Contents

F Yool 1] J O PP PPUPPPRRt 2
NEW USEr RegGISTIatioN. .. cuiin ittt ettt ete et et et e e eeeaeneansansansansanannsnnns 2

e (o] [=Tod Vot of =T 1= F PPNt 3
ACCEPTING INVITE 1eniinii it e e e et e e s e eae e enereensansansnnannns 3

e (o] [=Tot Vot of =T 1= S PPNt 3
Infrastructure Cloud FuNdamentals .......cc.veuiiniiiiiiiii e e 3

APP ON MODILE DBVICES ettt e et et e s e e et et e e s eaaaanaans 3
NOTIFICATIONS «eeii ettt et et et e et ea et e enesaneeneeanseneenasennannns 4
AMINISTIATION ..ottt et et ettt e e e e et et saeennanaensensanrasnnsnnsnns 5
PrOJECT MaANAZEIMENT. .. e ittt ee e e ettt et et e e et eansaneanenaansensnnsansansnasnnes 5

e oY [=Tod B L= = | K J PN 5
Copying/Updating Project Template (ReEprovisSioning) ......cceeveeriiieeiiieiiiiieeiieeeeeeeneenns 7
BT Y 0l N = T = T =T 0 4 =T L St 9
Adding Users to @ BIC ProjECT....cuiuiiiiiiiiiieie et e e e e e e e e e e e e e ens 9
ROLES ..ttt ettt et et e et et et e b ea e e e eaa e 12
Bulk Team Member Add ... ..ottt e et e e e enaes 13

(D IoTel0] g al=T o it \d F=TaT=T =T o gT=T o} (PO 23
DO CUMIBNES ettt ettt et et et et et e e e e eaenen e e e reeenaananns 23

(D ToTe1 8]0 oT=14 | €< TN PP OO PPPPPPRN 23
PLaN ST e ettt et ettt et et e e et e et an e eaaaanns 30
{40 ¢ S o1 0 1 1= 30
(C7=T o1=T ¢ | PP TP PRSPPSO PPPPPRN 30
Importing New Forms/ Updating EXisting FOrmS......ccoieeiiiiiiiiiiiii e 30
(01T | (P P PP RO P PP PP PPPP 33

Lo 1) S PP PPTPPRPPRRN 34
WOTKFLOW ettt et et et s e e st e e saneensanes 36
COMIMEBNT ittt ettt et et et et et eaesaneeneeensannennenneansanneensennennnes 38



Unique Form Workflow NotificationNS......cvieiiiiiiiiiiie e e 40

R (0] g 0 \VAVZ= 1 (=] g L g T o 1T o3 o] o PSRN 42
Create BMP/STormwater ACTION ... o e e e e et e e ae e eaaans 42
Complete STOrmMWaAtEr FOIM ..uueiieii e e e e e e et e e s eaneeneans 43
MaANAZING STATUS ..euiiniiiiiiieiii ettt ettt te e et et eaeanenetusenstnsenssssnssnstnsensesensnnn 45
(0] 001 0.0 11 o) €T 47

01 =] o7= (N O] (o [=] ST TP PRSP PPRPPRN 48
Notice of Change CoNditioN........iuiiieiiiie et e e re e e e e eaeanas 48
Change Order REOUEST ..un ittt te e st ree e et et et eenseneaansensaneensansanans 49
LA 0T 4 S ] (o 1= RN 50

PUNCRLIST . et ettt et et e e ea e e et ean s e sansnansaneansensensananns 50

1117 o o = St 50

FANo | 011 o ES PP 50

AddiNG DESIEN FIlES cuuiniiiiiiiii e et te e e et et et e et et et e e s enaananes 50

Bentley Infrastructure Cloud

Access

New User Registration

Users that do not already have a Bentley IMS account through their company must register

using the following steps.

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


https://www.in.gov/indot/home/digital-delivery/

Project Access

Accepting Invite

@  noreply@bentley.com 1236PM (O minutesaga) Ty @ €

@ w©me-

Bentley

You have been invited to collaborate

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

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

Links not working? Try pasting this in your web browser
https/fconnect-rbacportalbentley.com/Acceptinvitation?invitationToken=NmFhNZINTUyYzIwZDI1 MGYmZFiZGMZNTJYilhMzg0ODUAYWESMzZgONT Yz
NDOxOGEZTFhMzBKZGIhZDUSYQ==

invitation will expire on Tuesday, 28 April 2026.

