ROADWAY QUANTITIES MicroStation sheet file and the second
002A1.sht etc. Tabulated Block sheets use the name 002B.sht, 002B1.sht, 002B2.sht, etc. For the
complete INDEX of all sheets see the Roadway Design Guidelines.

There are several reasons why the MicroStation DGN sheet files need to be named according to the
Standard Sheet File naming requirements. One, the project will be very easy to plot using InterPlot Organizer
where the sheets will automatically be in order. Two, the names of the sheet files must be the same as the
sheet number so that when the sheet is published on FileNet, other divisions, such as Right-of-Way and
Construction, can easily find and use the files produced by the Design Division.

All Second Sheet files must be on a 1:1 scale! The Traffic Control and EPSC Tabulation Blocks shall
also be placed on a 1:1 scale. The Right-Of-Way Acquisition Table should be on a 1:1 scale ifitis on a
sheet by itself or if it is with a Property Map it should be placed at the scale of the property Map. Other links

can be placed on a plan sheet at the scale of the sheet or at the scale listed in the tabulated block.

Creating a New Second Sheet

1. Open MicroStation SS2 and click on the New File Icon.

I\ File Open - \\AG03SDCWF00010.net.ads.state.tn.us\PROJECTS\Standard Drawings Folder\Working Folder for Eugene\Files to be rename...

Lookin: | | | DGNs Ve rE DNHE® 2D-V8 DGN
* Name . Date modified ype
M 7515-19901207.dgn 7/30/2018 10:55 A DGN File

Quick access

REV. 1-1-TE: CHANCED DRAW]
-3-15.

. RU-5-15 10 |

REV. 12-T-%0: REDREW, REDR
Desktop DRAWING ANC RENAMED SHEET.

Libraries

This PC
d i
N""-‘] ) File name: |TS15—199D12D7‘dgn v User: | Lany v
etwor :
Files of type: CAD Files (*.dan;* dwa;".dxf) v Cancel Project:  No Project v
[]Open as read-only Options Inteface: tdot w
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https://www.tn.gov/content/dam/tn/tdot/roadway-design/documents/cadd_files/documents/CADDV8.pdf
https://www.tn.gov/tdot/roadway-design/design-standards/design-guidelines.html

2. Inthe window that opens to create a new 2nd sheet you need to set the seed type to seed2d.dgn. If it is not
set, click Browse and select it. Next, set the location where the file will be created. Select your project
Folder where the file is to be placed. It should be placed with the rest of the project files. The last thing you

need to set is the name of the file. Then click Save.

3.

“T:.' New - C:\Projects\

> Savein: ’ Projects v’ (e I s & JEa|
% Name . Date modified Type Size 3
) 8 2nd Sheets Working Files WORD_EXCEL_DG... 4/3/2018 9:05 AM File folder
. CONNECT OPEN ROADS FILES 5/2/20181:44PM  File folder
Line Styles MicroStation 552 4/3/2018 8:00 AM File folder
- LP Cell Library 6/14/2018 1:06 PM  File folder
Desktop LP RD11 Typicals - For Cells 7/9/2018 9:02 AM File folder
Maps Parker 6/20/2018 9:13 AM  File folder
™ Personal 8/24/2018 10:26 AM  File folder
Libraries Pictures 4/3/2018 9:02 AM File folder
. £~ RETAINING WALLS 4/3/2018 8:03 AM File folder
L,! L} Special Drawings Projects 6/25/2018 8:55 AM  File folder
This PC § Special Reports 6/12/2018 11:46 AM  File folder
! Special Standard Drawings By LP 4/3/2018 8:14 AM File folder
L# TDOTData 4/5/2018 11:35 AM  File folder
Net\;vork Tect Praiect far Micrnctatinn 5/Q/2018 1:41 PM File falder Y
———>  Filename: Im v l I Save Ié
Save as type: MicroStation DGN Files (*.dgn) v Cancel
g Seed: ’C'\Users \Public\MicroStation Standards'seed\seed2d.dgn ‘ Browse

In the window that opens select the file and click OPEN.

P: File Open - C:\Projects\

Lookin: | | | Projects vedeE NEm 2D-V8DGN
i Name . Date modified Type #
) Maps Parker 6/20/2018 9:13 AM  File fol
EHa Personal 8/24/2018 10:26 AM  File fol
. Pictures 4/3/2018 9:02 AM File fol
£~ RETAINING WALLS 4/3/2018 8:03 AM File fol
Desktop b Special Drawings Projects 6/25/2018 8:55 AM  File fol
¥ Special Reports 6/12/2018 11:46 AM  File fol
™ ! Special Standard Drawings By LP 4/3/2018 &:14 AM File fol
Libraries TDOTData 4/5/2018 11:35AM  File fol
= Test Project for Microstation 5/9/2018 1:41 PM File fol
Q TTUPresentation /5/2018 11:36 AM  File fol
—neee—> M 002A.sht 8/24/2018 11:17AM  SHTFi ,
< >
File name: Im v l | Open |hUser: Lamy v
Network
Files of type: Sheet Files (*s") v Cancel Project: | No Project v
[JOpen as read-only Options Interface: |tdot v
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4. When the MicroStation file opens the first thing user needs to do is set the active scale to 1:1 for second
sheets. In the Menu Ribbon at the top of MicroStation select Utilities and dropdown to Key-in and click on it
to open. Key in as=1,1,1 in Key-in window and hit Enter. The file will be set to a 1:1 scale if it is a 2D or 3D
file. Then in the Menu Ribbon at the top of MicroStation select File and dropdown to Save Settings and
click on it. This will save the active scale so you will not need to do it again for this file.

Hl' C:\Projects\002A.sht [2D - V8 DGN] - MicroStation V8i (SELECTseries 2)

— File Edit Element Settings Tools Utilities Workspace Applications Window T.D.O.T. Help
SURVEY-CENTERUNE-Prv [ 0 | N v = 2 +| ( & »|«| (@ -2 ~ @3 [x & X|: @[« : O
B4 = B @] ] 2] Al s i 2] ] , i 3
5|2 sl &) )| Ble] |l o]l Ll
2 B View 1, Default
=
f @
@l
B
A
]
]
R
==
k)
i<l
F—_II
@ ~[© v|b v |@ Dot Vews - & [v]2]3]4]s5]s]7]e
Element Selecion > Setings Saved ] od | @& |SURVEY - CENTERLINE - Pr

5. Now we place a sheet cell. In the Menu Ribbon at the top of MicroStation select T.D.O.T and pull down to
Sheet Cells and click on it.

2] C\Projects\002A.sht [2D - V8 DGN] - MicroStation V8i (SELECTseries 2) o~

File Edit Element Settings Tools Utilities Workspace Applications Window  T.D.O.T Active Angle
= - . | Aerial Survey Tools
SURVEY-CENTERUNE-Prv [(J 0 v Z 0 v/ S 2 v (@ v« B~2~-C 2
) emleml == Area Patterns »
A e Il [ T ) 2 R O T A Y 1 3 o o [ e s ,
| #°] # | VY| ke of) 7| B[ W8S |8 B M| DI B]IES) K8 o s

- Cross Sections ’
£ & View, Default Ciab Rarogs
Curb Ramp Cells

Custom Line Styles

Drainage (Plan)

Drainage (Profiles/Culv. Sections)
Erosion Prevention Sediment Control
Iplot - Default Settings
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6. This will bring up a dialog box to select your sheet border. Click on Plan for Tabulated Quantities.

