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Select Vault 2 Open to open the GATECH — SANDBOX test vault.
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Open the folder on your computer or network storage where the files to archive are located

e
@C)-| | » Network » data » D_C_shared storage » Archive D&C Facilities » 053-2013 Howey Physics N208 & C203 Dr. Fenton ~ | 49 || search 0592012
Organize A</ Open with Adobe AcrobatXI ~ Print New folder = -
& Autodesk 360 * MName Date modified Twpe Size
| Project_Time 5
b, [pAdiiessiist |n1 01 - GO.0.pdf 6/13/2014 2:45 PM Adobe Acrobat D 776 KB |
L R Transition e v A00-50.pdf 6/13/2014 245 PM Adobe Acrobat D, 83 KB
] GT_Weather ko3 A01-02.pdf 6/13/2014 2:45 PM Adobe Acrobat D, 139 KB
a L o4- A02-02.pdf 6/13/2014 245 PM Adobe Acrobat D... 142 KB
s Lot “E os- A03-02.pdf 6/13/2014 2:45 PM Adobe Acrobat 0. 112 KB
i E‘. S X 05 - E00-01pdf 6/13/2014 2:45 PM Adobe Acrobat 0. 45KB
.J;, ¥idie b S E0L-02.pdf 6/13/2014 245 PM Adobe Acrobat D, 177 KB
‘ p— “k s - E01-03.pdf 6/13/2014 245 PM Adobe Acrobat D, 33KB
i N L o9 ES0-01pdf 6/13/2014 245 PM Adobe Acrobat D... 79 KB
- = 1ps MO1-02.pdf 6/13/2014 245 PM Adobe Acrobat ... 72KB
by s PO0-01pdf 6/13/2014 2:45 PM Adobe Acrobat D 105 KB
& Computer
& 05 (C =B E PO1-02.pdf 6/13/2014 245 PM Adobe Acrobat D 60 KB
El 12N54 MR AWK RS nAf ARSI ANT A Adnke Arrabat M T RAR KR

Drag the file(s) to the Meridian desktop client “projects” folder
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Click on the magnifying glass icon next to “Project” and a list of AiM projects will appear. Click on the
“view” button to open the document and determine project number.

Fllmport '01 - GO.0.pdf - Enter/Edit Properties
Setvalues To Copy Existing Document Walues
System Defaults | hy Defaults | | Current Selection Browse to Document |

Projects |General| Originatiunl NDtes'
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Filter the search by entering a part of the project number/name in the appropriate search field and click
on the binoculars to begin the filtered search



Select Project
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MNumber | Diater Tithe Status | Manager Type | Region Bldg | Blelg Name Floor
058-2008 8/29/2007 BAKER MECHANICAL ROOM ACM COMPLETE ED GUIDA Dac GT-MAIN 099 HARRY L BAKER TED
058-2010 9/3/2008 9:45.. HOWELL REFLACE HEAT EXCHANGE COMPLETE STEVE ZWIRZ D&C GT-MAIN o1o CLARKHOWELLRE.. TBD
059-2012 9/2/2011 2:08 MSE LABS 250 & 378 IN-PROG BRIAN CLARKE Dac GT-MAIN 144 J.ERSKINE LOVE JR.. TBD
0558213 9/25/201211:.. HOWEY DR. FENTON LAB COMPLETE JUAN ARCHILA, Dac GT-MAIN 081 JOSEPHH. HOWEY .. TBD
058-2014 6/23/2013 8:4..  14TH STREET PARKING LOT IMPRO...  IN-PROG KIMBERLY WILS.. DA&C GT-MAIN 1418 14TH STREET PAR TBD
059-2015 9/26/20141:3 STUDENT SUCCESS CENTER EXT. IN-PROG BEN MAZON Dac GT-MAIN 031 BILLMOORE STUDE... TBD

Highlight the correct project and click OK



“Red” labels require a value, and everything else is optional
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Next, determine the location of the project, ie. floor, roof, site or NA by clicking on the magnifying glass

icon next to “location”
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Highlight and right mouse click on the building name and click OK to refresh the floor list for that
building.

411 Create '081_059-2013_TEC_SPEC_SPECIFICATIONS.pdf - Enter/Edit Properties
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Highlight the “floor” from the list in the right panel and click on the “add” button. For multiple floors,
press and hold the CTRL key down while selecting multiple floors. Check the primary floor and remove
any un-need floor(s) from the left side panel by highlighting the floor and click on the “remove” button
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Populate all “red” labelled items. The class choice determines which additional items are required to be
populated. Multiple files can be imported quickly by populating common information related to the
project, then

A Import '01 - GO.0.pdf' - Enter/Edit Properties
Setvalues To
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Once all files have been imported, the following screen appears that shows the folder location.
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