Powered by

Project Access
TRAINING VIDEO

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

Infrastructure Cloud Fundamentals
TRAINING VIDEO - HOME PAGE

Admin Mastery: A Comprehensive Guide to Bentley Infrastructure Cloud - Introduction to
the Infrastructure Cloud Portal User Interface

App on Mobile Devices

e Gotoyourdevice “App Store” or equivalent per device and search “Bentley” or the
full app name “Bentley Infrastructure Cloud” to download the app on your device


https://learning.bentley.com/learn/courses/2849/admin-mastery-a-comprehensive-guide-to-bentley-infrastructure-cloud/lessons/13346/how-to-access-projects-on-infrastructure-cloud-step-by-step-guide
https://learning.bentley.com/learn/courses/2849/admin-mastery-a-comprehensive-guide-to-bentley-infrastructure-cloud/lessons/13346/how-to-access-projects-on-infrastructure-cloud-step-by-step-guide
https://learning.bentley.com/learn/courses/2849/admin-mastery-a-comprehensive-guide-to-bentley-infrastructure-cloud/lessons/13350/introduction-to-the-infrastructure-cloud-portal-user-interface
https://learning.bentley.com/learn/courses/2849/admin-mastery-a-comprehensive-guide-to-bentley-infrastructure-cloud/lessons/13350/introduction-to-the-infrastructure-cloud-portal-user-interface

Q. bentley's coffee

Q. my bentley

Q. bentley

Q. bentley infrastructure cloud

[2) bentley motors lid in Developers
Q, bentley motors ltd

Q. bentley safe

&, bentley gold

Q. bentley systems, inc.

Q. bentley media group, llc

Q Bentley o X

App Store

Bentley Infrastructure Cloud
Productivity Open
*kokkd 17

<7 Productivity = Data Sync Team Management Apps Business

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

Notifications

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

= 7 . : | mm a8 -
Q, Sea — : s - @ (AP)

Andrew Pangallo
APangallo@indoriM.gov

Project Entitlement:

Bentley Infrastructure Cloud ProjectWwise
Indianapolis, Friday Apr 24
a Mostly Cloudy : View Profile {h #
78 F Wind: 14 mph, SW
Humidity: 52% 74 Sign Out
83° 62°
Create

Change Order Request



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

Form assigned to me
Status of a form assigned to me changed
Wnrkﬂn.w state changed
Comment was made on a form assigned to me
Iwas menticned in a comment
PDF | requested has been created
Workflow state change reguires your approval a
Forms Due Date Reminder
[

All Changes

Form Instance Subscription
Form \'.Tn'kﬂ-:-.v Transition Rejected
Form Workflow Transition Approved

A d . . .
ministration

Project Management

Project Details

e Bentley on-demand training for Project Details management

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

Details After Creation in Infrastructure Cloud: Easy Steps



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

General information
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PROJECT

4 TEMPLATE

Name
8I€ Tralning Template

Number
BIC Training Template

Location
No location provided

Project 1D
29M7865e-055-450c-bbE3-Se M2 adeds '.A\

Created by : Jason Kub

Creaned on  Man Ne

1945 AM

Modified by : Andrew Pangalic
Moif 2 2.4 ARt

Fo

Project details

Murnber {ogtional)

BIC Training Template
35 max characters
Billing country *
| Unitad States of America
SeleT the COUNDYY your contract was Fgned
Time zone *

| (UTC-O5:00) Amarica/Mew York

Team management

)

Manage your team

8

users

Manage

Project configuration

=

Reality management
s madies for o

Smicus: No reality dam assodaned

Impart ang u

Manage

l.:

Hierarchy tree configuration
for Inspection

Manage hiers

Manags

m

Provide license for external
participants
e

Manage

bl
Manage powerBl dashboard
orts o e o

Emiben yaur Fowers! repo

Manage Manage

Deliverables settings
s, cover leers, and
ution sectings

Configure

Manzsge

Data center location *

East LIS

MAdditional services (cptional)

¥ Mediaindexing {3

Location (optianal)

+ Choose location

Set as organization template (optional)

| Delete | Save

Location

Cover image (optional)

FRVJEW ]

TEMPLATE

Upinad ana manag:

Inspections configuration

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

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

ried inspecion



Choose location x

Location

Indianapolis

Close

Use the arrow in the top right to quickly zoom to your current location if near the
project limits
Use either the “polygon” or “box” to draw your project limits on the map.
Select the checkmark to save the drawn shape of project limits

o Paint brush will clear all selected points

o Undo arrow will clear the last point created
*Your Weather Widget on the project home page or in some Forms will draw from
the closest weather station from where you drew your project boundaries*
The Weather widget draws from this source: World's Leading Weather Data &
Forecast Provider | The Weather Company

CoverImage

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

Copying/Updating Project Template (Reprovisioning)E

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


https://www.weathercompany.com/
https://www.weathercompany.com/
Paauwe, Jonathan
Should we have a standalone document for Admin level users that includes the project setup info and keep the quick start guide more general user centric?


