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Section 1  GENERAL STANDARDS  

15   C   1234 Example: 15C1234 
 
Discipline Identifier 
C Engineering 
D Architecture 
L Environmental 
S Survey 
 
Note: When a project is created without a signed contract  the 
accounting dept. adds a  “P “ as a prefix to the  project number 
(P15C1234). This is for accounting/timesheet purposes only.  
Project directory folders and filenames DO NOT include the “P”  
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A template Project Directory folder  is 
located at:   F:\+ Job Folder 
 
It is required that you copy this folder to 
the correct network drive location, then 
rename folder to the assigned project 
number. 
(Example G:\Jobs15\15C\15C1234) 
 
DO NOT create any folders that are not on the 
list until it has been approved by all departments.   
 
Please leave the structure intact for commonality 
between projects. 
 
Please do not remove the folders that you believe 
will not be used. 
 
During Project Closeout, empty subfolders may be 
removed. 
 
Note: When working for CTDOT  - See Sect. 8 for an 
additional project subfolder, not shown here, that will 
need to be created using CTDOT standards.  

OVERALL JOB FOLDER LAYOUT 

+ PROJECT NUMBER  

+ PROJECT DIRECTORY STRUCTURE 

> > > Page 1// Section 1 
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+ PROJECT DIRECTORY STRUCTURE (CONT.) 

> > >  All sub‐folders must follow the naming format and structure shown here  < < < 

Section 1// Page 2< < < 
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+ PROJECT DIRECTORY STRUCTURE (CONT.) 

Section 1// Page 4< < < 

 See Sect. 8 for an additional information  
when working on a CTDOT project. 
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+ PROJECT DIRECTORY STRUCTURE (CONT.) 
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+ PROJECT DIRECTORY STRUCTURE (CONT.) 

Section 1// Page 8< < < 

 
 

Note: When using a date in any folder or  
filename the format is YYYY-MM-DD. 

 
Also, please do not generate long folder names and/or long file names.  Both cases may cause 

issues with accessing the file or retrieving it from our daily network backups.  
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+  DOCUMENT FILE NAMING  
   
> > > > > > ALL DOCUMENTS ARE REQUIRED TO CONTAIN THE PROJECT NUMBER! < < < < < < 
 

This is the standard format for naming files other than AutoCAD within a job folder.  
This is mainly for Word and Excel files but could include other file types.  

A‐LTR‐Banks.J‐04C1234‐AddServAggree_2014‐09‐03.doc 

   Discipline ID 
 
   The Discipline ID exists to separate and group 

documents together that are created by the 
different disciplines. The Discipline ID should first be 
based upon subject matter, and then if discipline 
overlapping occurs or it is unclear as to which 
discipline the document applies, it should be based on 
the Author of the document. 

 
A    Architecture 
B    Accounting  
C     Civil 
E    Electrical 
F    Fire Protection 
G    Geotech 
H    Human Resources 
K    Marketing 
L    Landscape 
M    Mechanical 
N    Environmental 
P    Plumbing 
Q    Legal 
S    Structural 
T    Transportation 
V    Survey 

Document Code 
 
   The Document Code assigns what type of 

document it is. This is a basic 3 digit identification 
to be chosen from the list below. 

 ADD Addendum 
 BGT Budget 
 CAD CAD Tracking 
 CAL Calculations 
 CON Contract 
 DAT Data 
 EML Electronic Mail 
 FAX Fax 
 FRT Field Report 
 LEG Legal Description 
 LTR Letter 
 MEM Memorandum 
 MTG Meeting Minutes 
 OPC Opinion of Probable Cost 
 PRP Proposal 
 PRE Presentation 
 RPT Report 
 RFI Request for Information 
 RFP Request for Pricing 
 RTC Response to Comments 
 SCH Schedule 
 SOP Stand. Operating Procedure 
 SOW Scope of Work 
 TRA Transmittal 
 TRK Tracking 

  A   ‐   LTR   ‐    Banks.J       ‐    04C1234    ‐       AddServAggree       _  YYYY‐MM‐DD.ext 
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 


  

   EXAMPLE    
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 

 

      Recipient Name 
 
   The Recipient Name represents to whom the 

document is addressed. This can be an individual, 
organization or department….etc. When 
representing an individual, use the entire last name, 
then a period, then the first letter of the first name. 

 
   EXAMPLE: John Banks would be “Banks.J” 
 
 
 
 
 
 
 

 
 
 
   Document Description 
 
The Document Description is the part of the file 
name that is flexible. Use as few characters as 
possible to describe the Document. Abbreviate 
words as much as possible. Some examples of typical 
document descriptions are: 
  
 AddServAgree Additional Services 
   Agreement 
 ChgOrd Change Order 
 DueDil  Due Diligence 
 FeeBud  Fee Budget 
 MeetMins Meeting Minutes 
 Ph1  Phase 1 Report (Ph2, etc.) 
 ProjSched Project Schedule 
 Punch  Punch List 
 SiteCond Site Conditions Issues 
 SubCon Sub Contractor 
 
 
 
 
 
 
 
 
 

  Job Number 
 
The inclusion of the Job Number not only identifies 
the project, but it also helps to maintain file 
individuality so no two files are named the same on 
the server. Use the entire Job Number. 
 
 
 

>>>>> VERY IMPORTANT <<<<< 
 EVERY FILE CREATED SHOULD INCLUDE  

THE PROJECT NUMBER 
 
 
 
 

 
 
 
   Version Date 
 
The Version Date is an optional section. It exists only 
to allow for revision history of the same document. 
Use it only when you need to save a previous version 
of the same document. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

> > > Page 11 // Section 1 
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+   ASSOCIATED APPLICATIONS 
 
→  BL Graphics — MetaPrint 

Adding Files  
1. "DRAG-N-DROP", "RIGHT CLICK" in the JOB window or select 

"ADD FILES" from the far right. (Multipage PDF's can be            
added and will be separated into individual  pages in the software. 
Adding individual PDFs is preferred.)  

2. Organize individual PDFs into the proper order 
3. Select the "SUBMIT" drop down  
4. Then "SEND JOB TO" and select "QUICK WORK ORDER"  
5. In the work order window, select the dropdown "SUBMIT 

DESTINATION" field and choose the path:     
"\\fs1\GRAPH\INCOMING\TDS800\Settings\MetaPrint-Settings.ini". 
(this location will be remembered for future submissions) 

6. Complete the “ACCOUNTING INFORMATION” data fields for: 
▪ “PROJECT”: (Insert Project Full Name) 
▪ “REASON”: (Client Request, Project Submission, Check Set, etc..) 
▪ “PO#” (Insert the Project Number)  
▪ The Reimbursable field is not required and is managed later in the 

billing process. 
7. Create a distribution list by clicking "ADD Recipients" 
8. Enter the number of "SETS", "BINDING" and "DELIVERY 

OPTIONS" 
▪ For “SETS”, for both full and half sized requests, indicate the 

full size set count under special instructions or generate two 
(2) separate Work Orders.  

▪ For "DELIVERY OPTIONS", If you are requesting external 
delivery, you must generate and attach a transmittal 
“(OPTIONAL) ATTACH A TRANSMITTAL FILE”. Click on 
the “…” button to browse and attach your file. Also indicate 
the delivery need under the “Special instructions” section.  

9. Select a "DUE DATE". This is critical so please allow time to "FIX" any 
found issues along with providing time to actually complete the package 
you are submitting. Your project may not be the only project being run for 
the day or timeframe. 

10. Under Special Instructions. Input the full sized amount and Half 
Sized amount  and any other pertinent information. 

11. Optional steps  
▪ print the work order for coordination and records  
▪ save the work order with the PDFs for quick re-printing as it 
was originally configured. 

