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The Document Management tools provided by ProjectSolve® are 
configured to emulate the EDMS standards and functions required by 
Hummingbird®.  This is the document management platform utilized 
by Florida’s Turnpike Enterprise and FDOT. 
 
 
Project related documents are scanned and attributed within 
ProjectSolve®.  After a quality control review by Turnpike Enterprise 
Document Control, the files are ultimately batched and uploaded into 
Hummingbird®. 
 
 
The enclosed orientation material is designed to facilitate this as a 
team process and provide the CEI staff with on-going support. 
 
 
 
 
 

Turnpike Enterprise  
Document Control Team                              



 

 

 
 

MEMORANDUM 
 
 
 
 
 
 
To:  CEI Staff   
From:    Document Control:  Peter Bodine (Pompano Beach); Debra 

Amann (Turkey Lake)  
Subject:   Document Management Training – Turnpike Construction 
 
 
This booklet contains a number of training and procedural documents to assist in bringing 
your office administrative functions on-line with Turnpike Enterprise. 
 
Please feel free to contact us at any time for assistance or any kind of clarification.  As 
operational requirements may create administrative change from time to time, we will 
ensure that you are brought up to date. 
 
Submitted to you are the following: 

 An Overview of Document Management 
 Project Solve Sign-in Procedures 
 Snapshot examples of your Project’s Home Page 
 The EDMS Project Solve Tutorial 
 The most recent publication of the “Document Group” & “Document Type” 

Reference List 
 An introduction to “Lane Closure Management” 
 CEI and Contractor Emergency Contact List (Form to be submitted to Document 

Control) 
 
We look forward to working with you. 
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DOCUMENT MANAGEMENT 
 
 
 
 
OVERVIEW 
 
The Document Management tools provided by ProjectSolve2 are configured to 
emulate the standards and functions required by Hummingbird®.  This is the 
electronic document management system (EDMS) utilized by Florida’s Turnpike 
Enterprise and all of FDOT.   
 
 
 
AUTHORITY 
 
Chapter 119, Florida Statutes (F.S.) 
Sections 20.23(3)(a); 282.005(1),(2), and (6); 282.3032; 282.3055(2); and 
334.048(3), F.S. 
Chapter 1B-26.003; and Rule Chapter 60DD-2; Florida Administrative Code 
(F.A.C.) 
 
 
 
 
SCOPE 
 
All project related documents (including all forms of hard copy and electronic 
correspondence) are scanned and attributed in ProjectSolve2. 
 

• Any exceptions to this are clarified in the document ProjectSolve2 
“Document Group” – “Document Type” Reference List; located under 
Exhibit 5 of the Document Management Training Manual.  
  

• Documents are expected to be entered into ProjectSolve2 within five (5) 
working days of delivery or receipt.  
 
 
 



 
 

• The Operator (the individual(s) responsible for scanning & attributing 
documents) is responsible for maintaining the “Quality Control 
Requirements for Document Legibility and Completeness”; as specified 
below. 
 
 

1. Scanners and copier/scanners must be set at a minimum of 300 
dpi 

 
2. The Operator shall perform routine QA/QC by checking  

scanned documents to make sure that all pages have been 
scanned, the document image is legible, the pages are straight, all 
pages are oriented in the same direction, and all pages are the  
proper size, etc. If this is not the case, the document, or specific 
pages, shall be rescanned until the document is legible and 
complete. 
 

3. All office equipment used for scanning and document attribution 
purposes shall be maintained in working condition at all times; as 
to ensure that all quality control requirements are met. 

  
 

  
 
 

 
• After a quality control review by Turnpike Enterprise Document Control, 

the files are ultimately batched and uploaded into Hummingbird®.     