Sheet Cells

Restart Cell Place

Plan for Index anc
Plan w/Coor Note
Plan/Profile

Profile

Cross Section
Culvert Section
Title Sheet

Box Culv. X Sectioﬂ

Simple Place j‘ Sheet Title Cells ‘ Place North Arrow Cancel

7. This will activate the sheet cell the user needs to place the cell in the MicroStation file by clicking in the

MicroStation view window where they want to place the cell. The sheet cell should look like this.

() C:\Projects\002A.sht [2D - V8 DGN] - MicroStation V8i (SELECTseries 2)

File Edit Element Settings Tools Utilities Workspace Applications Window T.D.O.T. Help

- B a T = , 2 .o |
SURVEY - CENTERUNE-Pnv | [J 0 ~ 0 v = 2 v : @ ;Jj )| £ [ef): = 2]l

o o I I [ I i o NP2 P - O 213 o o O | | 48] €| 2] I PN P R R N s

£ ®m View 1, Default

2 SR W R X Y

The sheet cell has snap points for placing the Estimated Roadway Quantity blocks by corners. The
Yellow snaps points are for placing the quantity block on the left side of the sheet. The first snap point is for
placing the beginning corner point of the block and the second is ending corner point. The third, fourth, fifth
and sixth snap points are provided if the quantity file has more than one column for quantities. The Purple
shap points can be used for a second Estimated Roadway Quantity block with one column of quantities or
for placing the Foot Notes by corners. The Blue snap points are the maximum limits for any Excel or

Word file being attached by corners.
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Excel Linking to a MicroStation File

Linking The Estimated Roadway Quantities Block

1. Open your Estimated Roadway Quantity file. For this example, we will use the Rdwy. Quantity Block 1.
All tab blocks have been setup so the top row and the row just below the table is one cell each, to make it
easy for selecting. Select the information in Excel needed for linking to the MicroStation file. Click on the
row above the block and hold down the Shift key then click on the row just below the table (in this
example it is row 1 and 67). This will select an extra row and column on each side of the block to provide a
border on each table. The selected area should now be highlighted.

Right click on your mouse and pick Copy from the choices given. This puts the selected information into
the Windows Clipboard.
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Data
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3. Inyour MicroStation file on the menu bar, go to Edit > Paste Special...

(The Excel link will be placed on the active level in MicroStation)

Select the Linked Microsoft Excel Worksheet option and click the Paste button,

Paste Special

Data Type:

Linked Microsof Excel Worksheet (code)
Text To Design Fie
Rich Text to Design Fie

Linked Text To Design Fie

Picture of Microsoft Excel Worksheet (code)

Embedded Microsok Excel Worksheet (code)

4. Select the Method: By Corners.

Paste Cancel
% Paste OLE Object —
Obgect: Microsoft Excel Worksheet (code)
Pase as] | Link v

Method: | By Comers

5. Snap to the left Yellow snap point then second Yellow
Snap point and the Rdwy. Quantity Block 1

is placed on the sheet in your DGN file.
You now have a live Excel file linked to your DGN

file so when you make changes in your Excel file

they can be updated without attaching the file again.
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Linking The Foot Noes

6. Open your Estimated Roadway Quantity file. For this example, we will use the Foot Notes. All tab blocks
have been setup so the top row and the row just below the table is one cell each, to make it easy for
selecting. Select the information in Excel needed for linking to the MicroStation file. Click on the row above
the block and hold down the Shift key then click on the row just below the table (in this example it is row 1
and 67). This will select an extra row and column on each side of the block to provide a border on each
table. The selected area should now be highlighted.

7. Right click on your mouse and pick Copy from the choices given. This puts the selected information into
the Windows Clipboard.

40 - timated Roadway Quantities.xls: icrosoft Exc L]

e Home Pag 0 0 op Acrob |

— % Arial v|1D Bl — ;’3 Text - Jé'.‘ ;,'“:'Insertv > - ‘%‘i’v
B =_= '
= |

- BIU-|AA S 16 -9% 9 T Delete - | ]~ A~

Paste Styles | v :
iF = 0 = - |Format ~ | [/~
v ; '|@!'A' ‘:__-—:__=|§7" %0 6o = 2
Clipboard Font Alignment Number Cells Editing
A1 v
A B | [ 1]
. FOOT NOTES NOTES To Designer Do Hot Adjust Text Size!
| 2 |
/ 4 I} Text [Example) Do Mot Adjest Row Height!

5 Text Row 1= keight of 10,

& Text t of 24,

T ight of &,

5 2 Text 66 = height of 14 and

3 of 12.

10 31 Text wmber of Rows to be placed in 2 DGH File iz 67
1 to be placed in 3 DGN file iz 6T,

12 Do Not Adjest Colums Width!

13 Colums A iz 2 wide,

14 Colums B iz & wide,

15

16 Colums D iz 2 wide.

1 Placing Foot Hotes.

18 Foot Hote Numbers go in colums B and the Notes go in column C ax
13 shows.

20

Ending the Foot Notes Block.

n2

You seed to place 3 solid black line at the bottom of the Foot Hotes
Block if you are aot using all 66 lines. After filling in all Footaotes go to
the Row below the last Foot Hote and edit cells For columa B and C. To
Edit the Cells you meed to highlight cell
with your mouse and click on Format Cells. Click on the Border Tab and
then choose the line style to be placed by clicking on it. Use the line style
in the second colums, third from the bottom. Then in the white area that
has the word TEXT click where you want the line to be placed. Then click
oK.

your mouse. Then right click

TO PLACE THE FOOT HOTES

IH A DGH FILE.
Tou need 2 DGH 2ad sheet Seed File with the snaps at the top of the sheet
to place the Foot Motes in. Highlight the block to be placed by Click with
your mouse is Row 1, anywhere and hold dows the button thes pull dows
to the last Row of your Foot Hotes Block, where you just placed the solid
line to end the block then release the button. This will highlight area to be
placed in the DGH. Right click with your mouse and select COPY. How in
your DGH file <lick on Edit at the top and pall dows to paste special.
When the window apeas choze Lisked Microsoft Excel worksheet. This
opess 3 placement mean, chose Paste as Link and By Corners. To place uze
the saaps tabs at the top of the DGM sheet For the left side of the Foot
Hotes and right zide for the Foot Hotes Black.
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8. In your MicroStation file on the menu bar, go to Edit > Paste Special...

(The Excel link will be placed on the active level in MicroStation)

Select the Linked Microsoft Excel Worksheet option and click the Paste button,

Paste Special

Picure of Microsoft Excel Worksheet (code)
Embedded Microsok Excel Worksheet (code)
Linked Microsof Excel Worksheet (code)
Text To Design File

Rich Text to Design Fie

Linked Text To Design Fie >

Paste Cancel

9. Select the Method: By Corners.

10. Snap to the left Purple shap point then second Purple

% Paste OLE Object — X

.....................