Pangallo, Andrew
I am not opposed to that but would make maintenance more challenging having to update 2 documents


Project details

Number (optional)

BIC Training Template

36 max characters
Billing country *

United States of America
Select the country your Contract was signed

Time zone *

(UTC-05:00) America/New York

Data center location *

Additional services (optional)

¥ Mediaindexing @

Location (optional) Cover image (optional)

4 Choase location

Set as organization template (optional)

Delete ave HT Cancel |

e Click Next

Project settings

Template
[ Major Projects Template] T X -

~ Bentley default templates
Standard Project Template

~ Organization templates
B8IC Demo Sandbox

INDOT_Phase 1 BIC

Major Projects Template v

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

Copy document folders [

Enable ProjectWise deliverables management L]

Copy document files o

Copy document folder drive settings [ ]
| Back | Save changes | Cancel |

e Select BIC Demo Sandbox from the Template dropdown
o Next select the toggles for what you want copied from the template project
o Typically forms, roles, and folders will update and need imported



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

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

2. Onthe project’s Administration settings page, click on the Manage button under
“Manage your team”.
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3. You should now be on the project’s User management page, where you can add
users to a project and manage their roles. To add users to a project, click on the

blue “+ Add” button.
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4. You will then see an Add user(s) window pop up on the page. From here you can
search for internal users to add to the project, as well as assign them to their
necessary roles. If you are adding internal users to a project, you can enter their
name in the search box and suggested selections will then start appearing in a list
for you to select. If you are adding external users to a project, enter their e-mail
address in the search box, and note the “Invite user” box that appears. Proceed to
click on the “Invite user” box to add them to the list.

Add user(s)

Search for users *

| schm|

@9 pirk schmidt

@ Jaceb Schmicker
(P5) Paul Schmidt
[R8) Robert (Bob) Schmidkunz

@5 william schmidt

Searching for Internal Users to Add to a Project

Add user(s) *

Search for users *
® iriceuser I

No user added

Adding External User to Project via E-mail Address

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



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

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

- Role 7

w Hydraulics Manager

Y =)

Incident Management
INDOT Asset Engineer

INDOT Communications

INEHOT Design Manager
INDOT EfAronimenta

?

>

»

>

» INDOT Constrisction Inspector
»

)

» INDOT Gegtechnical

>

INDOT Hydrauics D

Assigning Roles to a New Internal User

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

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

Roles

Most used Roles

Project Engineer

INDOT Project Manager
Area Engineer

Contractor Project Manager
Engineer of Record
Document Manager

INDOT Inspector

N ohkobn=



Bulk Team Member Add

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

Click Import users and Download CSV template file

Import users X

1. Cheose a file
e o upload.

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

Rl Bulk sctions a
| x __ = 1 Send welcome email to all the added team membsers.

4 Download users (csv)

Download T2V l‘{ﬁa file Canicel

Open the file from your Downloads folder

1. Add team members by listing their email address in Column A and appropriate
role in Column B
a. ***DO NOT DELETE OR EDIT ROW 1***
b. The system needs those exact names in A1 and B1 to work properly
2. Forusers with multiple roles, add another line repeating their email address
and entering in a different role in the role column (See below for example). This
method also allows us to add multiple users with different roles.



Email Role
tharris@indot.in.gov Field Engineer
gpankow@indotingoy  Field Enginesr
jnovakiindat. in. gov Field Engineer
gafox@indot. in. gov Field Engineer
maharding@indotin.goy Field Enginesr
dhauser@indot.in.gav Field Engineer
aranck@indotingov Fiedd Engineer
dithorntoni@indotin.gov  Field Engineer

apangall v Project Engineer

Add IC members

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

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

Import users

1. Choose a file
b O Upl%

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

| Send welcome amail to all the added team membears.