DOCUMENT IS
 PERMANENTLY 

STORED IN 
PROJECT SOLVE 

DATABASE

DOCUMENT 
MOVES TO 

“PENDING” BIN

DOC. CONTROL   
REVIEWS & 
APPROVES 
DOCUMENT

APPROVED 
DOCUMENT 
MOVES TO 

“READY FOR 
UPLOAD” BIN

DOCUMENT IS 
UPLOADED TO 
HUMMINGBIRD 

EDMS 

DOCUMENT IS 
ARCHIVED PER 

RETENTION 
GUIDELINES

Turnpike Enterprise
Project Solve Doc. Mgmt - Process Flowchart

[ Revised 07APRIL2006 ]

PROJECT 
RELATED 

DOCUMENT
-

Hard Copy
Fax

Email

Document is 
Scanned and 
Saved as a 

PDF  

PDF File Saved 
to a ‘Date’ or 

‘Subject’ Folder

CEI User 
Signs Into
PROJECT 

SOLVE

From the 
Map Tab, 

Select “Doc 
Mgmt”

Select 
“New Entry”

Complete  
Required 
* Fields in 

Entry Screen

* Refer to “Group & Type Ref. List” 
& Attached “Process Narrative”

Click “OK” to 
Review Field 

Entries & 
Edit if 

Necessary

Go to “Doc 
Attachment” 
& ‘Add File’

Browse, 
Select PDF 

File and click 
“OK”

Process 
Narrative 
Attached

TPK DOC. 
CONTROL 

SIGNS INTO 
PROJECT 

SOLVE 

CEI Functions

Doc Control Functions

LEGEND



 

  

ProjectSolv
Login Acces

 

 

Effective project collaboration is about communication and 
teamwork! ProjectSolve2 streamlines planning and 
decision-making, enhances communication and preserves 
information.  
 
ProjectSolve2 is a flexible web collaboration tool designed 
for the AEC industry. ProjectSolve2 facilitates the sharing 
of information with team members anytime, anywhere.  
 
Request Product Information 
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ProjectSolve²

https://www.projectsolve2.com/eRoomManager/Web/Login/LoginUser.aspx?ReturnURL=%2Feroom[2/1/2011 12:12:43 PM]

Email Address

Password

 Proceed

  Save login info

Contact Support 

Forgot Your Password? 

Logging into ProjectSolve² 

 
 

By logging in you agree to the Terms of Use. 
Copyright © 1997-2009 PBC International, Inc. All rights reserved.

mailto:support@projectsolve.com?subject=ProjectSolve 2 Support
https://www.projectsolve2.com/eRoomManager/Web/Login/ResetPassword.aspx
https://www.projectsolve2.com/eRoomHelp/eRoom-7.htm?login.htm
https://www.projectsolve2.com/eRoomASP/license.asp?ERCurFacility=


ProjectSolve²

https://www.projectsolve2.com/eRoomManager/Web/MyeRooms.aspx[2/1/2011 12:12:06 PM]
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my ProjectSolve

Joshua Carter's Project Sites -- Tools and Support Resources --

Community:  Florida Turnpike Enterprise

https://www.projectsolve2.com/eRoomASP/PageSiteSearch.asp?Ctxt=F
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https://ww4.projectsolve2.com/eRoom/FloridaTurnpikeEnterprise/LaneClosureManagement
https://ww4.projectsolve2.com/eRoom/FloridaTurnpikeEnterprise/PolkParkwayPaceRoadInterchangeE8J79
https://ww4.projectsolve2.com/eRoom/FloridaTurnpikeEnterprise/TPNotify_All
https://ww4.projectsolve2.com/eRoom/FloridaTurnpikeEnterprise/TurnpikeMainline


The tools provided by ProjectSolveThe tools provided by ProjectSolve™™ are configured to emulate the EDMSare configured to emulate the EDMS
standards and functions required by Hummingbird DMstandards and functions required by Hummingbird DM™™; the document; the document
management platform utilized by Floridamanagement platform utilized by Florida’’s Turnpike Enterprise.s Turnpike Enterprise.

Documents are first scanned and then attributed in ProjectSolveDocuments are first scanned and then attributed in ProjectSolve™™. After a. After a
quality control review by Turnpike Enterprise Document Controquality control review by Turnpike Enterprise Document Control, the files l, the files 
are uploaded and archived in Hummingbird DMare uploaded and archived in Hummingbird DM™™..