Method: | By Comers v

Snap point and the Foot Notes are placed on the

sheet.

Again, you have a live Excel file linked to your DGN
file so when you make changes in your Excel file

they can be updated without attaching the file again.
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Linking The Tabulated Quantities Blocks

11. Open your Estimated Roadway Quantity file. For this example, we will use the STORM DRAIN
ENDWALLS Tabulation Block. All tab blocks have been setup so the top row and the row just below the
table is one cell each, to make it easy for selecting. Select the information in Excel needed for linking to the
MicroStation file. Click on the row above the block and hold down the Shift key then click on the row just
below the table (in this example it is row 1 and 61). This will select an extra row and column on each side

of the block to provide a border on each table. The selected area should now be highlighted.

12. Right click on your mouse and pick Copy from the choices given. This puts the selected information into
the Windows Clipboard.

= |18 stimated Roadway Quantities.xls icrosoft Exc |

Al B | ¢ | o [ ETF G [ H | [y 7 K [ L wm [ W o[ P @ | B | 5 | T | U V| w][®| ¥ | Z | A | A | AC 4D

STORM DRAIN ENDWALLS
RIF-RAP| FROTECTED ENDWALLS SAFETY ENDWALLS [ [TEM NO_611-07.54 THRU 611-07 71 SERIES )
CLASS [CLASS-A-| STELLBAR | 181N | 181N | 181N, |24~ IN]24- IN] 24~ IN] 307 1N ] 30~ IN] 307 1N 36~ INL] 36 IN] 56~ IN] 42" I ] 42 IN] 42~ 1N |45~ 1] 43~ 1] 43~ 1h)
LOCATION s SHEET NO TvPE | DRAwING | A3 |concRE B0 [ 4 | e |3 | oaa | et | s [ aa | e | 3a [ an | e | 34 | aa | et | 34 [ e | ea
FT) NO.  |705-0506 611-07.01 | 6110702 | 0754 | 07.55 | 07.56 | 0757 | 07.58 | 07.5 [ 07.60 | 07.61 | 07.62 | 07.63  07.64 | 07.65 | 07.65 | 0767 | 07.68 | 0763 [ 0770 | 0771
(oN) | (©v) (LB) | EACHNEACHNEACHKEACHKEACHKEACHKEACHEAGHIEACHEACHKEACHEACHKE ACHKE ACHIEACHKEACHEACHEACH

/

SRE 100 | 50 | s0r [26Ew| sATETY 230

N

TOTALS 23.0

PLACED BY SCALE: 18.00

Foot Notes Box Bridge uéntities Block Add Shee ‘-0 arke Rip Rap Ditches | Storm Drain
. . . 2 jal
13. In your MicroStation file on the menu bar,
go to Edit > Paste Special... D,ﬂ

Picture of Microsoft Excel Worksheet (code) o
] . Embedded Microsokt Excel Worksheet (code)
Select the Linked Microsoft Excel Worksheet PR SrrRey

Option and click the Paste button, SN g

Rich Text to Design File
Linked Text To Design Fie v

N e B
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14. Select the Method: By Size.
Click on Rotate With View.
Set the Scale to: 18.

% Paste OLE Object — X

Obyect: Microsoft Excel Workshest (code)

Link -
Method: | By Size v
[] Desplay as icon
[[] Transparent Background
Rotzats With View

~

Cdd

Scale: | 18.0000

Size: (345.189 x 225.000) *

All Tabulation Blocks are set up to be placed on a scale of 18.

The Active Scale and the Sheet file in the DGN file must be on a 1 to 1 scale.

15. Place the Tabulated Block anywhere inside the sheet

border in the DGN file by clicking with your mouse
that now has the Tab Block attached to it.

===

16. You will need to move the Tab Block you just attached
to the top left corner of the sheet. You must save and
close your Excel file to be able to move the attach file in
MicroStation. Snap to the top left corner of the attached

tab block to pick it up and Snap on the Blue Snap

Point in the top left corner of she sheet file as shown to

have the block in the right location of the sheet.

|

Again you have a live Excel file linked to your DGN file

so when you make changes in your Excel file

they can be updated without attaching the file again.
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Linking Multiple Blocks To One Sheet

17.

All Tabulated Quantity Blocks are set up for a full sheet of each block. In most small jobs, you will not need
a full sheet of most tables. All Tabulated Block have been set up so the user can delete the rows needed
to be removed to make the table the size it needs to be. The Rows for the Headers are locked so they
cannot be deleted, but the Row for the TOTALS is not locked, so do not delete this Row or the table will not

tabulate your quantities.

Note: It is ok to have one Tabulated Block per sheet in the design project, but if there is a need to place
multiple blocks on one sheet then repeat steps 11 thru 16 to have the blocks placed in upper left corner at

the Blue Snap Point.

In this example we have attached two blocks to the Blue Snap Point in the upper left corner of the sheet.
The two blocks have been edited by removing the rows we do not need (rows 9 thru 54) in our blocks. The
user will need to move the blocks off the top of each other. In MicroStation activate AccuDraw, click on
Move element, then snap to the left top corner of one of the blocks and move down in the sheet. It is
recommended to keep one half inch between blocks. Your sheet should look something like this example.

If your Tabulation Block extends
into the area under the 4 inches
under the Project ID Block in the

upper right corner than something

did not attach correctly.

It is recommended that each time a

Tabulation Block is attached in a
MicroStation file that the user
compress design, save settings, exit
completely out of MicroStation and
reopen it before attaching another

Excel or Word file.
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Excel Text Size in a MicroStation File

All text in the Estimated Roadway Quantity file that has the Tabulated Quantity Blocks is based on the Arial
font and the blocks are set to be placed at a Scale 18. This should produce a text size values for .14 for the
rows in the middle of all tab blocks that are to be filled in. This is the recommended text size for the best

legibility in the plans.

The Arial font, text size 9 in Excel Tab Block when placed at a scale 18 will measure in the DGN file a height of
.14 feet.

1-scale size sheet, set the scale to 18 for placement:

Main Body text size 9 in Excel will measure 0.14 feet in MicroStation
Table Name text size 16 in Excel will measure 0.24 feet in MicroStation
Total Row text size 12 in Excel will measure 0.18 feet in MicroStation

50-scale size sheet, set the scale to 900 for placement:

Main Body text size 9 in Excel will measure 7 feet in MicroStation
Table Name text size 16 in Excel will measure 12 feet in MicroStation
Total Row text size 12 in Excel will measure 9 feet in MicroStation

Because the Excel file link is attached as a picture, the text cannot be measured directly. Zoom in and

use the measure tool to see if the body (not the headings) text is approximately the correct size.

\ ,
% Measure Distance Q[i]
M Between Points v
About: | Global 2 v
True Projected ESTIMATED ROADWAY
Distance: | 0.14' 014
Total: | 014 014
= ITEM NO. DESCRIPTION
- Z;
. 105-01 CONSTRUCTION STAKES, LINES AND GRAI
=T
o 201-01 CLEARING AND GRUBBING
202-01 REMOVAL OF STRUCTURES AND OBSTRU(
M 202-06.01 REMOVAL OF BUILDINGS (TRACT NO.10)
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Open & Update the Excel OLE Attachment

The changes made to the Excel files outside of MicroStation will not be changed in MicroStation until the Excel

links have been opened & updated.