Dowriload CSV templats file Upload Cancel

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



Import users x

yoes Tue Apr 21 2026 15627 PM Repince

. Add IC members.cov

w" Successfulty uploaded file

Send welcome email to all the added team members,

Download C5V template file m Cancel

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

. Peres Tkt S | fprcm O X Q rfrmtruche o L *
i 3 % evfeasiruciunecioue Bemtiey com 0050 T 108 TH 5 B0 ba T A0S manage- team mers
=2 D Fervdey 3% Lewmn I} BT Mg ivgeit T (7] 'iork e Bopod B Fruo-e - BB TR0 Popup Shoei . s Cansd H . Snin i 3¢ M7 - dacher Home ¢

=
B trastrucre coud 00N gy o .
u Hinms Acdminissaton setting Manage your team

User management

AeTE Roles
[eza—ern
Mame Ty Ermail 7 Role(s] 7

Added User/Team Member (External User)

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

invitation. See Chapter 4 for additional details on license management.



2. Managing Roles for Project Team Members

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

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

Manage Roles Button on User Management Page

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



Assign roles b 4

Assign roles =

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

= Role
J ENV Mgr LOnTia Arcnaeciogy

€

Enw Mgr Canfid Drinking Water

Env Mgr Confid Endangered Species

Environmental

Envirenmental Manager
Field Change
Geotech Manager

Hydraulics Manager

Incident Management

INDOT Asset Engineer

INDOT Communications
INDOT Construction Inspectar
INDOT Design Manager

INDOT Emvironmental

INDOT Geotechnical

INDOT Hydraulics

INDOTITS

C
R B A " " T B T T ¥

INDOT Legal

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

”

Managing Roles for Selected User

3. Managing Licensing for External Participants




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

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

corner.
| Bl e . L B U T U
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Administration Button on Project Homepage

2. Then onthe Administration settings page, click on the Manage button under
“Provide license for external participants”.
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Managing Licenses for External Participants

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

In the above example, note that Bentley will automatically detect when you have added an

external participant associated with an organization that has Bentley

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

categorized as “Unaffiliated”.

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

button.
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Provide License Button

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

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

Do you want o provide licenses for Unaffiliated?

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

Provide licenses

Provide License Confirmation



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

Manage Licensing Entitlements

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

Unaffiliated

Manage user licenses for this external organization

Q, search...

Name License type

_ Bentley Infrastructure Cloud Connect -



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

Document Management

Documents

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

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

Project View -

Grecent activity My work

Documents

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

to those folders is still granted by the Final Records Officers at each District.



Documents Plan set Specification Media explorer Components

v = INDOTWise 1800082 ll

v = INDOTWise 1800082 > =3 Construction

& Out to me
- e
> ©41800272 4

> 552001610

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

Contract Compliance
[ i

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

J Correspondence

Materials

Pay Itemn Documentation - Environmental

Plans [ Materials

Quality Control Plans —
J Pay Item Documentation
Schedule Information

Weigh Ticket Information . Plans

Work Zone Safety 0O Quality Control Plans

> M Global searches
I Schedule Information
> M personal searches

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

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

e Setfolder access —to manage permissions to the Shared Folder “Documents” in
Infrastructure Cloud, select the folder for desired permissions control and click the
“..” at the top middle of screen and select “Set folder access”.



B Infrastructure Cloud il rciccr R Q, 5=

Project View -

Grecent activity My work

There I3 no work assigned to you

v = Documents 4 ‘

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

Change Order Requests = Documents

Contract Compliance + New ~ |
e

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

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

J Contract Documents

> Permits
S ™ punchlist O Estimates

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

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

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



Folder Access For: Documents

Show all

) Search..

roles

Role Read Write
[v) )

Project Administrator @ v v

Team Member @ v ]

Admin @ v )

Area Engineer @ ” =]

Communications @ v v

Construction @ v [}

("] Force all child folders to inherit

Delete/Free any document
(W

Save | Cancel ‘

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

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

level

Folder Access For: Change Order Requests

P~ Show all
(@ ) Inheritance [ ] Search
e roles
Role Read Write
[} v
Project Administrator @ v v

Team Member @

<
<

Admin @

<
<

Area Engineer @

<
<

Communications @

<
<

Construction @

<
<

(] Force all child folders to inherit

X
aQ
Delete/Free any document
[m

Save | Cancel |




INDOT Bentley Infrastructure Co-Authoring

New Guest Experience

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

a. ltwill be from INDOTBentleylnfrastructureCoAuthoring@indot.in.gov

b. You may have to check your Spam or Junk folder

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

M Gmail [ S —————

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

meoT ¥ R0 Bty e S o, Age 28, 2526 a1 12 54 P11
T e i LR et s o vt S0 i e e

Microsoft 365

Weleome to the
INDOT Bentley
Infrastructure Co-

Authoring group

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


mailto:INDOTBentleyInfrastructureCoAuthoring@indot.in.gov

Signin

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

B® Microsoft
bdrewesb393815@gmail .com

Sign in another way

=] Use your password

E Send a code to
bdrewesb393815@gmail.com

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

< &% Microsoft
bdrewesb3B3B15 @gmail.com

Enter your password

Forgot your password?