12. "SUBMIT” the work order. 

Not Supported Formats 
 

.DWG 
.DGN 

‐
Supported Formats 

 
.PDF 
.PLT 

.TIF, .TIFF 
.JPG, .JPEG 

.DWF 

+ 

MetaPrint is used to issue drawings and drawing set requests to BL Graphics for large 
format black & white printing and packaging.  
This software supports images and PDF’s (single or multi-page). Please follow the guidelines outlined 
within this document. For color prints, specifications or reports, please send a direct email to  
repro@blcompanies.com outlining your request..  

First time use Setup Instructions 

It is best to also follow up with an to email repro@blcompanies.com  so that BL graphics knows to 
be looking for your Work Order Submission and they can coordinate  the  submission with you.  

Section 1// Page 12< < < 

> > > TUTORIAL < < < 

Contact IT to make sure your computer has 
the proper settings and paths before use. 

mailto:repro@blcompanies.com
mailto:repro@blcompanies.com
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→  BL Companies — ShareFile FTP Access  

 

BL Companies uses ShareFile as a provider to manage and coordinate our existing FTP needs. There are 50 
administrative managers that have access to create and manage the folders, contacts and features. All other 
employees have access to the site. Published instructions are available on Sharefile.   

   

 

 

 

 

 

.  
Please coordinate with your department administrative users (list available on intranet) or 

contact the IT Department for further assistance.   

Desktop Icon 

→  Color Rendering / Graphics Programs  

BL Companies uses Sketch-up, Adobe Photoshop, and Lumion in addition to AutoCAD and 

Microstation  to  create color plan renderings and 3D rendering graphics for presentations.   Templates and a 
graphics library can be found on the F://drive. For additional, info contact a member of the BLAST Committee. 

→  Adobe Acrobat / Bluebeam Revu  

BL Companies uses Adobe Acrobat and Bluebeam Revu. For additional, info contact a member of the BLAST 
Committee. 

→  Pinnacle Series  

Pinnacle Series is a training and support tool that provides technical training for various AutoDesk programs 
(Civil3D, Revit, etc.) as well as technical support help.  
 
 Log in using the Desktop Icon. Use your email address and your password to access training and support ser-
vices. If you are accessing the software for the first time your password is Bldgco123.  
 
You will have access to “on-demand” training videos and unlimited access to “online” training sessions offered 
by Eaglepoint Software. All of the content and videos are viewable at work or at home from your computer 
or a mobile device.  
 
Use Chat, Email, Phone and/or AutoDesk Assistance to get in contact with and Eaglepoint expert to ask your 
questions.  

> > > Page 13 // Section 1 
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→ Sheet Set Manager  
 

As a company standard BL Companies does not use Sheet Set Manager.  

If the project team decides to use Sheets Set manager, it is very important to understand the risks and benefits 
before learning how to use SSM because it is easily corrupted and will drastically slow the access of all the files it’s 
associated with until corrected.  SSM files can easily become corrupted from one of many reasons some listed below. 

A sign that an SSM file may need to be reviewed and corrected would be when project files suddenly go 
from open in 30 seconds to take 2,3 times or more to open. When this happens remake, rename, repair 
or remove the SSM association prior to using general file management practices such as Audit and Purge.  

To minimize the exposure of files becoming corrupted, there will be some AutoCAD System settings that 
will need to be leveraged to minimize some of the impact of its use as well as through Autodesk’s Help and 
Troubleshooting content.  

 
Recovery of the SSM  
There are a few ways to go about repairing a broken SSM file.  
  1. Remake the file (SSM Wizard will help a great deal)  
  2. Rename the existing backup of the file (*.D$$)  
  3. Use a utility to assist in the “Clean-Up” of the SSM data (under review)  
  4. Remove the SSM association to your file and all associated external references (x’ref’s)  
 

If you see sudden drastic performance issues with any project using SSM, 

 please contact  the project’s lead Cadd Designer and/or IT  ASAP.  

+  GENERAL SETTINGS & TOOLS 

Section 1// Page 14< < < 
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→ Purge, Audit, DGN Purge, Scales  
 
With the wide array of CADD software and shared / supported file types, it’s important and critical  
to clean and manage your file(s).  
 
Purging is a double edged sword and needs to be practiced with the understanding of what you are purg-
ing. Purging everything  that is not in use may require others to restore that content if necessary. Purging is 
not a onetime event and may need to be applied at a later date to better manage the growing and changing 
data within a file.  
 
Auditing of your files is usually paired prior to purging or after a file has crashed or is otherwise not per-
forming correctly. Auditing (also done during recovery) is the only tool provided to you to correct errors 
within a specific drawing. You can only purge and audit the active file. You may need to open each reference 
in turn and repeat the steps before continuing work.  
 
DGNPurge is used to remove imbedded Microstaion information from an AutoCAD DWG file..  Because 
of the multiple versions and formats, BAD data has the possibility in getting into the file and affecting the 
files performance. 
 
To purge scales: Excessive annotation scales in a DWG can cause file performance issues. Please coordi-
nate with one of  your departments lead technical staff to ensure that this process is done correctly and 
does not cause damage to your file.   
 

If you have any questions regarding these commands or regarding a files performance, contact  your 
departments lead technical staff, the IT Dept. and/or a member of the BLAST Committee. 

> > > Page 15// Section 1 
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1) On the command line, enter 
“PUBLISHCOLLATE” and make sure 
this is set to 0. 
2) Open the Publish dialog window by 
using one of the following methods: 

a)  Select Publish under the Appli-
cation Menu (or File pull-
down menu) 

b) Enter “PUBLISH” on the 
command line 

3) The Publish window should open up 
and look like this: 

 
4) The current drawing(s) you have open 
will show up in the sheet list. 
Add more sheets to the sheet list or re-
move sheets from the sheet list using the 
“Add Sheets” or “Remove Sheets” but-
tons. 
 

5) When selecting drawings to print you 
should select Include: Layout and Check 
Prefix sheet title with file name.  

(Note: You do have the option to include 
Model Space & Layout to be added to 
your publish list) 
 
6) Once you have added all the sheets you 
wish to plot to the sheet list, you can ar-
range them in order by either dragging 
them or using the “Move Sheet Up” or 
“Move Sheet Down” buttons. 
 
 
 
 
 
7) Next you need to change the page set 
up on all. This is important because the 
page setups in each individual sheet might 
have been altered and to ensure that all 
pages will plot correctly, it is best to im-
port the correct page set. 
 
8) Select all sheets (select first sheet hold 
sheet and select last sheet or Ctrl-A) so 
that all sheets become highlighted grey. 
 

→  Plotting—AutoCAD Publish Command 

+  BEST PRACTICES & TUTORIALS 

Publish is a tool in AutoCAD used to batch print multiple  drawings to PDF or to a specified printer/plotter. 
You can have the Publish command run in the background while you continue working in AutoCAD or you 
can have it run in the foreground for a faster print time. 

Section 1// Page 16 < < 
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9) In the drop-down menu that opens, scroll 
down and select “Import…” 
 
 
 
 
 
 
 
 
 
 
 
 
 
11) In the window that opens, select the page 
set up file that contains the page setup you 
wish to use for all sheets and click on the 
“Import” button. 
 
 
 
 
 
 
 
 
 
 
 
12) Make sure the “Plotter named in page set-
up” option is selected under the “Publish To” 
section of the Publish window. 
 
 
 
 
14) If you are just plotting straight to a plotter, 
then click the “Publish” button to send your 
sheets to the plotter. 