Use one of the following methods:

1. In MicroStation, start the Element Selection tool and double click on the link to be revised. The Excel file
is opened. Make any changes that may be needed and save the file. The link is updated in MicroStation.

2. In MicroStation, go to Edit > Links... In the Links dialog, select the link to be revised and click Open
Source. The Excel file is opened. Make any changes that may be needed and save the file. The link is
updated in MicroStation.

You should not use the Update Now option in the Links dialog without opening the document first. The link may

be updated but errors are generated, and you may corrupt your MicroStation file.

3. In MicroStation, select the link to be revised and the Worksheet Object tools are enabled. Go to Edit >
Macro-Enabled Worksheet Object > Edit. The Excel file is opened Make any changes that may be
needed and save the file. The link is updated in MicroStation.

4. Open all linked files in Excel. In MicroStation, go to Edit > Update Links.

This function should update all the links in the file without opening the links. When used with Office 365, errors

are generated, and nothing may be updated.

Relinking
When the sizes of the rows are changed, the area linked will still be displayed in MicroStation but will be
warped or truncated. It will need to be relinked to correct the display in graphics.
To relink an Excel file:
1. Move the existing link graphics away from the sheet border.

2. Open the Excel file.
3. Follow the directions for a new link. See section Excel Linking to MicroStation.
4

. After the new link has been established and is correct, the link graphics from the old link can be

deleted.
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Word Embedded in MicroStation

Word Documents Embedded in MicroStation DGN Seed Files

There are MicroStation design seed files set up for the 2" sheets with the T.D.O.T. Word documents

embedded. These seed files have sheet borders set up at a one-scale.

MicroStation seed files with embedded Word documents:

Blank Sheet for 2" Sheet Notes.dgn

Drop Off Notes Traffic Control.dgn

EPSC Notes.dgn

EPSC Notes Local Program Projects Only

General Notes.dgn

General Notes Local Program Projects Only

Index and Standard Drawings.dgn

ROW Notes Utility Notes Utility Owners.dgn

ROW Notes Utility Notes Utility Owners Local Program Projects Only.dgn
Sheet 3 ROW Notes Utility Notes Utility Owners Local Program Projects Only.dgn
Signature Sheet.dgn

Special Notes.dgn

Special Notes Local Program Projects Only.dgn

Standard Roadway Drawings.dgn

Standard Structure Drawings.dgn

Standard Traffic Operations and Structure Drawings.dgn

Standard Traffic Operations Drawings.dgn

Creating a Second Sheet from a Seed File in MicroStation

1. From MicroStation or MicroStation manager,

Go to File > New in MicroStation or click the New File icon in MicroStation Manager ..., and in the
project folder, Browse to select the seed file needed for the sheet, assign the name according to the
sheet name directions and assign a *.sht extension. See CADDV8.pdf, Section Standard Filenames,
part Standard Sheet File Types: (Use .SHT extension). For example, use the name 001A.sht for the
seed file named Index and Standard Drawings.dgn. Be sure to look for the latest date at the end of
the file name for each seed file used.

There are several reasons why the MicroStation DGN sheet files need to be named according to
the Standard Sheet File naming recommendations. One, the project will be very easy to plot using

InterPlot Organizer where the sheets will automatically be in order. Two, the names of the sheet files
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https://www.tn.gov/content/dam/tn/tdot/roadway-design/documents/cadd_files/documents/CADDV8.pdf

must be the same as the sheet number so that when the sheet is published on FileNet, other divisions,
such as Right-of-Way and Construction, can easily find and use the files produced by the Design
Division.

The OLE link is displayed as a ‘picture’ of the Word document. It has a shape around the edge. The OLE

link can be copied, moved or scaled using the graphics commands.

Seed file Editing Notes:

1. In MicroStation, use the Element Selection tool and double click on the embedded Word document. The

embedded document will open in Word.

Tb C:\Users\jj00547\Desktop\001A.sht [2D - V8 DGN] - MicroStation V8i (SELECTseries 2)

File Edit Element Settings Tools Utilities Workspace Applications Window T.D.0.T. Help

DESIGN-TRANSPORTATION > (] 0 v| Z 0 v/ S 0 v : 3| »|~| : @ ~|2 ~ @5 v i elet]e: =[2]4): &A= WE I Dl @ E X
2 e I I O P o P I P O R Y 3 1P 2 = I I o = e = R e I P P R K | el I MO o |
s * X "2 View1, Defautt =
£ Tasks - B E
= "9 [
K15 2,40 [ X
? Roundabouts A A
Z_ Civil Geometry v
A Data Acquisition v
Print Preparation v ! % Element Select.. —
¥ Drawing HERA - = 1
T ; [+ al=lol /]
|4/ n< : % ¢i=lale)
=30
Qo onn

2

ABEGS
Bo 0% o % By
A ALy et -\;';(' Ai\

1 AIA Al
A

| AL :
, Kisg
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v

G v © v A v T Defauk Views > _@Jyl;|3|d|5|i|7|5
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2. Note that the Word document header says Document in DesignFileName.sht. Make edits as needed.

3. Occasionally information previously deleted needs to be added back into the Word document. This can be
accomplished by cutting and pasting from other open Word documents. To open a temporary General
Notes or Index and Standard Drawings file in Word, go to the File tab at the far left of the ribbon and
choose New > My Templates >TDOT 2nd Sheets > General Notes.dotx or Index and Standard
Drawings.dotx (The file you need info from). Cut from the temporary document and paste to the document
in the sheet file. Close the temporary document without saving them.

In General Notes documents, each section is numbered starting at 1 (one). If the 1% note in a section is
deleted, the remaining notes will pick up the numbering sequence from the previous section. To correct
this, highlight the first note in the section, right click and choose the option Restart at 1.

4. After making the edits wanted, go to the File tab at the upper left and choose Save or click on the Save
icon at the upper left. Changes made in the Word document will not be shown in MicroStation until the
Word document is closed.

5. The only access to an embedded document is from the graphics in the MicroStation design file. If the
graphic display of the embedded Word document is deleted, the Word document will be deleted. If
MicroStation has not been closed and the file has not been compressed, then the graphics and the Word
document can be recovered through the Undo command.

For this reason, it is recommended that a copy of the Word file information be made after significant
edits have been done.

This can be done several ways. In the Word document, go to the File tab at the upper left and select
Save As to make a copy to the project folder. In MicroStation, the OLE link graphics can be copied to the
side creating separate OLE link of the edits at that moment which creates an additional separate

embedded Word document. Of course, a backup copy of the entire MicroStation DGN file can be made.

Special Info in the Word Header & Text Body
The Header:

There is special text in RED, which is the Updated Date that this file was updated and the Instructional

Bulletin(s) that the file was updated to their requirements.
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There is special text in Black, which list the Effective Date for the data in the word file.

