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1 User Guide

1.1 Surveyor Overview

As a surveyor for the Maine Historic Preservation Commission (MHPC), users either
survey properties on behalf of the Maine Department of Transportation (DOT), or for
some other entity such as a municipality. The goal of a survey, whether of a single
property or many, is to document the information known and submit it to the MHPC for
review.

This online application is designed to collect the survey details in a standard and
consistent manner, provide a means to produce those details in a consistent printed
form, and provide a workflow for reviewing and accepting surveys as complete.

In general, the application behaves the same for all surveyors. There is an additional
workflow step for DOT-affiliated surveys, in that DOT must review a survey before it
goes to MHPC. The DOT is allowed to enter specific Project ID’s that match the DOT
tracking system, while all other surveys use a Project ID that is generated from the
application. Other than these two distinctions, everything in this document applies to all
users playing the role of Surveyor.

jud by the Maine Historic Preservation Commission.
/ o
&= PR - ; ¥
Lt 5 ¥

Horme » Dashboard My Profile | Help | Logout

Navigation _ My Projects Quick Links

| Project ID Survey Name Survey Status Date Recorded

Cashboard — T
& |12346.00 Test In Progress |02-06-2008 |print pdf iew My Projects
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1.2 Accessing the Application

Open an Internet Explorer browser window and navigate to the following URL.:
http://mainedot-roadspray.maine.gov/me-historic/ for inside State WAN.
https://mainedot-roadspray.maine.gov/me-historic/ for outside State WAN

Login

1.2.1 Login ; | |
When you arrive at the workbench, the login S |
window appears. Enter the username and

password assigned to you, and click login.

1.2.2 Adobe PDF Reader

Survey information is taken from the online form entries and formatted into PDF
documents. It is these PDF documents that the surveyor will print for submission to
MHPC. In order to read and print PDF documents, the user’s machine must have
Adobe Reader installed. Adobe Reader is available online for free from Adobe at
http://www.adobe.com/products/reader/.

1.2.3 Disable Pop-up blocker
The print dialog uses pop-
ups to display the print fi - B - & - [&page v |G v
results, so users should Delete Browsing History... r
disable pop-ups on their

. - ] -
browser. If you are having Pop-up Blocker Tum Off Pop-up Blocker
roblems orintin lease Phishing Fifter r Pop-up Blocker Settings
P P g, p Manage Add-ons »

confirm that pop-ups are |
disabled.

1.3 Basic Navigation

Across the top of the screen are tools available throughout the application for basic
navigation and user control.

On the Left is a hierarchical list, called “breadcrumb” navigation, showing the user’s
location in the survey form workflow. Clicking an item in this list at any time will return
the user to the location clicked.
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update password

My Profile | Help | Logout

On the right is the My Profile area where users can update their user name, password,
and contact information such as e-mail address. The Help provides a link to this
document, and Logout closes the active session and returns the user to the login
screen.

I

First Hame |Thumas |
Last Name |Marcutte |
Role Surveyor

Affiliation MDOT

Login Mame [tmarcotte |

Login Password | |

|Leave empty to keep password un-changed. )

Confirm Password | |

[Leawve empty to keep password un-changed. )

Email |Thumas.|‘u‘|arcutte@maine.gmr |

Phone [Daytime) | |

City | |
State | ME ‘L]

1.4 Project Navigation

The main area of the screen provides a framework for entering and viewing data in a
hierarchy. It is here that the contents of your survey are summarized and grouped, and
content is entered into individual survey forms.
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ashboard | Project ID Survey Name Survey Status Date Recorded 48 o s
@ i12346.DD Test In Progress 02-06-2008 print pdf e 0 e
@ D12777.00 Turner EIn Progress 0z2-07-Z008 print pdf

I The "My Projects” Dashboard I

The “breadcrumb” navigation panel is useful in confirming your location in the hierarchy.
Images below demonstrate the breadcrumb path at each level:

Home = Projects

The “My Projects” Dashboard — a summary list of all projects entered by a single user.
The Dashboard is the starting off point for a new survey, or the place to review a list of
existing projects that are underway. All* surveys that have been entered by the active
surveyor are listed here (*except those that have been archived by the MHPC).