Your document database in ProjectSolveYour document database in ProjectSolve™™ can be a powerful resource forcan be a powerful resource for
your organization.  Using search tools, you will learn how toyour organization.  Using search tools, you will learn how to locate and sharelocate and share
project information with team members.project information with team members.

Please use this presentation for training and future reference. Please use this presentation for training and future reference. Our goal is Our goal is 
to facilitate a quality process and provide CEI staff with onto facilitate a quality process and provide CEI staff with on--going support.going support.

click mouse for next page
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CREATING  A  DATABASE  ENTRYCREATING  A  DATABASE  ENTRY

Each document must be indexed with required attributes.  ProjectEach document must be indexed with required attributes.  ProjectSolveSolve™ isis
set up with the same attribute field labels as  Hummingbirdset up with the same attribute field labels as  Hummingbird™.  To facilitate.  To facilitate

the upload process and enable efficient document retrieval: it the upload process and enable efficient document retrieval: it is important to is important to 
use the following guidelines for each of the required field labeuse the following guidelines for each of the required field labels.  ls.  

Use Use ““CAPSCAPS”” throughoutthroughout

Entry DateEntry Date:  mm/dd/yyyy:  mm/dd/yyyy

Document NameDocument Name:  Descriptive name of :  Descriptive name of 
the document.  Be specificthe document.  Be specific

Financial IDFinancial ID:  Drop :  Drop -- down menudown menu

Contract NoContract No.:  Set automatically.:  Set automatically

Document Group / TypeDocument Group / Type:  Drop :  Drop –– down down 
menu.  Refer to menu.  Refer to ““CEI Quick Reference CEI Quick Reference 
Scan ListScan List””

Subject/DescriptionSubject/Description:  Description of the :  Description of the 
document.  Be specific: refer to letter No.,document.  Be specific: refer to letter No.,
Use Use ““key wordskey words””, relevant detail. Up to 200 , relevant detail. Up to 200 
characterscharacters

Document DateDocument Date:  mm/dd/yyyy:  mm/dd/yyyy

RetentionRetention:  Set Automatically.  All documents :  Set Automatically.  All documents 
are are 1515 years, except EEO/AA, Payrolls, Training years, except EEO/AA, Payrolls, Training ––
44 yrs.yrs.

Received DateReceived Date:  mm/dd/yyyy:  mm/dd/yyyy

Addressed toAddressed to:  This format only::  This format only:
Company NameCompany Name--Last Name  First InitialLast Name  First Initial

Received FromReceived From:  Same format as :  Same format as ““Addressed toAddressed to””

All other fields are optional and not required by All other fields are optional and not required by 
HummingbirdHummingbird™

1 spacehyphen

click mouse for next page



Steps to Creating a Database EntrySteps to Creating a Database Entry

1. Sign onto ProjectSolve1. Sign onto ProjectSolve™™

2. In the left pane select the map tab2. In the left pane select the map tab

3. Select the 3. Select the ““Doc MgmtDoc Mgmt”” iconicon

4. Click on 4. Click on ““New EntryNew Entry”” in right panein right pane

5. Complete the required fields5. Complete the required fields

6. Click on 6. Click on ““OKOK”” to review field entriesto review field entries

7. If necessary 7. If necessary ““editedit”” before next stepbefore next step

7. Go to 7. Go to ““Doc AttachmentDoc Attachment”” –– ‘‘Add FileAdd File’’

8. Browse, select file, and click 8. Browse, select file, and click ““OKOK””

9. Return to 9. Return to ““Doc MgmtDoc Mgmt”” for next entryfor next entry

Required FieldsRequired Fields

Document NumberDocument Number Set AutomaticallySet Automatically

Entry DateEntry Date

Document NameDocument Name

Financial IDFinancial ID

Contract #Contract #

Document Group/TypeDocument Group/Type

Subject/DescriptionSubject/Description

Document DateDocument Date

Retention:Retention:

Received DateReceived Date

Addressed toAddressed to

Received FromReceived From

click mouse for next page
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SelectSelect
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SelectSelect
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Refer to:Refer to: ““Steps to Creating a Database EntrySteps to Creating a Database Entry””
for Required Fieldsfor Required Fields



click mouse for next page

Required Fields
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