There is special text in Blue, which is special instruction of the user.
The Body of Text:

There is special text in Blue, which is special instruction of the user.

dazseenaze | AaBb Cl Aseoccodee | AsBscedte | A Bh Ce AaB AaBbCcDAEE
Emphasis | Heading1 | TNormal | Strong Subtitle Tite 1% No Spacing || Subtle Emp..

pd 5 1B-18-01, 1B~
Effective Immediately
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e 15 MOT NEEDED THEN LABEL 1T -NOT USED L IDAR
GENERAL NOTES. UGHTING
SPECIAL NOTES ; THE E STIMATED ROAOWAY QUANTITE S BLOCKIS) E STMATED BOX GRIDGE
© SIGNAL GUANTITIES AND E STIMATED LIGHTING GUANTIT

TABULATED QUANTITIES ARE APAR: E SHEET NUMBERING SERE S 2A. 2A1,2A2, ET
ERIES O 52 AD WA
DETAIL SHEETS.

ROL4 031617  STANDARD LEGEND FOR SIGNALIZATION AND
UGHTING

ROL5 050108 STANDARD LEGEND FOR EROSION PREVENTION AND
'SEDIMENT CONTROL

RDL6 033010 STANDARD LEGEND FOREROSION PREVENTION AND
SEDIMENT CONTROL

RIGHT-OF-WAY NOTES, UTILITY NOTES ana UTILITY OWNERS. -
OF- 5 GUANTIIE S AND E STMATED LIGHTING QUANTIIES SHEET S, THEN THEIR
PROPERTY MAP(S) AND RIGHT-OF -WAY ACQUISITION TABLE(S) NI M0 £ TS e
PRESENT LAYOUT(S) RDLT 052012 STANDARD LEGEND FOREROSION PREVENTION AND
F THE DO SHEET ONLY NAS TYPICAL SECTICHS ONIT i i e SourRO
RIGHT OF WAY DETALS rene " THE SHEET TTLEBL0CK 1N THE LOWER ROHT
PROPOSED LAYOUT(S) SN0 THE PAVNG ScHEDULE
N THE LOWER RIGHT 510002 TYPICAL SECTIONS AND DESIGN CRITERIA
PROPOSED PROFILE(S). CORNER MUST BE “TY
RAVP PROFILE(S) ERosioNPAEVEN o PSCINOTES, WD THE EROSON
PREVI ? Te W SHEETS A
SIDE ROADS PROFILE(S) ®. TR COuTROL A L PN S AnD A s, RDOI-TS-1A 020616 DESIGN STANDARDS FOR LOW-VOLUME LOCAL
et
PRIVATE DRIVE AND FIELD ENTRANCE PROFILELS) TROADS {ATH0n;

ROL-S 091617 STANDARD LEGEND FORNATURAL STREAM DESIGN

RDOLTS1 020516  DESIGN STANDARDS FOR LOCAL ROADS AND
STREETS

e
EXAMPLE- ERO SON PREVENTION & SECIMENT CONTROL [EP 5C) NOTE'S, LEGEN RDO1-TS2 031617  DESIGN STANDARDS FOR COLLEGTOR ROADS AND
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More than one Sheet Needed

If more than one plan sheet will be needed for General Notes or Index sheets:

1. Make edits as needed to the Word document embedded in the first sheet and close the Word document.
Since the text is not easily moved from one MicroStation design file to another, it is recommended
that all of the edits be made to the first MicroStation General Notes or Index design file before
creating the additional sheets.

2. Repeat step 1 under section Creating a Second Sheet from a Seed File in MicroStation as listed below.
From MicroStation or MicroStation manager,

Go to File > New in MicroStation or click the New File icon in MicroStation Manager ..., and in the
project folder, Browse to select the seed file needed for the sheet, assign the name according to the
sheet name directions and assign a *.sht extension. See CADDV8.pdf, Section Standard Filenames,
part Standard Sheet File Types: (Use .SHT extension). For example, use the name 001Al.sht for
the second sheet of the seed file named Index and Standard Drawings.dgn. Be sure to look for the

latest date at the end of the file name for each seed file used.
3. Inthe new MicroStation sheet file, edit the Word document. Highlight all of the text (except the heading if
needed) on the first page in the Word document and delete it. Save & close the Word document to see the

changes in the MicroStation file.

4. Repeat as needed for additional sheets.
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Embedding Word Documents in Existing MicroStation DGN Sheet Files

Sometimes you need to add small groups of notes to existing plan sheets in MicroStation.
This section describes the process of embedding the Word documents in MicroStation.
The TDOT Word documents embedded in the MicroStation seed files are also available as Word templates.

These can be used to add notes or standard drawings back into full sheets as needed.

T.D.O.T. Roadway Design Division Word templates used with MicroStation at
C:\Users\Public\Office Standards\TDOT 2nd Sheets:

e Blank Sheet for 2" Sheet Notes.dotx

e Drop Off Notes Traffic Control.dotx

e EPSC Notes.dotx

e EPSC Notes Local Program Projects Only.dotx

e General Notes.dotx

e General Notes Local Program Projects Only.dotx

¢ Index and Standard Drawings.dotx

¢ ROW Notes Utility Notes Utility Owners.dotx

o ROW Notes Utility Notes Utility Owners Local Program Projects Only.dotx

e Sheet 3 ROW Notes Utility Notes Utility Owners Local Program Projects Only.dotx

e Signature Sheet.dotx

e Special Notes.dotx

e Special Notes Local Program Projects Only.dotx

¢ Standard Roadway Drawings.dotx

e Standard Structure Drawings.dotx

e Standard Traffic Operations and Structure Drawings.dotx

A Full Sheet of Notes

1. InWord, go to the File tab at the upper left, choose New > My Templates > TDOT 2nd Sheets, and select
the type note file needed. (Or use your own note files)

(Note if you use a non TDOT 2nd Sheet template the following scales for the sheets will not be correct. )
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2. Edit the notes as needed. Select and copy to put the text into the Windows Clipboard.

Paste Special

Vicrosoft Word Document

3. Inyour MicroStation file on the menu bar, 5] | Embedded Microsol Word Document

Linked Microsot Word Document

go to Edit > Paste Special...

Jesign File

Select the Embedded Microsoft Word Document

Option and click the Paste button, Cancel
4. If you are placing a Full Sheet of Notes in a Second Sheet \‘4 Paste OLE Object = x
that is 1:1 scale, then you should use a Sheet Border that has _ -
Obgect: Microsokt Word Document
the Snaps Points at the top of the sheet. ! | Embedded -
e | Method: | By Comers -

Select the Method: By Corners.
Click on Rotate With View.