 
15) If you are making PDF files, Select 
“Publish Options” 
 
16) In the Publish Options window that 
opens, select the location folder you wish 
the PDF files to be saved into. Click on the 
Location line and click the button with the 
three dots at the end to select the path of 
the folder you wish to use. Select “Single-
sheet file” type (this will make individual 
PDF files for each sheet rather than one 
file containing all sheets). Click “OK”  

 
 
 
 
 
 
 
 
 
 

17) Click the “Publish” button to start 
making your PDFs. You will be asked if you 
wish to save your list of sheets. You do 
not need to save your list but if you do 
choose to save your list you will be able to 
open that list later in the publish window 
and have all of the same sheets already 
loaded and ready to publish. You can con-
tinue working in AutoCAD while it is pub-
lishing your files. AutoCAD displays the 
progress in the lower right corner of your 
screen and it will pop a box up when it is 
complete. If any errors occurred it will be 
show you a list.  

Note: As a company standard we do not create multi-sheet PDFs containing layers. For legal reasons, BL 
Companies does NOT send out PDFs containing layers. Please note that the PUBLISHCOLLATE system 

variable needs to be set to “0” so that it will create single sheet PDFs with no layers.  

If you have any questions, please contact IT or a member of the BLAST Committee. 

> > > Page 17// Section 1 
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AutoCAD’s Etransmit command pulls together all the associated dwg files and support files that the main 
DWG file depends on. Follow these steps to assemble a .zip file containing all the dependent files. 

1. Open the drawing that you want to run ETRANSMIT 
on.   If the drawing is already open, save it. You have to 
save the file before using ETRANSMIT. 

2. Click the Application button and choose 
Publish→eTransmit from the Application Menu. 

The Create Transmittal dialog box appears. 

3. On the Files Tree tab or the Files Table tab, remove 
the check mark next to any file that you want 
ETRANSMIT not to copy with the main drawing. 

Unless you have assigned custom font mapping, you 
can omit the Acad.fmp file (in AutoCAD) or acadlt.fmp 
(in AutoCAD LT). 

4. Select a transmittal setup from the list. 

Transmittal setups contain settings that control how 
ETRANSMIT processes the drawings and creates the 
transmittal package. Click the Transmittal Setups 
button to create new setups or modify existing setups. 
The default Standard transmittal setup works fine for 
most purposes. In any case, you should view the 
settings (click the Modify button) just to see what 
options you can change if you need to later. 

Set your options to the following to be saved for later 
use:  

5. Name the "TRANSMITTAL SETUP DESCRIPTION" 
and press ok and return back to the "CREATE 
TRANSMITTAL" window. Click OK 

6. Specify the name and location of the transmittal  
package., Save 

Note: Etransmit can be used to quickly save a group of 
DWGs to an older version. This is one of the Setup options 
you can modify in the Transmittal Setup dialog box. 

 

→  ETransmit 

+  BEST PRACTICES & TUTORIALS (CONT.) 

Section 1// Page 18< < < 

> > > TUTORIAL< < < 
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→  Electronic File Transfer   

If electronic files are requested, a computer file transfer agreement should be filled out and signed by the re-
ceiving party before any files are sent out.  A Computer File Transfer Agreement can be found on the intranet. 
Contact the Project Manager or Legal if you have any questions regarding the options listed in the agreement. 
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 File Identifiers 

Section 2  ARCHITECTURE & MEP STANDARDS 
 
+  FILENAMING    
→  Plot Sheet Drawing File Naming and Numbering   

A       15C1234    ‐    101   .dwg             
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A Architectural Cad File 
E Electrical Cad File 
F Fire Protection Cad File 
M Mechanical Cad File 
P Plumbing Cad File 
S Structural Cad File 

  G0.00-Cover Sheet 

GENERAL INFORMATION  

G000 SERIES 

   G0.01 General Information 1 
   G002 General Information 11 
   G0.03 Accessibility &  
 Mounting Heights 
   G1.01 Code Reference 1 
   G1.02  Code Plan 1 
 
CIVIL 
STRUCUTRAL 
S000 SERIES 
   S0.01 General Notes &  
 Schedules 

S100 SERIES 
   S1.00 Structural Floor Plans 
S200 SERIES 
   S2.00 Structural Details 
S300 SERIES 
   S3.00 Structural Elevations 
 
ARCHITECTURAL 
AD100 SERIES 
   AD1.00 Demolition Floor Plans 
AD200 SERIES 
   AD2.00 Demolition Ceiling 
    Plans 
AD300 SERIES 
   AD3.00   Demolition  
     Roof Plans 
AD500 SERIES 
   AD5.00  Demolition Elevations 

A100 SERIES 
   A1.00 Floor Plans 
A200 SERIES 
   A2.00 Reflected Ceiling Plans 
 Ceiling & Soffit Details 
A300 SERIES 
   A3.00 Roof Plans 
 Roof Details 
A400 SERIES 
   A4.00 Large Scale Plans 
 Stair & Elevator Plans 
 Stair & Elevator Sections 
A500 SERIES 
   A5.00  Exterior Elevations 
   

A15C1234‐101.dwg 

   EXAMPLE    



Job Number 
 
The inclusion of the Job Number not only identifies 
the project, but it also helps to maintain file individu-
ality so no two files are named the same on the serv-
er. Use the entire Job Number. 



Drawing Numbers 



Section 2// Page 1 < < < 
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A600 SERIES 
   A6.00  Building & Wall Sections 
A700 SERIES 
   A7.00  Column Details & Large  
  Scale Plan Details(1” &   
  larger) 
A800 SERIES 
   A8.00  Schedule(s) for opening   
  (Door, Window & Glazing)  
 Door & Window Elevations 
  Door & Window Details 
A900 SERIES 
   A9.00   Miscellaneous Details 
A1000 SERIES 
   A10.00  Interior Elevations 
A1100 SERIES 
   A11.00  Casework Elevations 
    Casework Details 
A1200 SERIES 
   A12.00   Interior Design Plans  
    Floor Finish & Pattern Plans 
    Finish Schedule(s) 
A1300 SERIES 
   A13.00   Furniture Plans 
A1400 SERIES 
   A14.00   Auxiliary Buildings 
 
FIRE PROTECTION 
F000  SERIES 
   F0.01     General Notes, Symbols  
    Legends & Abbreviations 
   F0.02     Fire Suppression 
        Specifications 
FD100 SERIES 
   FD1.00  Fire Suppression 
         Demolition Floor Plans 
FD200 SERIES 
   FD2.00   Fire Suppression 
    Demolition Specialty Floor 
    Plans 
FD300 SERIES 
   FD3.00   Fire Suppression 
                Demolition Roof Plans 
F100 SERIES   
   F1.00     Fire Suppression Floor       
    Plans 
F200 SERIES 
   F2.00     Fire Suppression Specialty 
    Floor Plans 
F300 SERIES 
   F3.00     Fire Suppression Roof Plans 

F400 SERIES 
   F4.00  Fire Suppression Details 
  & Large Scale Plans 
F500 SERIES 
   F5.00  Fire Suppression  
  Schedules 
F600 SERIES 
   F6.00   Fire Suppression Diagrams 
 
PLUMBING 
P000 SERIES 
   P0.01  General Notes, Symbols,  
  Legends  & Abbreviations 
   P0.02  Plumbing Specifications 
PD100 SERIES 
   PD1.00  Plumbing Demolition Floor 
    Plans 
PD200 SERIES 
   PD2.00  Plumbing Below Slab  
    Demolition Floor Plans 
PD300 SERIES 
   PD3.00  Plumbing Demolition 
                Roof Plans 
P100 SERIES 
   P1.00     Plumbing Floor Plans 
P200 SERIES 
   P2.00   Plumbing Below Slab Floor 
  Plans 
P300 SERIES 
   P3.00    Plumbing Roof Plans 
P400 SERIES 
   P4.00    Plumbing Details & 
   Large Scale Plans 
P500 SERIES 
   P5.00    Plumbing Schedules   
P600 SERIES 
   P6.00    Plumbing Diagrams 
 