Horme = Projects » Survey Details

An Individual Project/Survey = “Project Details” — a summary list of all forms
entered for a single project/survey. A project/survey can contain multiple
properties, and multiple forms for each property.

Home » Projects » Survey Details » Edit Form

Individual Forms — data entry screens for individual survey
forms - Building/Structure, Barn/Ag, and Farmstead.

o A form’s sub-forms can be continuation forms, as
well as Barn/Ag and Building/Structure forms
within a Farmstead.
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e/
- i
Dot

Home » Projes

012777.00
Suryey Name Turner

Date Recorded 02-07-2008

Surveyor Marcaotte, Tom

Status In Progress

Suryey Forms

- Survey Map Last o Siat i
ype urveyor Status
No. Updated

Marcatte, In prink r

@ FARM_FORM |1 02-07-2003
Torn Progress pdf

Survey Map Last
Type Surveyor Status
No.

Farm

HESS_FORM |2 02-07-2008  |Marcotte, Tom
Complete

Survey Map Last
Type Surveyor Status
No. Updated

Marcotte,

Farm
8 |cont_Form:z 02-07-2008
Tom Complate  |pdf

D |BARN_FORM 3 02-07-2008 Marcotte, Tom|In Progress

new Form |

Subrnit: ko DOT

| The Individual Project/Survey |

NOTE: The “Last Updated” date is listed in the Project Details (form
summary list view), to help users understand when their content was last
updated. This date is system-assigned and should not be confused with
the “Date Recorded” value that is user-defined within a survey Form.
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Home » Proj l5 » Edit Form

Q12777.00

IEarn,l’AgrlcuIturaI

[z

1. Property Name (Historic) Mezinscot Farm

3 StFee_t E911 |2847286 Turnetr Center Road

2. Property Mame [Dther)

Street ATE [Route 117

Street TORO [

ITurner

5. Counky IAndroscogg\n ;I

6, Date Recorded |1 1-02-2005 |(MM-DD-\"\"VV)

7. Surveyor 344 - TomMarcotke

&, Cwner Name [

9, Dwner Address [

I Individual Form I

1.4.1 Summary Lists

The summary lists in the “My Projects” and “Project Details” area provide some
common navigation functions: zoom/drill-down a level, sort, print, and delete.
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Home « Dashboard sortable headlngs My Profile | Help | Logout

Quick Links

Navigation

| Add Mew Project
iew My Projects

| Project ID Survey Name Survey Status Date Recorded |
@ EDZ User Guide Surveyor In Progress 02-07-2008 iErint pdf

User Guide on Captivate In Progress 02-06-2008 |print pdf

Dashboard

zoom to individual
surve

Zoom/Drill-Down a Level

The magnify glass icon B to the left of an entry indicates there is a level below. Click
this from the “My Projects” view to reach the “Project Details” and from “Project Details”
into an individual form.

Sort
Lists of surveys or forms can be sorted by their column headings, by clicking the
underlined heading name.

Print

The print pdf link 2ittedt generates a multipage PDF, which the user can then print or
save as appropriate. The content of the PDF is governed by where in the project
hierarchy it is generated. See more in section 1.5.7 below.

Delete
Items can be removed from the system by clicking the checkbox under the trashcan in
each data row, then clicking delete to confirm.

Home ~ Projects » Survey Details

Ms02
ser Guide Surveyor

02-07-2008

ashboard

check each item and
click "delete"

Surveyor Mo Affilistion, Surveyor

Status In Progress

Survey Map Last
Type No. Ubdated Surveyor

N Affiliatian,

@ BARN_FORM|1 02-25-2008

Surveyor Frograss
Ne Afiliation, In grm:\
B |BaRN_FORM 02-25-2008 |:|
Surveyor Frogress | pdf
new form Delata

1.4.2 Data Entry Forms

The data entry forms share common navigation functions and behavior. Though the
content of each form is unique and the data entry fields will differ from one form to the
next, the behavior of the forms is consistent.
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012777.00
| BarnAgricultural