[] Display as icon
[] Transparent Background

_— Rotate With View

5. Place the Word Note File by clicking with your mouse on the Snap Points at the top of the Sheet File

Jl' C:\Users\jj00547\Desktop\001A.sht [2D - V8 DGN] - MicroStation V8i (SELECTseries 2) 6
File Edit Element Settings Tools Utilities Workspace Applications Window T.D.O.T. Help '
DESIGN-TRANSPORTATION~ | [ 0 v| Z 0 v| S 0 v | @] »|«| : B ~|2 - ©| 1] @lefle: =24l Bal=E x|l ee/mx
R R I [ P o = i 1 1 2 = A e I M M e = R O P e e I MU o o =

> jes

2 ® View 1, Default

|| || 0] 08 |« £

|

<
=)
5
2

@~ O v|b v /@ Defaut Views 'Ei‘“l?l‘lfIEIYle

Delete Element > [dentfy element ) No Elements Found o | @ DESIGN - TRANSPORTATION 8 |4

Text Size for a Full Sheet of Text
Arial font is the standard Font, text size 8 for normal text in Word (font and size in TDOT templates):
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1-scale size sheet:
Text Size 13 for .14 text size -

this will measure 0.14 feet in MicroStation

and will measure 0.14 inch on the printed sheet

Text Size 11 for .12 text size
Text Size 9 for .10 text size
50-scale size sheet, multiply the dimension above by 50:
Text Size 650 for .14 text size
Text Size 550 for .12 text size
Text Size 450 for .10 text size
Placing a Word File on a Layout Sheet

1. InWord, Select and copy your Text into the Windows
Clipboard that you want to place in the DGN file.

_—
In your MicroStation file on the menu bar,
go to Edit > Paste Special...
Select the Embedded Microsoft Word Document

Option and click the Paste button, >

Paste Spedial

Picture of Microsoft Word Document
Embedded Microsolt Word Document
Linked Microsoft Word Document
Rich Text to Design File

Text To Design File

Select Paste as: Embedded and Method: By Size.

Under the extra options, click on Rotate With View.

[ ]

% Paste OLE Object

Object: Microsoft Word Document

>

Pasts Cancel

Method: | By Size

Transparent Background
Rotate With View
Scale: | 38.0000
Size: (189.207 x 19.389)

4. Set the Scale Size. The following only works if the text is Arial an
This is what the TDOT Standard Note size is based on.
If the DGN sheet scale is 1:1 than set the scale to 38.
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If the DGN sheet scale is 50:1 than set the scale to 1900.

11! D:\rojects\BedfordWNaturesOwn\03,sht [2D - V8 DGN] - MicroStation V8i (SELECTseries 2) EEX)
Fle Edt Element Settings Tooks Utities Workspace Applications Window T.0.0.T. Help

v Q19 @ - S (o o= 2> 8o~ 40~
B-0-5-6-E-2-2 R % - QAR N (8] & b8 vl @ 2] % -/Lu,» @[3~ >

) view 1, Default EEX
£ Civil Workflows - AR rul elel Sl
X 7.2 @9 E ;X
RELCH?, _
] - = [x]
Object: Microsoft Word Document
Paste as: | Embedded ¥

Method: | By Comers v

a ~
%) Road Workflow

l

& Right of Way Workflow -

. %y s Workflow ad

5. Data point at the o =
-
ol

‘¢ Drainage Workflow

location on the DGN I ——
file where the Word 7

[] Transpasent Backgs
[¥] Rotate With View

file is to be placed. 5E88 Z SRS

5 ABC ¢ 7
A A N3 T CF Al A

Q- \ - [ v | | 82|l «s]s]]s

Paste OLE Object > Select rectangle comer i) File Compressed & |DESIGN - ROW - Right =

6. Use MicroStation’s Move Element command to position the link as needed. The temporary Word
document used to copy the notes from can be closed without saving since the document is now embedded

in the MicroStation DGN file.

Additional Notes concerning this method of Embedding
The By Corners method is used for Word documents to ensure that the text comes in at the correct
size. The By Scale method does not yield consistent results when used with Word attachments. That
method is used with Excel attachments.
Because the embedded Word file is attached as a picture, the text cannot be measured directly.

Zoom in and use the measure tool to see if the body (not the headings) text is approximately the correct

size.

Open & Update the Word OLE Attachment

Embedded Word Documents
In MicroStation, start the Element Selection tool and double click on the document to be revised. The Word

file is opened. Make any changes that may be needed and save the file. The document is updated in

MicroStation.

Linked Word Documents
Linking Word Office 365 documents instead of embedding them is not recommended due to several

compatibility issues between Word Office 365 and older versions of MicroStation. Any made with Office 365
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will have to consider the following if it is necessary to open & update them in MicroStation versions prior to

MicroStation V8i including MicroStation V8 2004.

Word Office 365 documents linked to MicroStation cannot be opened from inside MicroStation and they cannot

be updated until they are open in Word.

In order to update these after being linked, you must first open the document through Word Office 365. After

making any needed edits, save the file and then with it open in Word, use one of the following methods to

update what appears in MicroStation.

1. In MicroStation, go to Edit > Links... In the Links dialog, select the link to be updated and click Update
Now.

2. In MicroStation, go to Edit > Update Links.

To use this method, it will be necessary to open all linked files first.

It should update all of the links in the file without opening the links but when used with Office 365 without the

files open, errors are generated, and nothing is updated.
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Correcting Overlapping Text from Embedded Word Documents

With previous versions of Office and MicroStation when the height of the text area in the embedded Word
document was reduced from what it was when originally set up then the text became warped causing text
characters to overlap. This could occur when more than one plan sheet is needed, and the last sheet does not
have full text columns or perhaps in a case where you have less than one full sheet and the columns are adjusted
to be the same height. It could also happen if after you have added a small set of notes, one or two are removed.
This problem appears to be corrected with Office 365 and MicroStation V8i. If you are using MicroStation V8
2004 then you may still run into it.

Take the following steps to re-embed the document and correct this problem:

1. After edits are done to the embedded Word document, the text becomes warped and overlaps in

MicroStation.

2. Open the document and in Word go to the Office button at the upper left and select Save Copy As... to
save the document outside the MicroStation DGN file to your project folder.
3. Open the Word document from your project folder, select and copy to put the text into the Windows
Clipboard.
In MicroStation, delete the original embedded document or move it to the side off the sheet.
The OLE attachment will be placed on the active level, reset as desired.
In MicroStation, go to Edit > Paste Special..., select the Embedded Microsoft Office Word Document option
and click the Paste button.
Select Paste as: Embedded and Method: By Corners. Under the extra options, click on Rotate With View.
8. Data point at the location where the upper left corner of the data needs to start on the sheet. This sets the

first corner and you are prompted to Select Rectangle Corner.

9. In the MicroStation keyin field enter the required dx= keyin to set the corner across from the first point.
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The dimension used in this keyin is determined by the scale of the plan sheet as well as the width dimension of
the document inside of Word. General Notes and Index sheets are set up as full sheets in Word at 117 X 17”
and in MicroStation at a scale of 1 so you should use dx=26 for them. Refer to the table of values in the
previous section for use when embedding Word documents in MicroStation.

After re-embedding ...

SPECIAL NOTES (CONT.)