Other ways to sign in



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

b4 B® Microsoft
bdrewesh103815@gmail.com

Stay signed in?

Skip having 1o sign in every time. Learn more

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

bdrewesh333815@gmail.com

Permissions requested by:

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

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

+ Use your profile data and activity data

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

Learm mora

This resource is not shared by Microsoft.

/m

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




INDOT Bentley Infrastructure Co-Authoring

Documents ~ ) Foms [ For mgrd view B

(_ A DaEumBnt ‘ﬁ] Add waw a @ &

Documents x
ame scciifing

Plan set

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

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

Add PDF to Map Layer
Map Plan Set Stitching

NEED VIDEO

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

Work (Forms)

General

Importing New Forms/ Updating Existing Forms

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

o Follow steps below to import forms

o Select the “Administration” button in the bottom left then navigate to Manage forms
and select “Manage”


https://learning.bentley.com/learn/courses/827/synchro-control-admin-training/lessons/6386/upload-new-pdf-plan-set
https://learning.bentley.com/learn/courses/827/synchro-control-admin-training/lessons/6387/publish-and-edit-pdf-plan-set
https://bentleysystems.service-now.com/community?id=kb_article_view&sysparm_article=KB0049679
https://learning.bentley.com/learn/courses/827/synchro-control-admin-training/lessons/6390/create-a-pdf-plan-set-revision

@ _ Name

i Madals ! BIC Demo Sandbox ,___ lz
lth 5] Namber Deliverables setti
Dashbaoard Sandbox Configiare devribles
& _ Location
- & o
Carbon Analysis Indianapolis Manage Fianage
Project ID
B (2530480 4a60-456101b0-2e4040f271 10 @ - .
Capabilities settings
o Created by : Jason Kuhn
= Created on: Tue Jan 20 2026, 11:42:14 AM T_‘j 2=
Moadified by : Andrew Pangalle
Modified on : Mon Apr 20 2026, 2:34:14 PM Document settings Manage forms
Connect your project to a ProjectWise work
Edit
forms
Manage Margge

—»

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

Q, Search any datatype in this project or asset | == @ %

F&n iTwin

From template

Modified by POF export (1) Filled out State 11

LY Workflow

& | Workflow |

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

Select iTwin

Source Marme

sandbox k_ BIC Demo Sandbox

e Findthe formin list and check the box and select Confirm in the bottom left
o Each Column can be Sorted for easier navigation



Name Discipline Type Status Preview

Stormwater Management Inspection Issue Stormwater Approved @

Submutal Issue Issue Submittal Issue Approved ®

Observation General Purpose Site Observation Approved @

Inspections Default Inspection Other Approved @

Progress Meeting Agenda General Purpose Meeting Minutes Approved ®

Natice of Changed Condition Issue Change Management Approved @

Temporary Traffic Control Devices Issue Traffic Control Approved @
Submittal Tssue Tssue Transmittol Tssue Approver @

Change Order Request Issue Change Management Approved @

W . ‘

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

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

1 Duplicate(s) Detected

Stormwater Management Inspection (Existing) Stormwater Management Inspection

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

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

+| Cregte local copy not shared
®' Add shared form K

me Prefix Discipline Type

Stormwatér Managermers BMP | Issue - Stormwater -

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

1 Duplicate(s) Detected x

Compare  Skipimport

Stormwater

Prefix: BMP | Type: Stormwrater Prefixc BMP | Type: Stormwater

Shared: Read Only Shareck Read Only

Created on: 11/24/25 | Last modified; SI6/26 Created on: 11/24/25 | Last modified: SM6/26

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

Tl Crea b
) Add shared farm Creawe lotal copy not shared

| Back ﬁ Cancel |




Create

Website

Q
v | s ndllanapoles, Tussday Ape 28 g e
3 Mestly Cloudy
(s | BIC Dems Sandbox -] : G
iocancpols b 68 F wed:11mon w
Humidity: 60% 62° 41