MECHANICAL  
M000 SERIES 
   M0.01   General Notes, Symbols 
   Legends & Abbreviations 
   M0.02   Mechanical Specifications   
MD100 SERIES   
   MD1.00  Mechanical Demolition 
      Floor Plans 
MD200 SERIES 
   MD2.00   Mechanical Demolition 
       Piping Floor Plans 

MD300 SERIES 
   MD3.00  Mechanical Demolition   
     Roof Plans 
M100 SERIES 
   M1.00     Mechanical Floor Plans 
M200 SERIES 
   M2.00     Mechanical Piping      
Floor Plans 
M300 SERIES 
   M3.00     Mechanical Roof Plans 
M400 SERIES 
   M4.00     Mechanical Details &         
Large Scale Plans 
M500 SERIES 
   M5.00     Mechanical Schedules 
M600 SERIES 
   M6.00     Mechanical Diagrams 
 
ELECTRICAL 
E000 SERIES 
   E0.01     General Notes, Symbols  
    & Abbreviations 
   E0.02     Electrical Specifications 
ED100 SERIES 
   ED1.00   Demolition Floor    
                 Plans 
ED200 SERIES 
   ED2.00   Lighting Demolition      
                 Floor Plans 
ED300 SERIES 
   ED3.00    Electrical Demolition       
                  Roof Plans 
E100 SERIES 
   E1.00   Power Floor Plans  
E200 SERIES 
    E2.00  Lighting Floor Plans 
E300 SERIES 
   E3.00   Electrical Roof Plans 
E400 SERIES 
   E4.00   Electrical Details & 
              Large Scale Plans  
E500 SERIES 
   E5.00   Electrical Schedules 
E600 SERIES 
   E6.00   Electrical One Line  
              Diagrams 

> > > Page 2 // Section 2 
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

 File Identifiers 
BD Border Xref. 
DI Digitized Xref. 
XA Architectural Xref. 
XD Existing Plan Xref. (Demo) 
XE Lighting and Electrical Xref. 
XF Fire Protection Xref. 
XM Mechanical Xref.  
XO Xref by others (ALL Disc.) 
XP Plumbing Xref. 
XS Structural Xref.  

 XA      14C1234    ‐   101   .dwg             
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XA15C1234‐101.dwg 

   EXAMPLE    

→  Xref Filenaming 
+  FILENAMING (CONT.) 

Job Number 
 
The inclusion of the Job Number not only identifies 
the project, but it also helps to maintain file individu-
ality so no two files are named the same on the serv-
er. Use the entire Job Number. 

Drawing Numbers 

 

Section 2// Page 3< < < 
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 Reference type: Overlay (as opposed to "Attachment" type) 

▪ Prevents the xref from tagging along as a nested xref when the host drawing is referenced by another file. 

▪ Best method is to choose this type when you initially attach the reference   

▪ If you forget and attach it as an "Attachment" type reference, you can change it afterward in the Xref  
Manager.    

 File path type: No Path – Preferred or if necessary can use Relative (which is "partially specified 
folder path that assumes the current drive letter or folder of the host drawing") Full path is only allowed when 
a reference to another project is required. 

▪ Best method is to choose this type of attachment when you initially overlay the reference  

▪ Helps to prevents loss of xref data when drawing is moved to a different location (examples: record\out or 
outside BL)  

▪ Prevents drawing from accidentally reading the xref from an unintended location. 

 Binding of References 

▪ Unless otherwise instructed to by a client, NEVER bind any external reference (xref) into other files. Doing so 
generates a large MESS  of un-needed information that is difficult to manage on the working drawing and the 
workflow downstream. Please coordinate within your department on the need. If in question, use E-transmit and 
let the recipient manage the packaged data as they require. 

+  TEMPLATES 

Template drawing files can be found in the  following 

location:  F:\CADD\Templates\ARCH 

> > > Page 4// Section 2 

→  Xref Standards 
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+  LAYER FORMAT 

Section 2// Page  5 < < < 

Excel file lists of Discipline Specific layers are available on 
the Intranet—Standards Tab 
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+  PRINTER/PLOTTER PEN WEIGHTS CHART 

+  PAGE SETUPS AND PLOTTING 

> > > Page 6 // Section 2 

Pagesetups for each office can be found in the following location:  F:\CADD\Pagesetup 

Each office folder has pagesetups for all printers and 
plotters in that office. 

The standard default pagesetup for 
drawings should be PDF 2014 

11x17 PDF available on the Intranet—Standards Tab 
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+  SAMPLE ARCHITECTURE / MEP / STRUCTURE PLANS   
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This tutorial covers dating and issuing of 100% documents along with submitting the 
drawings for permitting. The dates used for items being revised or submitted/ 
resubmitted for permitting will vary depending on the bid date and issued for bidding, 
Any changes to the drawings sheets between BID issuance and permitting issuance will 
be clouded and REV tagged.  

 
100% Construction Documents: 
 
 The date on the drawings shall be the date 

the drawings are issued for 
bidding.  Format:  MM/DD/YYYY. (This date 
typically will not change after this point)    

 The “issued” field shall have the same 
date.  Format: _MM/DD/
YYYY  DRAWINGS ISSUED FOR BIDDING 
PURPOSES. (For ease of issuance this text 
can be place within the Border Xref. 

 No number needs to be assigned to this 
issuance since it is not a revision. Only 
revisions get numbered 

 No REV tag 1 needs to be placed on the 
sheet  since this is the first issuance of the 
sheet. 

 Submitting the drawings for Permitting: 
Drawings sheet that will be submitted / 
resubmitted for permitting (with or without 
a revision).  

 The date on the drawings shall remain  the 
same as the bid date.   

 The “issued” field shall have a new date for REV 1.  Format:  1.  MM/DD/
YYYY  DRAWINGS ISSUED FOR PERMITTING.  

 Any changes to the drawings sheets that have occurred between BID issuance and 
PERMITTING  issuance will be clouded and REV tagged. Revision  numbers will be 
placed in  each individual sheet. 

 All clouds and rev tags will be in paperspace. 
 ALL Rev tags (regardless of the rev tag number) will be on layer 0-REV-0. 
 The Rev cloud will go on a 0-REV-# layer associated with the revision number. 
 The thought is that all rev tags are visible regardless of which revision clouds you 

want visible.  This helps others now that there was a previous change and issuance to 
the sheet (and where that change occurred on the plans). 

→  BID / REVIEW PHASE 
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After permitting is complete and the CA phase has begun there can no longer be revi-
sions to the sheets; however, revisions may be added in sketch format. Creating a sketch 
can be done through a new paperspace tab. A sketch can be revised once previously 
issued 

 

 After the CA phase has begun and permitting is complete, the 

sheets will no longer be revised. All revisions will be in sketch 

format.  

   A full size sheet can be issued as a sketch, but is  will 

need an SK number and only the clouds for  revision 

associated with this issuance will be visible.   

  You can create a duplicate tab of the sheet 

  – right click on the sheet tab and select  

  “Move or Copy”. Then select “move to the  
  end” and check the box “create a copy”.  

   REV tags are no longer used.   

 

 Creating a sketch 

   Create a new paperspace tab in the drawing sheet  you 

want to revise. Right click on the current tab  and select 
“From Template”. This opens the  “Select Template from 

File” dialogue box. Navigate to the sketch template and select 

the desired page size and orientation.   

  The sketch templates can be found:  

  F:\CADD|Templates|ARCH|Borders  

 The thought is that all rev tags are   
 visible regardless of which revision  

 clouds you want visible.  This helps  

 others now that there was a previous change 

 and issuance to the sheet (and where that 

 change occured on the plans). 