EROSION PREVENTION AND SEDIMENT CONTROL

STREAM/WETLAND

(1) ANY WORK WITHIN THE STREAM CHANNEL AREA (E.G., FOR PIER FOOTING,
RIP-RAP PLACEMENT, MULT -BARREL CULVERT/BRIDGE CONSTRUCTION,
ETC.) SHALL BE SEPARATED FROM FLOWING WATER OR EXPECTED FLOWY
PATH AND PERFORMED DURING LOWY FLOWY CONDITIONS. ALL ITEMS USED
WITHIN THE STREAM CHANNEL AREA FOR DIVERSION OF FLOW (OR
EXPECTED FLOW), UNLESS SPECIFIED IN THE PLANS, SHALL NOT BE PAID
FOR DIRECTLY BUT SHALL BE INCLUDED IN THE COST OF OTHER ITEMS.
THIS NOTE EXCLUDES ANY ITEMS SPECIFIED IN THE PLANS FOR THE
TEMPORARY DIVERSION CHANNELS, EC-STR-31 AND TEMPORARY
DIVERSION CULVERTS, EC-STR-32 FOR SINGLE BARREL CULVERT
CONSTRUCTION.
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Formatting Word Documents

The Office 365 interface includes a series of tab options across the top, each of which displays a “ribbon” of
command options. As you expand or shrink the width of the Office window, these commands are adjusted to

show less or more. You can right click over the top of the ribbon to minimize it when not in use if desired.

Documentl - Microsoft Word

ces Mailings Reviey Customize Quick Access Toolbar..,

Show Quick Access Toolbar Below the Ribbon

Bb( #etbcendee  saBncenige
Customize the Ribbon...

RN > dingl TNormal Strong
Minimize the Ribbon

Paragraph . Styles

When you right click from text in your document, some quick formatting tools are shown above the regular right
click option list.

Arial  ~ 7~ A" AT EE i

WA

=
=
=
1l

% Paste Options:

=)
A Font..
ﬁ Paragraph...
‘= Bullets | »
i= Numbering | »
A‘ Styles »

?5‘_,) Hyperlink...

Look Up »
Syhonyms L
3L Tranglate

Additional Actions »
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Show/Hide Formatting

The Word documents created for TDOT plans production contain special formatting so they will appear

correctly on the plan sheets. Text styles, tabs, bullets and numbering, paragraph indents, hanging indents,

columns, column breaks, page breaks and more are used. These are non-printing characters and do not show

in the normal view in Word. In order to edit the Word documents successfully, it is often helpful to see these

formatting characters.

To display the formatting characters, use the Show/Hide display command. It is located on the Office 365

ribbon under the Home tab in the Paragraph section. It appears as a paragraph mark.

Click on the Home tab. Look at the Paragraph section of the ribbon and click on the Paragraph mark to

Show/Hide formatting characters.

W9 0=

TION: 107, DIRECTLY, BUT-WILLBE INCLUDEDINTHE PRICEBID-PER-LINEAR F 0
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TC 1-106-WILL

T.(5 UNITED STATES - POSTAL SERVICE A
ROAD- SUFER\NTENDENTT{
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Page:1of 6 | Words: 9,418 | <& |

IEEEE

100% (=) J it

Documentl - Microsoft Word o B =R
m Home | Insert  Pagelayout  References  Mailings  Review  View  Add-ns  Acrobat a
= " % @4 Find ~
B Arial T CIA A T semscenaze AaBbl meccnde  mamreange daBhCc %_\ fath
) ZacReplace
Paste - : v _ Change
5 & Format Painter B 7 U ~abe X, X Emphasis  THeading1 T Normal Strong Subtitle  — stlean | Iy select~
Clipboard Font Paragraph Styles 2| Editing
73
‘GENERAL-NOTES{ Section Break (Continuous)
« GRADINGY « DRAINAGE] (@)~ FENCESSHALL BETURNED INAT- DRAINADESTRUCTURES,
(1) =+ ANY. SIDE-LIMITS- OF-CONSTR! (1) - THE-CO L IFIED-DESIGN. - WINGWALLS. AND/DRABUTMENTS "
THEL JECT-SHALL THE CONTRACTOR AT LNOT-BE: TLY BUTTHE
HIS-BPENSES COST-WILLBE INCLUDEDIN-THE-COST-OF -OTHER- ITEMS.f (3) = THE.CONTRACTOR: SHALL GIVE THE AFFECTED-PROPERTY-
@ C (2) + DCAVATION- FOR WILLNOT: BEMEASURED-AND-PAIDF OR- R o eUTING PENCER T

v
Y

|

Clicking the paragraph mark will toggle off and on the display of the formatting characters. When it is toggled

on, we can see section breaks, paragraph marks, tabs, etc.
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Text Styles in Word

A text style will set all the characteristics for the specified text. This includes font, font size, tabs, indents, color,
heading, bullets and numbering, etc. There are text styles for each type of text used in the TDOT 2" sheet
Office templates. These text styles all start with V8.

Text style controls can be found on the Word Office 365 ribbon under the Home tab in the Styles section.
Word Office 365 includes a type of style control called Quick Styles. When you move your cursor mark over
the quick style it temporarily applies that style to the entire paragraph where your typing insertion point is
currently located. In the example below, | was in the first note and it dynamically shows what it would look like

with the style Heading 1 applied to it. To apply the style permanently, left click on your mouse.

1™ B A RS Documentl - Microsoft Word o B R
Home | Insert  Pagelayout  References  Mailings  Review  View  AddIns  Acrobat @
& cut . = . @ Al GR 3 Find ~
B : arial 7 A A A | B 41 |19 | oz AaBbl( bbconds:  asmbeanee daBhCc % 3 Replace
P! e “ac
Paste B 7 U ~abe x, X -y, AL = | &~ - Emphasis  THeading1 T Normal Strong Subtitle  — Change
- J Format Painter == =2 7| Styles~ | kg Select~
Clipboard % Font ) Paragraph ] Styles 5| Editing
| Heading 1 &
3
GRADING WITHTYPE ALIGHTS AND ROUNDED END ELEVENTS AS MINMUM OWNERS AND REQUEST THE T0 PROFERLY LOCATE THEI
MEASURES T0 PROTECT TRAFFIC FRO! F AN EXPOSED UTILTY ON THE GROUND. THIS NOTIFICATION SHALL BE 01
N AL E0GT OF FURNISHING AND INSTALLING ATEVRORARY ROUNDED THREE ) BUSINESS DAYS PRIORTO COMMENCEMENT O
ANY AREA THAT IS DISTURBED END ELEMENT SHALL BE INCLUDED IN THE COST OF THE PROPDSED BN THE UTILITY 1N A= C AR BANCEWITS TOAB.31-106
GUARDRAIL
OUTSIDE LIMITS OF (9 URDRALISTO GE COMPLETE I PLACE SEFORE THEMANLING T ——
CONSTRUCTION DURING THE LIFE DRAINAGE ' T
() FENCES SHALL BE TURNED IN AT DRAINAGE STRUCTURES,
OF THIS PROJECT SHALL BE () THE CONTRACTOR SHALL SHAPE DITCHES T0 THE SPECIFIED DESIGN. AND BRIDGES WHERE DIRECTED BY THE ENGINEER 50 AS
THIS WORK WILL D PAID FOR DIRECTLY, BUTTHE WINGWALLS AND/OR ABUTMENTS.
E05T WILL 8E WCLUOED ITHE LOST OF OTHER ITes.
REPAIRED BY THE CONTRACTOR AT () THECONTRACTOR SHALL GIVE THE AFFECTED PROPERTY
(@) BICAVATION FOR WILLNOT BEMEASURED AND PAID FOR WEEKS NOTICE PRIOR TO CUTTING FENCES.
HIS EXPENSE. DIRECTLY, BUT WILL BE INCLUDED IN THE PRICEBID PER LINEAR FOOT OF |
PIPE ( PIPE CULVERTS, STORM SEWERS, CONDUITS, ALL OTHER CULVERTS (4)  THE CONTRACTOR SHALL BE REQUIRED TO INSTALL ACCES
(1) CERTIFICATION FOR ALL BORROW PITS MUST BE OBTAINED IN ANDMINOR STRUCTURES). FENCES PRIOR TO CUTTING EXISTING STOCK FENCES IN Al
ACCORDANCEWITH SUBSECTION 107.06 OF THE STANDARD BY DOMESTIC LIVESTOCK OR OTHER AREAS AS DIRECTED
SPECIFICATIONS. (3  CULVERT BXCAVATION FOR CONCRETE BOX OR SLAB TYPE CULVERTS OR ENGINEER.
BRIDGES WILL NOT BEMEASURED AND PAID FOR DIRECTLY, BUT THE COST
() THE CONTRACTOR SHALL NOT DISPOSE OF ANY MATERIAL EITHER ON OR WILLBE INCLUDED INTHE COST OF OTHER ITEMS. MISCELLANEOUS
OFF STATE-OWNED R.0.W0. IN AREGULATORY FLOOD WAY AS DEFINED BY
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Click the arrow with the line above it at the bottom of the Quick Styles scroll bar to see all the quick styles