) 8° 52

[ My recent activity My work \ Create

Dsbvrabis

‘@ % O Pon B ChmES Comiien SHOLLA0RS Wy rise [rem— Change Order Request

dorume @ B0 | Notice of Changed Condition
Cruss Section Elevation
Request #COR 00001 Assigned o Andrew Fangato

Construction Conference Test Observation

Progress Meeting Agenda

Job Issue Punchlist
manutes s
. RFI
access drive

Stormwater Management Inspection
Temnarand Teaffic Control Devices
Mobile Devices

iPad/iPhone

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



& Project home 5

BIC Demo Sandbox <

Indianapalis

PROJECT

Project home

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

o OF
‘I. 4 Sunny
U

My work Thursday, Apr 30

ID: NOCC-00001
@ Constructi

to: Andr

Assignec
77 days overdue

1D: Bl Friday

Saturday

Assigned to: A

1 day overdue - S

Sunday

ID: Bl

My work

ID: BMP-00004

ID: BNV

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

Assigned to: Ar

58 days overdue

1D: BMP-00004 ID: BMP-00005

Q @ Live Demo

pssigned to: Ar gallo

5763;; overdue P rogress Assigned to: Andrew Pangallo

52 days overdue - Status: Open

D: BMP-01
© Live Demo
ed to: An

ID: BMP-00006

Assigned to
52 days overdue

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

ID: OBS-00001

@ Job Issue

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

1D: NC

00004
ID: NOCC-00004
Assigned to: Al

23 days overdue - 5ta

A rome

E

Home My war Documents
[2) pocuments = More

Edit

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

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



Work by items

Change Order Request

Documents Claim

DX

Deliverables

Customer Service

e - Notice of Changed Condition

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

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

O 1p: Nocc-00011 < > X

£ & =

Comments Attachments Audit trail

Detalls Related

~ Related forms (1) Q +

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

Cratus: Open
Maodified: 04/28/2026

~ Links to documents (0) Q <+

No documents found



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

Condition to a Change Order Request.
Related

Workflow

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

given form

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

Form

Workflow flowchart

Legend
() - Start Status

@ - Closed State
= - Transition

- Transition with
Approvals

Work in Progress

- | |
Installed Action Needed Close Reopen
1

l — |

Removed

\

Repairs Complete
I




State

1. Open
a. Allows for “Comments” use by any member with access
b. Willdisplay “Overdue” if current date is greater than the Due Date
2. Closed
a. Locked for comment and edit form in this state
b. Determines if aformis on time or overdue in relation to the Due Date

c. Can be “Reopened” for future editing

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

3



Edit test
ID: BMP-00020

Status

Open -

» General Information

~ Best Management Practice

test test l

Inspection Type l -

Location Due date

l l l 04/26/2026 ]

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

l 1 - Critical -

Assigned to Shared with

Work in Progress -

Installed

Close

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

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

Comment

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

e Using the “@” and typing either a team member’s first name or email and selecting
them from the dynamic dropdown will produce a notification to be sent via email if
you want to add urgency or emphasis on a specific form. A hyperlink will be created
in the email for easy access to the comment.



© 1b: Nocc-00011 < > X

by Workflow | o
@ & ] ]
Detalls Related  Comments Attachments Audit trail
Comments (1) Q
Andrew Pangallo
Forms need to be opened to make comments
] DY J  Subject Y State 7 Status 7
U NOCC-00011  Differing Sell Conditions Open Open
] nNocCo0004 Closed Closed
@APangallo@(ndot.IN.gov notifications wift send email n
notifications with hyperlink directly to form with commer| B NOCC-00003 closed Closed

My Work

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

My work |

| T s = |

! P =0 Q= / 2 1

i SUNSHINE \\ @ / 2 sournuate (12) |

) £ i 5
i b2 1D: BMP-00010 W Epler Ave 1 31 )WEST EDGEWOOD
§ | Oshort Description 1l I
: / { gss.gned to: SWQM - INDOT 51 ‘
ue today « Status: Open
’ 8 WEdgewood Ave | E Edgewood AV®
Decatur I 4
@ RICHLING ACRES (138 b PERRY MANOR
i) FOREST
7] COMMONS:
Bt B oy Homecroft
Mills Rd ‘ | N ]
MERIDIAN
WOODS PARK | \\
; O e T T |
W Southog, pg  f -  wSouthport Rd t —N \
ANTRIM | | | \
i e SOUTHGATE FARMS: h
& )/ ‘{y \ iy Southport  @2026 réﬁ«rnm
0 Y | Subject T state Y Status AssignedTo Due Date Modified By ¥ Modific |||
- © ar14r26
(1 BMP-00010  Short Description Open Open SWQM - INDOT Andrew Pangallo 4/14/2¢ e
0 day(s) overdue
- © 4nare
u BMP-00009  Check Dam Open In Progress INDOT Environmental Reed Hathaway 414726 ses
0 day(s) overdue