 

→  Construction Administration Phase and Sketches 
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 Creating a sketch (cont. ) 

  Job Captain / PA’s should (prior to   

 the CA phase) copy the 4    

 templates to your project    

 directory’s sketch     

 folder:  ##X####\ C‐    

 ADMIN\SKETCHES.  AŌer they are   

 copied there, fill in all the project   

 specific informaƟon on the Ɵtle    

 blocks.  This way, all your sketches   

 will be ready for you and correctly   

 formaƩed.  When creaƟng a    

 sketch you can now navigate to    

 these project specific sketches    

 templates. 

   Fill-in sketch specific information, i.e., date, scale… 

  Origin is the directive the sketch will be  

  issued with i.e. ASI #001, RRFI #001…  

  DWG. Ref.is the drawing number and  

  sheet that you are revising (example 2/ 

  A6.03). 

   Right click on your sketch’s 

paperspace tab and “Rename” 

the tab to your sketch number 

 (example ASK– 005).  This will 

 automatically fill in the sketch 

 number field in the title block (it 
is  a dynamic field).  

 

  The sketch number field in the title  

 block may not update immediately. You can type 

 “updatefield” then type “all” and all fields will 
 update.  But it will definitely update upon regen, 

 plotting and saving/reopening.  

  Revision clouds will be placed in  

 paperspace. No REV tags are   

 necessary. 

 Revision clouds shall be placed on  the 0-REV-0 
 layer.  

 Print the sketch to a PDF. By   

 default, the sketch template file  

 should be formatted to initially plot  to a PDF in t

 he print dialogue box.  

 Save the PDF to your sketch folder: 

##X####\DOCS\CADMIN\SKETCHES.  

 It is extremely important to maintain a PDF 

version of the sketch. This will be the only 

record of a change as it certain to this issuance 

of the sketch. 

→  Construction Administration Phase and Sketches (cont.) 
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 The PDF file will have a record of   

 the change and will indicate which   

 directive the change was issued    

 with.  

   Revising A sketch (previously issued sketch).  

  Rename the sketch’s paperspace tab to   

 the desired sketch revision number. 

 The revised SK number shall be in   

 the following format: (example)   

 ASK-003R1. Then a subsequent    
 revision shall be (example) ASK-   

 003R2, then ASK-003R3… ...and so   

 on.   

  Revision clouds will be placed in   

 paperspace. No REV tags are necessary. 

 Previous revision clouds can be deleted (or  
 reused if the revision is localized in the   

 same area).  

 Revision Clouds shall be placed on the 0- 

 REV-0 layer. 

  You can keep revision the same    

 paperspace tab.  

 As long as you have the PDF file of   

 the previous version of this sketch,   

 you are safe.   

 There is no need to create another   

 paperspace tab for a revised    

 sketch as the contents of the    

 original sketch will be changed and   
 therefore, the original sketch tab is worthless.   
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The Dos and Don'ts for plan dimensioning…. 

Trying to dimension from an inaccessible point? Don’t know the actual versus nominal 
widths of the wall?  

Interior Dimensioning Dos: 

 Each wall/ element must be located. 

 Dim. what the contractor needs, noting more, nothing less. 

 Dim. from a column line within reasonable distance 
column  should be in the same space, not across the 
building. 

 Always dim. to face of stud. conc or masonry. 

 When dim. frames, dim. to outside of frame 

 Dim. to/from the same side (correct side) of a wall. Know 
your actual vs. nominal widths: 3-5/8" studs, 7-5/8" CMU 

Interior Dimensioning Dont's: 

 Don't Dim. to face of finishes. 

 Don't Dim. to a column line referencing a re-

mote column. 

 Don't over Dimension. 

 Don't Dim. to/from opposing sides of a wall 
(understand actual vs. nominal widths). 

 Don't Dim. from an inaccessible point.  

Section 2// Page 36 < < < 

→  Dimensioning 
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 File Identifiers 

Typical Civil Sheets 
 
CV Cover (Title) Sheet 
IP Index Plan 
DM Demolition Plan 
SP Site Plan 
GD Grading and Drainage 
SU Site Utility Plan 
EC Erosion Control Plan 
LL Landscaping Plan 
LP Lighting Plan 
DN Site Details and Notes 
 
CP Concept Plan 
SK Sketch Plan 
GN Legend and General Notes 
ED Existing Drainage Area Plan 

PD Proposed Drainage Area Plan 
OP  Overall Plans 
PB Presentation Board 
 

Section 3  ENGINEERING & ENERGY STANDARDS 
 
+  FILENAMING (ENGINEERING) 
→ Plot Sheet Drawing File Naming  

 
MISC. SHEETS 
CA Coastal Area Management Plan 
CL Site Preparation and Clearing Plan 
CS Cross Section 
DB Detention Basin Detailed Design Plan 
FZ Flood Zone Plan 
GP Grading Plan 
GU Grading and Utility Plan 
ID Drawing Index Sheet (if not on cover)  
IM Raster image file  
KM  Key Map 
LS Layout and Striping 
MP  Master Plan 
PH Phasing Plan 
PH Photograph File 
PP Plan and Profile 
PR Profiles 
SA Site Analysis 
SQ Stormwater Quality Plan 
SS Subsurface Sewage Plan  
ST Stormwater Permit Plan 
ZC Zone Change Plan 
IR Irrigation Plan 
LD Landscape Details 

 CP  ‐   15C1234    ‐    01     .dwg             

Fi
le

 Id
en

ti
fie

r 

D
ra

w
in

g 
N

um
be

r 

Jo
b 

N
um

be
r 

CP15C1234‐ 01.dwg 

   EXAMPLE    


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
Typical Transportation Sheets 
 
TTSH  Title/Cover Sheet 
TDET    Detail Estimate Sheet 
TIGP Intersection Grading Plan  
TINX  Index Plan 
TTYP  Typical Section Sheet 
TMDS  Misc. Detailed Sheet 
THWY Roadway Construction Plan   
TPRO    Profile Construction/Design Sheet 
TSPM Signing + Pavement Marking Plan 
TLDS  Landscape/Planting/Grading Plan 
TXSC Roadway Cross Sections 
TBRG Structural Bridge Plans (See Inset) 

MISC. SHEETS  
TTSD Time Space Design      
TTCP Traffic Control Plan   
TBOR Boring Plan Sheet & Boring Logs Sheet 
TTCS Traffic Signal Plan 
TSEC Traffic Cross-Section Sheet 
TALN Alignment Design/ Layout Plan Sheet 
TTRA Traffic Design Sheet 
TPMG Pavement Management Plan Sheet 
TEST Traffic Detailed Estimate Sheet 
TESC Erosion +Sediment Control Plan Sheet 
TTMD Traffic Misc. Detail Sheet 
TTPS Traffic Profile Sheet 
TLOC  Location Plan Sheet 
TGEN  General Notes Sheet 
TFLO Flow Diagram 
TSTG Stage Construction Plan 
TPLN     Plan Design Sheet Additional Sheets 
TGRA     Grading Plan Sheet      
TACC Accident/Data Plan Sheet  
TDRN Drainage Plan Sheet 
TPER Permit Plate Sheet 
TCOL Collision Diagram  
TDTR Detour Sheet 
TUTL Utility Plan 
TFLB Flashing Sign Sheet 
TPUB Public Info. Meeting/Presentation Plan 
TFLS Flashing Sign Sheet 
TMPT Maintenance + Protection of Traffic Plan 
TILL Illumination Plans + Details  
TPRK Parking Plan 
TSGN Signing Plan 
TSDP System Detector Plan  
TPVM Pavement Marking Plan 

> > > Page 2// Section 3 
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File Identifiers (cont.) 