E I

|Nezinscot Farm |

|284—286 Turner Center Road |

[Route 117 |

| |
| Turner

Change Map Poink

|.ﬁ.ndroscoggin
[11-02-z005 [ (rama-mD-vey

344 - TomMarcotke

Save
The Save function saves all Form content, so that a

user can come back to the application at a later

time. To avoid losing data, users should use this button often, and certainly when
walking away from the computer. In this way, accidental loss of information does not
occur because the internet connection is lost or the session times out.
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Next and Previous

At the top and bottom of each form are buttons to . ECTEE ETTEE
navigate the user to the next page in the form, or the

previous one. If there is no Previous button, then you are at the first page in the form;
likewise if there is no Next button, then you are on the last page.

Picklists and Check-boxes

A picklist of valid values is provided in a white . [carmiAgrictural =l
box with a down arrow. Picklists are provided

for data fields that allow only one value per field.

If multiple values can be used, the options show as check-boxes.

66, Primary Use {Historic)
[T aMIMAL SHED " HOP HOUSE M s1Lo

" BaRM MIXED USE [T ICE HOUSE [T SMOKE HOUSE
[T CHICKEM cooP W MILK HOUSE [~ SPRINGAWELL HOUSE

[T CIDER HOUSE [T OTHER [T STABLEAIVERY

[T CORM CRIB [ PIGGERY [T SUGAR SHACK

[T DaIRY BARM [T POTATO BARM [ WAGON SHED

[ GREENHOUSE [T POULTRY BARM [ WORKER HOUSING
[T HaY BARM

Many fields provide an Other option, where custom values can be entered by the user.
A white data entry box will appear after the user selects Other from the provided list of
options.

E6. Primary Use [Historic)

CJANIMAL SHED JHOP HOUSE dsiLo

[JBARN MIXED USE [JICE HOUSE  [1SMOKE HOUSE
CJCHICKEN COOP  [JMILK HOUSE  [JSPRING/WELL HOUSE
[ICIDERHOUSE  [JOTHER [1STABLE/LIVERY
[JCORN CRIB CJPIGGERY [JSUGAR SHACK
CIDAIRY BARN CIPOTATO BARN [JWAGON SHED

] GREENHOUSE CIPOULTRY BARN [JWORKER HOUSING
CTHAY BARN

N

&6. Primary Use [Histeric)

[JANIMALSHED ~ [IHOP HOUSE  [1SILO
[JBARN MIXED USE [JICEHOUSE  [1SMOKE HOUSE
[JCHICKEN COOP  [IMILK HOUSE [ ISPRING/WELL HOUSE
CICIDER HOUSE ~ MIOTHER [CISTABLE/LIVERY
[JCORN CRIB [IPIGGERY [ISUGAR SHACK
[JDARYBARN  [IPOTATO BARN [IWAGON SHED
[JGREENHOUSE  [IPOULTRY BARN [JWORKER HOUSING
[JHAY BARN

Other[ |
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&7. Primary Stylistic Category

15TH/20TH C. REVIVAL
ARTS & CRAFTS
BUNGALOW
COLOMIAL

69.Plan FEDERAL

GOTHIC REVIVAL NEW ENGLAND

GREEK REVIVAL

HIGH VIC GOTHIC OTHER
T

QUEEN ANNE
'SECOND EMPIRE
SHINGLESTYLE
STICK STYLE
VERNACULAR

£8. Height

70. Primary Structural System

a
7. Primary Stylistic Category
White Boxes for Data Entry —_—
A white box is a field awaiting
user input. |284-286 Turner Center Road
Red Boxes for Correction Comments
Red boxes will show if a form has e = e

been rejected. The red boxes
contain the reviewer's comments and B el | [ !

suggestions about corrections that i ” |
need to be made to the form.

please recalculate acreage; 250 seems low |

48, Inventary Mumbers For |276 |

Data Format Tips

Most data fields allow free-form text . (11022005 | MM-DD-17Y)
entry, but in a few cases a date or

number is required. In these cases, the user is prompted to enter data in a particular
format. For example, while many dates allow an estimation or range such as Estimated
Construction Date, the Date Recorded must be the exact date the survey was made,
and the form prompts with a date format.