currently available.

Documentl - Microsoft Word

eview Wiew Add-Ins Acrobat
pr— #
2V 9] | semcenee AaBbl esbcende  saBreaiEe daBhCc 4
“ac
v (31 Emphasis  THeading1 T MNormal Strong Subtitle Change
i Styles~ | W
Paragraph - AaB  seeceode AaBbOs DB =it

Title T Mo Spaci.. Subtle Em.. IntenseE.. Quote

A28bCcDdEe A

CcDoE: AsBeCcDoE:  AaBeCcDoEe  AaBbCoDdEe
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There are 2 ways to access the standard TDOT 2" sheet text styles. You can click on the Apply Styles option
which appears at the bottom of the Quick Styles drop down menu shown above. This opens the Apply Styles
dialog. You could also click the small square with the arrow in it at the lower right of the Styles section title bar.

This opens the Styles list.
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Indents, Hanging Indents, Line Spacing, Tabs, etc.

To see the indents, hanging indents, tabs, etc. put the cursor at the text/paragraph in question, right click and

select Paragraph. Note that the Tabs can be accessed at the lower left of the dialog. To change any of these

settings, select the text to be changed, go to the Paragraph dialog and make the changes as needed.

You can also access the Paragraph dialog on the Office 365 ribbon under the Home tab in the Paragraph

section. Click the small square with the arrow in it at the lower right of the Paragraph section title bar.

Paragraph
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Alignment: TN v
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Preview
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Tabs RIX
Tab stop position: Default tab stops:
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Tab stops to be cleared:
Alignment
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O Decimal O Bar
Leader
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[ Set J [ Clear ] [ Clear all J
[ QK ] [ Cancel ]

Indent & Spacing controls can also be found on the Office 365 ribbon under the Page Layout tab in its

Paragraph section.
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Numbering & Bullets
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You can access Numbering and Bullets on the Office 365 ribbon under the Home tab in the Paragraph
section. Click either of these to use the current active format or click the arrow next to them to pull out the drop

down menu for them. From the drop down menus choose Define New Number Format or Define New Bullet

to set up a new format.
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Position yourself in a given numbered paragraph and right click for various numbering controls.
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(% Paste Options:
=

i= Restartatl
29 Continue Numbering
1 Set Numbering Value..,

Adjust List Indents...

EE Decrease Indent
if Increase Indent
A  Font.
=¥ Paragraph..
1= Bullets [ »
i=| Numbering | »
A styles >
&, Hyperlink...
Look Up 4
Synonyms >
L Translate
Additional Actions »
Page Setup

You can access Page Setup on the Office 365 ribbon under the Page Layout tab. The Page Setup section

includes controls for the margins, orientation, size and columns of the page.

Insert Page Layout References Mailings Rey
l s I'j , ¥= Breaks ~
b = ¥ Line Numbers ~
Margins Orientation Size Columns | W
o A < 3 be~ Hyphenation ~
Page Setup

The TDOT General Notes and Index & Standard Drawings templates have a paper size of 11” x 17” and use a

landscape orientation
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Columns

You can also access Column formatting controls in the Page Setup section on the Office 365 ribbon under the

Page Layout tab.
The TDOT General Notes and Index & Standard Drawings templates are set up into three columns. The

number of columns and justification can be set from the Column drop down menu.
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To set widths and other column settings, select the More Columns option from the drop down menu to open

the Columns dialog.
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You can also access the
Layout tab.
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Break controls in the Page Setup section on the Office 365 ribbon under the Page

matting display on to see page, column and section breaks. Use the Delete key to
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You can also insert a Page Break from the Pages section on the Office 365 ribbon under the Insert tab.
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Current Office\MicroStation Issues

This section describes current known issues with Office documents that are linked or embedded in

MicroStation.

“Word cannot start the converter mswrd632.wpc’” Error Message

This error is caused because of an operating system security update for Windows first published on December
8, 2009.

Microsoft Office uses its own text converters to open Word attachments to MicroStation so this does not truly
present a problem. The error message appears anytime you either open a Word document embedded in
MicroStation or when you are embedding a Word document in MicroStation.

When the error message is encountered, simply click the OK button or the red X in the upper right corner. The
message will pop up 1 or 2 times more, continue to click until it stops. When the message stops displaying you
may need to click on the MicroStation title bar to make it active once more. At that point your document will
open in Word or if attaching to MicroStation, the Paste OLE option settings come up so you can complete the

attachment.

~

Microsoft Office Word

! 5 Word cannat start the converter mswrdé32.wpc.

Show Help ==

Note:

This issue can be resolved through unregistering the mswrd632 converter by editing the operating system
registry. The change will effectively unregister the converter and disable it for third-party applications and for
Microsoft Office.

Consultants who wish to apply this solution should go to Microsoft online for the appropriate steps to take for
their systems. As of May 2010, there are no current plans to try to apply the fix on Roadway Design Division

computers due to the time it would take and since it does not present a serious issue.

103




Word Document Text Not Visible In MicroStation

After editing a Word document embedded in MicroStation and closing the document, the text no longer
appears in MicroStation; instead, the attachment appears completely white.

Although this has only been encountered a few times, it does warrant mention. The cause of this problem is
not currently known but it can be easily fixed.

Open the document in Word; it should appear normally in there. Then use one of the following methods to
rebuild the attachment...

Select all of the text and copy it to the clipboard. In MicroStation, create a new DGN file from the standard seed
file for those sheets. Open its embedded Word document, select all text and paste from the clipboard and

save.

or ...

Use Save As and save the Word document outside of MicroStation. Create a blank MicroStation DGN file and
using regular embedding methods described previously in this document, embed the saved Word document in
MicroStation.

| NE
NOTES |
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