Typical Structural/Bridge 
Sheet Numbers 
 
TBRG - 01 General Plan. Elevation, and Section 
TBRG - 02 Layout Plan, Profile, and Quantities 
TBRG - 03  Boring Logs 
TBRG - 04  Demolition / Water Handling Plan 
TBRG - 05  Abutment Details 1 
TBRG - 06  Abutment Details 2 
TBRG - 07 Wingwall Details 
TBRG - 08  Endwall Details 
TBRG - 09  Framing Plan 
TBRG - 10  Diaphragm Details 
TBRG - 11  Bearing Details 
TBRG - 12  Slab Plan 
TBRG - 13  Approach Slab Details  

Drawing Numbers 

Drawing numbers should be in numeric order.  If you 
need to create more than one plan to cover the entire 
site/project, multiple layout tabs should be used in a single 
file.  Additional files can be created as needed following in 
numeric order. 

Example:  
Site Plan = 4 sheets to cover the site.  

Filename: = SP15C1234-01.dwg.  

Layout tabs: = SP-01, SP-02, SP-03, SP-04 

If needed an SP15C1234-02.dwg can be created for a 
blow-up or detail area. 

Layout Tab Standard Naming 
Layout tabs should be named using the file identifier, sheet number, sheet size, and scale. 

Example: SP-01 24x36 40SC 

Job Number 
 
The inclusion of the Job Number not only identifies 
the project, but it also helps to maintain file individu-
ality so no two files are named the same on the serv-
er. Use the entire Job Number. 
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

 File Identifiers 
BD Border Xref. 
DI Digitized Xref. 
XC Civil Xref. 
XL Landscape Xref. 
XO Xref by others (ALL Disc.) 
XR Roadway Xref. 
XBRG Structural/Bridge Xref. 
XT Traffic Xref.  
XY Survey Xref. (See Section 5) 
XZ Survey by others or GIS data of existing features 

 XC      15C1234    ‐     01   .dwg             
Fi

le
 Id

en
ti

fie
r 

D
ra

w
in

g 
N

um
be

r 

Jo
b 

N
um

be
r 

XC15C1234‐01.dwg 

   EXAMPLE    

→  Xref Filenaming 
+  FILENAMING (ENGINEERING) (CONT.) 

Job Number 
 
The inclusion of the Job Number not only identifies 
the project, but it also helps to maintain file individu-
ality so no two files are named the same on the serv-
er. Use the entire Job Number. 

Drawing Numbers 

 

Typ. Civil Xrefs 
 
XC-01 Site Layout 
XC-02 Grading 
XC-03  Drainage 
XC-04  Utilities 
XC-05  Erosion Control 
XC-10  Profiles 
XC-20  Cross Sections 

This is a list of the typical drawing numbers used. If additional xrefs are needed, 
the next number in numeric order would be used.   If the project is smaller, some 
of these can be combined (ie Grading and Drainage together in one xref) 

Typ. Transp. Xrefs 
 
XR-01 Layout, Alignment, Profile 
XR-02 Drainage 
XR-03 Corridors & X-Sections 
XT-01 Pavement Markings & Signage 

Typ. Struct./Bridge Xrefs 
 
XBRG-100   Existing Conditions 
XBRG-101   Proposed Conditions 
XBRG-121   Stage Construction 
XBRG-220s Plan/Elev. Ex. Abutment 
XBRG-230s Plan/Elev. Pr. Abutment 
XBRG-240s Plan/Elev. Ex. Wingwall 
XBRG-250s Plan/Elev. Pr. Wingwall 
XBRG-260s Sections Ex. Abutment 
XBRG-270s Sections Pr. Abutment 
XBRG-280s Sections Ex. Wingwall 
XBRG-290s Sections Pr. Wingwall 
XBRG-300s Sections  
XBRG-400s Framing Plans 
XBRG-500s Substructure Details 
XBRG-600s Superstructure Details 
XBRG-700s Notes/Tables 

Section 3// Page 3 < < < 
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 Reference type: Overlay (as opposed to "Attachment" type) 

▪ Prevents the xref from tagging along as a nested xref when the host drawing is referenced by another file. 

▪ Best method is to choose this type when you initially attach the reference   

▪ If you forget and attach it as an "Attachment" type reference, you can change it afterward in the Xref  
Manager.    

 File path type: No Path – Preferred or if necessary can use Relative (which is "partially specified 
folder path that assumes the current drive letter or folder of the host drawing") Full path is only allowed when 
a reference to another project is required. 

▪ Best method is to choose this type of attachment when you initially overlay the reference  

▪ Helps to prevents loss of xref data when drawing is moved to a different location (examples: record\out or 
outside BL)  

▪ Prevents drawing from accidentally reading the xref from an unintended location. 

 Binding of References 

▪ Unless otherwise instructed to by a client, NEVER bind any external reference (xref) into other files. Doing so 
generates a large MESS  of un-needed information that is difficult to manage on the working drawing and the 
workflow downstream. Please coordinate within your department on the need. If in question, use E-transmit and 
let the recipient manage the packaged data as they require. 

+  TEMPLATES Template drawing files can be found in the  following location:  

F:\CADD\Templates\ENG 

> > > Page 4// Section 3 

→  Xref Standards 
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




AR_PP15C1234‐01.dwg 

   EXAMPLE    

Pl
an
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et

 P
re

fi
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Pr
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t N

um
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D
ra
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g-
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ID
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w
in

g/
Sh

ee
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yp
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 AR   _    PP    15C1234      ‐  01   .dwg             

Plan Set Prefixes 

AR  Access Roads Design Plan Set 
ARFE  Access Roads- Supplemental for FERC  
 (200 scale with aerial orthophotos) 
ARPC  Access Roads Post-Construction  
 Stormwater Management Plan Set  
 (State-Specific - PADEP) 
ARSS  Access Roads Site-Specifics Drawings 
CY  Contractor Yards Design Set 
CYSS  Contractor Yards Site-Specifics Drawings 
FA  Facilities 
FCS  Facilities- Compressor Station 
FMS Facilities- Meter Station 
FRS  Facilities– Regulator Station 
FPIG Facilities- Pig Launcher/Receiver 
FASS  Facilities Site-Specifics Drawings 
PL  Pipeline (Alignment sheets, E&S, etc.) 
PLSS  Pipeline Site-Specifics Drawings  

 
+  FILENAMING (ENERGY - PIPELINE) 
→ Plot Sheet Drawing File Naming  



Section 3// Page 5 < < < 
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

Drawing/Sheet Types 

AL  Alignment Sheet 
BR  Bridging Site-Specific Drawing 
CV  Cover Sheet 
DA Drainage Area Map 
DN  Details & Notes 
EC  Soil Erosion & Sediment Control Plan 
FU  Foreign Utility Crossing Site-Specific Drawing 
GN  General Notes & Legend 
HDD  Horizontal Directional Drill Design (Plan & Profile Drawing)  
HOP  Highway Occupancy Permit Drawing (State Specific Required Drawing- PENNDOT) 
PCSM  Post-Construction Stormwater Management Plan  (State Specific - PADEP) 
PD  Proposed Drainage Area Map 
PH1  Phase One E&S Plan (State-Specific - PADEP) 
PP  Plan & Profile Drawing (Access Roads) 
RD  Road Crossing Site-Specific Drawing 
SP  Site Plan (Use for ARFE plan set drawings) 
WW  Wetland/Waterbody Site-Specific Drawing  

Job Number 
 
The inclusion of the Job Number not only identifies 
the project, but it also helps to maintain file individu-
ality so no two files are named the same on the serv-
er. Use the entire Job Number. 