System-assigned/Default Values

There are a few cases when a user is not expected to enter content because a value
already exists. Some values are system-generated (Surveyor, Quad Name, UTM
coordinates), and others have been entered by the user, but can no longer be edited
(Project ID). And, in the case of continuation forms, the values are carried forward from
the parent Form, and can only be changed by editing the parent form.

The “Surveyor” field is always
populated with the Surveyor’s name, 0o SHEEES o T
based on the logged-in user’'s name.

The 7.5 USGS quad map name, and the UTM coordinates for the map point are
automatically populated in the form based on the location mapped. These fields are
grayed-out because the user cannot manually enter content in these fields.
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Text entry boxes in a Continuation Form are no longer white because the content is
being carried-forward from the parent Form.

Required Fields

If required fields are missing data or otherwise require editing (such as an improperly
formatted date), then red text will prompt the user with guidance.

[01z777.00 |

Enter a new PIN number or leave blank,

Flease enter a Survey Name

Marcotte, Tam =

The “Map Point” is a required field; a survey Form cannot be completed until a point is
mapped. The point must be assigned a “Survey Map Number” that corresponds to the
Form feature as indicated on any sketches. Projects are not allowed to have duplicate
survey map numbers; in other words, the application will prompt the user when a

number has already been used in that project. See more on mapping points in section
1.4.3 below.
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Field Lengths
Just as with entering text into a handwritten form, there is a limited amount of space

available on the digital forms. If a user tries to enter more information than what will fit
in the space provided, the application prompts “you have reached the character limit for
this field”. In this case, the user should either shorten their entry, or continue entering
content on a Continuation Form. For more information on how to cross-reference your
additional text back to a specific field into which you couldn’t fit your entire content, see
the Workflow Section on Sub-Forms: Continuation Forms.

Project ID [12345.12 |

Enter a new PIN number or leave blank.

Survey Name [cemofield length limitat g |

A

Surveyor

Windows Internet Explorer

'.E You have reached the character limit for this field.
L3 Please create a continuation form to enter the remaining data.

Upload Images
Forms can have a photo, a sketch, or both, depending on the form. The process for
uploading any one of these image types is the same. Itis a three step process:
1) Browse to the image file on your local machine
2) Select if the image to be uploaded is a photo or not (if it is a sketch or framing
Cross section)
3) Upload the image. You'll know the image was uploaded successfully
because a small version of it will appear in the Form.
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upload

|P:'|,David Gardretriweh BasediBarn.jpg

Is the picture a Photo?

& ves O No

r
I / upload |

Is the picture a Photo?

* vigg o

Image Type: Photo

delste image

Step 2 in the upload process is important because it controls how the image is
positioned and sized in the PDF output file. In general, photos are smaller and are in a
landscape orientation, while non-photos are larger and are in a portrait orientation.

Summary Page

The last page of each form provides a summary view of the form’s contents. This is
intended to provide the user an efficient way to quickly review their form for
completeness before submitting it for review.
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Complete Form

012777.00

MIXED LUSE

250 acres

11 structures

26

A. structures for Geese, llama, horses, sheep

y - 1900

ORIGINAL

RURAL{UMNDISTUREED

Turner Center

4902300, 9533

401074402

Image Type: Sketch

E HESS_FORM 02-07-2008 344 Form Complete prink pdf |
a EARMN_FORM  02-07-2005 344 Form Complete  prink pdf | [T
e Form Delete
Complete Form
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1.4.3 Mapping a Point

Each main form type, Barn, Building and Farmstead require that a point be placed on
the map corresponding to that feature’s location. Each data entry form provides a
specific dialog for mapping points that will take the user into an embedded mapping
application. There are three steps to mapping a point:

1) Enter a Survey Map No. — This
number is defined by the user,
and per the MHPC Guidelines
should be unique to a
Project/Survey, and should
correspond to any map
numbers provided on sketch
images to be uploaded to the
survey. The application will
prompt the user to pick another
number if the user tries to enter
a number already used in the
active Project/Survey.