. © ar8i26
&) BMP-00008 Open Open Andrew Pangallo Andrew Pangalio 4/8/26, ==

6 day(s) overdue

) 318026



Unique Form Workflow Notifications

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

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

Manage forms
4

forms

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

"workflow" button.

Manage Forms

General purpos pect) t
Name T Prefix Status Created date Created by
¥ Change Management

>  Public Imshamant

~  Punchlist

Punchlist PL

Approved 3626 #ndrew Pangallc

Madified date

Modified by

Andrew Pangallo

POF export (0

Automatic Selaction

Filled out

State

*a

Workflow

Workflow

Worl <n?§

Workflaw

Once thatis open, select the status(es) you may not need urgent notifications "i.e. open,

in progress, completed, closed". Scroll down to the bottom and check "suppress

notifications while in this status" checkbox.



Workflow will be updated for the following forms: @

Configure Workflow - Issue - Punchlist

[ wstmensers |

Punchlist

Status Stare  State Color Transition buttens Actions
I No Work Needed (moves (o "Closed™)

i Qpen. ©  Open * york in Prograss (moves 1o “In Pragress’) o
)

— Work Completed (moves to "Complered”) o

# I Progress Open | (] * Ng Work Nesded (meves o "Cloged™) i
[+]

- \ Nesds Mors Attention (mewves to "Open) -

Cpen | [ ] ) i Approver (moves to “Closed) il
4]

& Closed Closed | . # Recpen (moves 1o "Open’) |

Edit Status o

Roles. B view [ Edit
i =
INDOT MOT = =)
INDOT Pavement & =]
Desigrer

TNDOT Project Manager =]
INDOT Punchilist = =

INDOT Retaining Wall

TNDOT Roadway [ Ml
INDOT Stormuwater =
INDOT Structures =}
INDOT SWOM = =]

Set Exceptions to Permissions

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

[+ Owerride above permissions 1o allow assigned user to viewedit in this status
(21 Allow delete while in this status

(] Suppress notifications while in this sLatus

(%2 send reminder to assigned users on the due date

Delece Bl -



Stormwater Inspection

Create BMP/Stormwater Action

B Infrastructure Cloud

Sandbox

51c bemo sonavo D k-

Q. Search any datatype in this

ol

@

Home

&

Work

B

Documents
P4
Delverables

Map

iModels

Dashboard
]
Carbon Analysis

"

Claim
‘PFOJECt View v
Clash L
Contract Wage
Determination and Interview Sandbox
BIC Demo Sandbox
Customer Service Indianapolis

Document Review

1C-652

Issue

Notice of Changed Condition
Observation

Progress Meeting Agenda o
Punchlist
RFL O

Stage 3 Constructability
Review

Stormwater Management ]
Inspection

Submittal Issues

Task (0]

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

“Create” pane.

My recent activity

o

Stormwater Management Inspection #BMP-00009
Check Dam

16 minutes ago

Stormwater Management Inspection #BMP-00008

34 minutes ago

Stormwater Management Inspection #BMP-00002

50 minutes ago

Change Order Request #COR-00003
Escalated NOCC

4hours ago

Notice of Changed Condition #NOCC-00003

Viewed

Viewed

Viewed

Viewed

My work

A
A
A

ID: COR-00001
Construction Conference Test

Assigned to: Andrew Pangallo
Status: Open

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

ID: COR 00003
Escalated NOCC

Assigned to: Andrew Pangallo
Status: Open

View all

Indianapolis, Tuesday Apr 14

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

r Progress Meeting Agenda
Punchlist

Stage 3 Constructability Review

69° 40°

I Storm%vater Management Inspection

Task

Temporary Traffic Control Devices

Work Order



Complete Stormwater Form

Create Stormwater Management Inspection X

84°F - Current
84°F -
69°F - Low

Q

v Best Management Practice

Short Description | Short Description

Inspection Type | Weekly -

Location Due date

Str1

| | 04/14/2026

[ Check Dam - ]

Assigned to Shared with

Additional Information

© 0N O~ =

10.