Drawing Specific ID 
Section Number*, Alignment Sheet Number, 
Access Rd. Name, etc. 

*Note: If need to add a section file in be-

tween previously numbered files, add .1, .2, 
etc. 

> > > Page 6// Section 3 
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+  FILENAMING (ENERGY - PIPELINE) 
→ Xref Drawing File Naming  
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+  LAYER FORMAT 

Section 3// Page  9 < < < 

Excel file lists of Discipline Specific layers are available on 
the Intranet—Standards Tab 
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+  PRINTER/PLOTTER PEN WEIGHTS CHART 

+  PAGE SETUPS AND PLOTTING 

> > > Page 10 // Section 3 

Pagesetups for each office can be found in the following location:  F:\CADD\Pagesetup 

Each office folder has pagesetups for all printers and 
plotters in that office. 

The standard default pagesetup for drawings 
should be PDF 2014 

11x17 PDF available on the Intranet—Standards Tab 





BL Companies  //  File Management & CADD Standards Manual 

G
en

er
al

 S
ta

nd
ar

ds
 

A
rc

hi
te

ct
ur

e 
&

 M
EP

 S
ta

nd
ar

ds
 

E
n

gi
n

ee
ri

n
g 

&
 E

n
er

gy
 S

ta
n

d
ar

d
s 

En
vi

ro
nm

en
ta

l S
ta

nd
ar

ds
 

Su
rv

ey
 S

ta
nd

ar
ds

 
R

EV
IT

 
G

IS
 

Be
nt

ly
 M

ic
ro

. 

>
 >

 >
 >

 >
 >

 F
u

ll 
si

ze
 P

D
Fs

 a
re

 a
va

ila
b

le
 o

n
 t

h
e

 In
tr

an
e

t—
St

an
d

ar
d

s 
Ta

b
 <

 <
 <

 <
 <

 <
 

+  SAMPLE CIVIL PLANS  

> > > Page 11 // Section 3 

Note: Template Cover for Pennsylvania Project 
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Note: For additional Detail Sheet examples, see the Intranet—Standards Tab 
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The Coordinate System and Drawing Units need to be set correctly before importing any imagery 
1. When using AutoCAD Civil3D 

a. Open the Toolspace dialog box 

b. Click on the Seƫng Tab 

c. The units should be Feet, U.S. Survey Feet, appropriate drawing scale, and appropriate coordinate 

  system. 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
2. When using AutoCAD Map 

 
 

→  Attaching Aerial Imagery 

> > > TUTORIALS < < < 

Section 3// Page 44 < < < 

+  BEST PRACTICES & TUTORIALS  
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Import Ortho Aerial Photos (SID and TIFF), and Google Earth Imagery  
 
MAPIINSERT 

 Attach SID files in at correct scale and coordinate system 
 SDW file contains the coordinates. This files needs to be in same folder as the SID 

   file. 
 Modify Correlation should be unchecked 
 Coordinate system must be set (See first page) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CTDOT SID files can be found at this link: http://cteco.uconn.edu/download/Map.htm 
For additional aerial imagery available online, see the BL Intranet Engineering page for links 

 
Plex.Earth (Check with Dept. Manager regarding who in your dept. has this installed) 

 Open GoogleEarth and Browse to the view you would like to import 
 Settings should be set to feet 
 Coordinate System Zone and grid should be set appropriately 
 Switch back to AutoCAD and select Current Image 
 Plex.Earth will switch back to Google Earth and take a snapshot of your screen.  
 (Do not  scroll or pan during this process as this will change the view that you are  
 importing.) 
 Clip image if necessary (Select image, Contextual Ribbon External references will 

   pop up, select Create Clip Boundary) 
 

 

> > > TUTORIALS < < < 

> > > Page 45 // Section 3 
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1. Bring in data shortcut for surface. 

2. Right click on surface and select “Surface ProperƟes” 

3. In the Analysis Tab, Select Slope for Analysis type. 

4. Click the edit buƩon to the right of the legend pull down. 

5. Under the data properƟes tab, click on the plus sign next to the slopes table. 

6. Double‐click on the new column that was created. 

7. In the text component editor, select surface range 2d area. Make sure you click the arrow to the right of 

the drop down or it won’t add the informaƟon to the column. Click ok. 

8. Go to the informaƟon tab in the surface properƟes window. Change the surface style to C‐SLOPE BANDING 

(BL‐ CT).  

9. In your home ribbon, go to the annotate tab. Underneath add tables pull down , select “ Add Surface Leg‐

end Table”. Follow the prompts in the command line. 

 

Note: If you need the steep slopes within a certain boundary, you will need to create a new surface, paste the 

reference surface within the new surface and add a boundary. Then follow the steps above. 

→  Steep Slope Calculation Instructions: 

> > > TUTORIALS < < < 

Section 3// Page  46 < < < 

+  BEST PRACTICES & TUTORIALS (CONT.) 
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> > > TUTORIALS < < < 
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Tables are an AutoCAD object that is can be created and customized by the user. Tables can be 
used for legend, charts, parts lists, revision history, etc. they can be a useful tool to save time or-
ganizing information.  

 

 

 

 

 

 Start the command and you will see this dialog box.  

 

 

 

 

 

 

→  Creating and Using Tables 

> > > TUTORIALS < < < 
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Here, you can define the parameters (color, text height, borders, etc.) in your new 
custom style. This preview is used in the other dialog boxes as well. Make sure you 
have your Text Styles defined first. Define different styles for the Title, Header and 
Data. Note that you can access the Text Style Dialog as well from here. 

> > > TUTORIALS < < < 

> > > Page 49 // Section 3 
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So now that you have defined your table style, you can insert one into the drawing and enter data us-
ing the Mtext editor and tabbing through the cells. Anyone who has used a simple spreadsheet will be 
able to use this.  

 

 

 

 

 

 

 

 

Once the table is in the drawing, you can double-click (above) in any cell to edit it or right click 
(below) it for more options:  

 

 

 

 

 

→  Creating and Using Tables (cont.) 

> > > TUTORIALS < < < 

Section 3// Page  50 < < < 
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Now that you have Created a table, you can click on the Table and the Table Cell contextual ribbon will pop 
up. 

 

 

 

Using the tools in this ribbon tab, you can execute a number of different commands: 

 

 Insert Rows and/or Columns 

 Delete rows and/or Columns 

 Merge and Unmerge cells 

 Edit the Cell Styles 

 Format Cells 

 Insert blocks, Field and Formulas 

 Create a Data Link  

> > > TUTORIALS < < < 

> > > Page 51 // Section 3 
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File Identifiers 
 

ENVIRONMENTAL 
BL Boring Logs 
BP Boring (Exploration) Location Plan 
DG Geotech Plan/Details  
EM Environmental Monitoring Plan 
EV Environmental Graphics  
MG Model Graphics 
PS Profiles and Cross Sections 
XN Xreference file for Environmental data 

Section 4  ENVIRONMENTAL STANDARDS 
 
+ FILENAMING 
 

EV     15C1234      ‐   01    .dwg             
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EV15C123401.dwg 

   EXAMPLE    



Section 4// Page  1< < < 

Job Number 
 
The inclusion of the Job Number not only identifies 
the project, but it also helps to maintain file individu-
ality so no two files are named the same on the serv-
er. Use the entire Job Number. 

Drawing Numbers 

Drawing Numbers start at 01, If an additional file 
is needed the next number in numeric order 
would be used.    



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> > > Page 2 // Section 4 

 Reference type: Overlay (as opposed to "Attachment" type) 

▪ Prevents the xref from tagging along as a nested xref when the host drawing is referenced by another file. 

▪ Best method is to choose this type when you initially attach the reference   

▪ If you forget and attach it as an "Attachment" type reference, you can change it afterward in the Xref  
Manager.    

 File path type: No Path – Preferred or if necessary can use Relative (which is "partially specified 
folder path that assumes the current drive letter or folder of the host drawing") Full path is only allowed when 
a reference to another project is required. 

▪ Best method is to choose this type of attachment when you initially overlay the reference  

▪ Helps to prevents loss of xref data when drawing is moved to a different location (examples: record\out or 
outside BL)  

▪ Prevents drawing from accidentally reading the xref from an unintended location. 

 Binding of References 

▪ Unless otherwise instructed to by a client, NEVER bind any external reference (xref) into other files. Doing so 
generates a large MESS  of un-needed information that is difficult to manage on the working drawing and the 
workflow downstream. Please coordinate within your department on the need. If in question, use E-transmit and 
let the recipient manage the packaged data as they require. 

→  Xref Standards 
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Section 5// Page  1 < < < 

File Identifiers 

AB Improvement Location Survey 

AL ALTA/ACSM Land Title Survey 

BS Property Survey  

EA Easement Map 

EX Property/ Topographic Survey 

SB Subdivision Map 

XY Existing  survey / base mapping  

AL       15C1234     ‐   01    .dwg             
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AL15C123401.dwg 

   EXAMPLE    



Section 5  SURVEY STANDARDS 

+  FILENAMING  

→ Plot Sheet and XREF File Naming  

Job Number 
 
The inclusion of the Job Number not only identifies 
the project, but it also helps to maintain file individu-
ality so no two files are named the same on the serv-
er. Use the entire Job Number. 

Drawing Numbers 




Drawing Numbers start at 01, If an additional file 
is needed the next number in numeric order 
would be used.    
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> > > Page 2  // Section 5 

 Reference type: Overlay (as opposed to "Attachment" type) 

▪ Prevents the xref from tagging along as a nested xref when the host drawing is referenced by another file. 

▪ Best method is to choose this type when you initially attach the reference   

▪ If you forget and attach it as an "Attachment" type reference, you can change it afterward in the Xref  
Manager.    

 File path type: No Path – Preferred or if necessary can use Relative (which is "partially specified 
folder path that assumes the current drive letter or folder of the host drawing") Full path is only allowed when 
a reference to another project is required. 

▪ Best method is to choose this type of attachment when you initially overlay the reference  

▪ Helps to prevents loss of xref data when drawing is moved to a different location (examples: record\out or 
outside BL)  

▪ Prevents drawing from accidentally reading the xref from an unintended location. 

 Binding of References 

▪ Unless otherwise instructed to by a client, NEVER bind any external reference (xref) into other files. Doing so 
generates a large MESS  of un-needed information that is difficult to manage on the working drawing and the 
workflow downstream. Please coordinate within your department on the need. If in question, use E-transmit and 
let the recipient manage the packaged data as they require. 

+  TEMPLATES 

Template drawing files can be found in the  following 

location:  F:\CADD\Templates\SURVEY 

→  Xref Standards 
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+  LAYER FORMAT 

Section 5// Page  3< < < 

Excel file lists of Discipline Specific layers are available on 
the Intranet—Standards Tab 
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 +  PRINTER/PLOTTER PEN WEIGHTS CHART 

+  PAGE SETUPS AND PLOTTING 

> > > Page 4 // Section 5 

Pagesetups for each office can be found in the following location:  F:\CADD\Pagesetup 

Each office folder has pagesetups for all printers and 
plotters in that office. 

The standard default pagesetup for drawings 
should be PDF 2014 

11x17 PDF available on the Intranet—Standards Tab 
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+  SAMPLE SURVEY PLANS  
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Section 6// Page  1 < < < 

 15C1234   ‐ Central   ‐   Disc.    .rvt            
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15C1234‐Central‐ARCH.rvt 

   EXAMPLE    

Note: Revit model should be saved into the DWG - ARCH folder. 

Section 6  REVIT 
 
+  Model Naming  
  

+  TEMPLATES 

Template model files can be found in the  following 

location:  F:\REVIT\ 
RVT-2013 

RVT-2014 

RVT-2015 

Start with  the appropriate version type for the Project.  
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> > > Page 2  // Section 6 

REVIT BIM REFERENCE AND QUICK REFERENCE GUIDE 
is currently being developed and will be released at a future date. 
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Section 7  GIS 
 
+  FILE NAMING  

Section 7// Page  1 < < < 

File naming of GIS files varies from project to project based on client standards and types of files.  

The  Project Number, DescripƟon and Date (YYYY‐MM‐DD) should be included when possible. 

+  TEMPLATES 

Template .mxd files can be found in the  following location:  

 F:\GIS\+ ArcMap-Templates 
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> > > Page 2  // Section 7 

Page Intentionally left blank 
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Creating Shapefile from Google KMZ 
1. Save KMZ  into the project folder under Record/In/2013-xx-xx_Description 
2. Create shapefile from KMZ.   A KMZ can be imported into ArcMAP then 

exported as SHP  
 Create SHP files using ArcMAP 

 Open ArcMAP 
 Select overall map for project 

(13Cxxxx/GIS/13Cxxxx/13Cxxxx-OverallMap.mxd)  
 If overall map isn’t created, create a new file 

Add Basemap, Select Imagery with Labels  
(if necessary  for visual reference) 

 
 Open ArcToolbox, Conversion Tools, Select From KML – 

   KML to Layer 
 

 
 

 
 
 
 
 
 

→  Creating KMZ from GIS Shapefile  

> > > TUTORIALS < < < 

Section 7// Page  3 < < < 

+  BEST PRACTICES & TUTORIALS  
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 Select Input KMLFile (browse to Record/In folder containing KMZ file) 
 Select Output Location 

 Browse to Project GIS folder, Create new folder named 2013-XX-XX_Description 
 Output Location should be the filename for the new SHP files 

   
 KMZ will be added to your map as a Layer. 
 Right click on Layer and Select Data, then Export Data 

   
 You can select the coordinate system associated with the data ( this layer’s source data) or   
 select the coordinate system assigned to the ArcMAP file (the data frame) 
 Output feature class should be: 

 Project Folder/GIS/2013-xx-xx_Description/Name of Layer (2013-10-  
    04_Alternative K) 

Finally,  import shp file into DWG 
 

> > > TUTORIALS < < < 

> > > Page 4  // Section 7 
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Section 8  MICROSTATION 

+  MICROSTATION BASICS & SETTINGS 

Section 8// Page  1 < < < 

CTDOT Digital Design Environment, Standards, Cells, etc can be found at:    

F:\MIcrostation_V8i  

CTDOT misc. information can be found at:    F:\CTDOT  

 

CTDOT Digital Project Development Manual can be found at: 

http://www.ct.gov/dot/lib/dot/documents/aec/digital_project_development.pdf 

This manual should be referred to for electronic submission of plan, spec, other various submittals to 
the CTDOT. 

+  CTDOT SPECIFIC STANDARDS  

http://www.ct.gov/dot/lib/dot/documents/aec/digital_project_development.pdf
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> > > Page 2  // Section 8 

Copy this folder structure into the BL standard project directory structure. Folder name should be the 
State Project Number. 

The CTDOT standard project directory structure can be found at the following location: 

        
F:\Microstation_V8i\CTDOT_Projects\ 

000_CT_Template 

+  CTDOT STATE PROJECT DIRECTORY STRUCTURE  
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+  SAMPLE MICROSTATION-CTDOT PLANS  

> > > Page 3 // Section 8 

Note: For a complete set of examples, see the Intranet—Standards Tab 
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Appendix A 

LineStyles 
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Appendix B 

Hatch Patterns 