1

12.

Fill out all fields as necessary to communicate the action
Contract — Default value ca be set in Manage Forms (See Admin Manage Forms)
Project/DES - Default value ca be set in Manage Forms (See Admin Manage Forms)

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

a. Weekly — performed weekly

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

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

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

required within 48 hours. Change due date for the mutually agreed construction
operations to complete action
Best Management Practice - List of normally accepted and planned BMPs



13. BMP Action — commonly used actions based off the selected BMP

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

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

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

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



Managing Status

Create Stormwater Management Inspection X

Status

[
| -

é General Information

12345 | 1234567

Changing Status

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

Edit Brief Description
1D: BMP-00018

Status

Open - |

~ General Information

12345 | | 1234567
INR-13345
| CESSWI -
Latest Precipitation Amount Date of Last Precipitation
| 05 | | 04/15/2026
Partly cloudy
78°F - Current
81°F - High
66°F - Law C

~ Best Management Practice

i 1
- sl _




Form State and Status

Workflow flowchart

Legend
() - Start Status

@ - Closed State

—— - Transition

L Transition with
Approvals

Work in Progress

Installed Action Needed

| L

\
Repairs Complete /
¢

State

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

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

Status

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

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

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

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



a. Status entered via “Repairs Complete” green button in the “In Progress”
status. Can also be entered via “Installed” Green button from “Open” status
4. Closed (Closed State)
a. Status used to indicate when a BMP is removed from the job site
b. Typically, not reopened from this status once in it.

Comments

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

Short Description
ID: BMP-00010

B oOpenform b2 Workflow ‘ ses

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

No comments found

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




Change Order

Notice of Change Condition

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

B ovesngeown | @ 20 EEmE w - a
T Observaton
| O stormuwater Management inspaction
rogres: ia 2 Mastly Cloudy
e B8OF wing: 11 manw
I C Tol DEVICES ST

hape

Humidity: 60%

My work Create
Pangal

@ ¢
)l
B der Rex 000
[10] Construction Confersnce Tast Observation
[ 7 ot g
5 | Progress Meeting Agenda

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

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

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

Create Notice of Changed Condition X

Stabus:

Subject:

Differing Sodl Conditions

Time of Discovery /2842026 3:58 PM

Assigned Ta: Type af Changed Condition

Andrew Panga o = Differing 5ita Conditions -

Description:

Provide mil

e Once created, select “Open form” to edit the form and manage the status of an item
o Notice the Status has changed to “Open”




e To transition the status of the item, use the green button in the bottom left to
manage them.
o Select the Workflow button to review the statuses and transitions for the
workflow

Edit NOCC-00011 X

B Cpen form !

Status: & <] & B
Related  Comments Attachments Audittra
Open
QPEN
Subject:
Differing Soil Conditions
~ Properties
Time of Discovery /282026 2:58 PM
Status: Qpen
. ? i
Assigned Ta Type of Changed Candition b} Differing 5o/l Conditions
Andrew Pangallo * Differing Site Conditions: -
- Time of Discovery: (04/28/2026 3:55 PM
.Dm'pﬂm: Assigned To: Andrew Pangallo
Provide more detail explanation
Type of Changed
condition: Differing Site Conditions
Description: Provide more detall explanation
Estimated Cost 3
Impact:
Impact
Assessment: LTt

m ™ save | Close eipl g subgrade Treatment & mainlne
il Operations: ok
— - ——————
Cantrolling

Change Order Request

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

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

e Select “+” on Related forms

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

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

Add new related form

Link type
Raica item

Farm layout

Change Order Request




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

Work Order

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

Punchlist
See above for General Form guidance
iModel

Admin

Adding Design Files

Admin Mastery: A Comprehensive Guide to Bentley Infrastructure Cloud - Creating an

iModel with Design File Connections in Infrastructure Cloud: Step-by-Step Guide



https://learning.bentley.com/learn/courses/2849/admin-mastery-a-comprehensive-guide-to-bentley-infrastructure-cloud/lessons/13363/creating-an-imodel-with-design-file-connections-in-infrastructure-cloud-step-by-step-guide?playlistId=4207
https://learning.bentley.com/learn/courses/2849/admin-mastery-a-comprehensive-guide-to-bentley-infrastructure-cloud/lessons/13363/creating-an-imodel-with-design-file-connections-in-infrastructure-cloud-step-by-step-guide?playlistId=4207
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