2) Pick a Town Name — The towns
are listed alphabetically, and
are provided as a picklist of
values that match the map.

Project ID 012777.00

Tupe Farmstead -
1=

Survey Map Mo,

1. Property MName {Historich Mezinscot Farm

2. Property Name {Other) |

3. Strest E811 [284-286 Turmer Center Road

Route 117

Strest RTE

Street TOPO! if your bext is bao long, the system will prompk ko revise your entry)

29 (ET———

4. Town

Map Point

3P [z |

The user can either scroll down the list, or start typing the name in the white
box (recommended). It may take some practice, but if characters are typed
quickly in succession, the selected value in the list should more closely match
your desired town, then the up/down arrows on the user’s keyboard, or the
scroll bar on the form can be used to select the exact desired name.
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3) Plot the Map Point — Clicking this button will open a mapping window.

Results

Map Contents

W HI‘STPROP‘HISTiPROPiF;I
& W Federal Functional Class

® [ quad Index

@ L

# ¥ MEGIS.DRGCLIP

® [~ orthornap -
4 | v

Nawigation - »

Overview v » |

3
}

%
essi

a7 A

on times out the user must close their browser

It is important to note that if the map s
and re-logon to the Workbench.

The Mapping Window

The map window provides navigation tools to the top and left of the map and a user can
return to their data entry form using the button on the top right “Back to Form”.

The toolbar at the top left provides tools that enable the user to manipulate the map and
quickly perform tasks such as adding a point and printing.

The navigation windows along the left margin provide information about the map being
viewed. These windows can be expanded and contracted using the arrows in the
header bars. The windows can be resized by placing the mouse on the edge between
two windows and, while holding the left mouse button down, dragging the window to
resize it.
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navigation

O ORHG ©

2 : 2
Results I .‘
& W graphecsLayer

navigation
windows
-
= P Layers

& 7 HISTPROP HIST_PROP_F
i# [P Federal Functional Class

& I Quad Index

LB

If the map ever seems hung, or your cursor seems stuck in a tool, use the “Escape” key
on your keyboard to reset the current function/activity.

Map Navigation Toolbar

The toolbar provides common functions for the map. The user will get more familiar
with the performance of these tools with experience, and the map can always be re-set
by exiting back to the form and starting over at the Plot Map Point.

o100 ¥ 6 © 0 .. B

Zoom-In *+ The user can drag a box around an area of interest, or do single clicks to
zoom in a fixed extent.

Zoom-Out ‘4 The user will likely only want to do single clicks to zoom out, but
dragging a box will increase the scale of the zoom.

Pan ' To move the map view over in one direction, activate the “Pan” tool, and click
and hold the hand icon while dragging in the direction you want the map to move. The
area where the map was will refresh with new content.

Zoom to Full Extent “ This will return the map to the full extent of Maine.

Previous Extent ® This will take the user back to the previous extent of the map.
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Identify ¥ This tool is used to query the map database for additional information that
may be helpful in understanding the map contents. For example, a point clicked with
this tool will initiate a map query, which will then return a list of information about the
map layers.

To remove information from the results list, < |ayers (200834.5727 4n1n79n gaa7)
right click the mouse on each entry and 5 & TownPoly
choose “remove”. # []Turner

Measure & This tool can be used to place points and return an x,y coordinate, lines
and return segment lengths and total length, and polygons to return perimeter and area
in various units of measure. A single left mouse click places the point or places the first
point in the line or polygon. On lines and polygons, additional single clicks add another
stopping point (vertex) along the feature being measured. Double-click ends the
line/measure process.

If the line seems to stick to your mouse, the “escape” key can also be used to end the
measuring process.

[~ & Prr—
X Coordinate: 395612.959 » I:]

: e
¥ Coordinate: 4909161.833 .
Segment: 1.019 Miles ) - N
| Total Length: 2.405| Miles

!| perimeter:  3.116Miles
Area: 334.184| Acres

Magnifier Window 2 This brings up a small window that can be moved over the map
to provide a more detailed view of a small portion of the map. It becomes active once it
is moved into position.

This tool can be used for general navigation around the map; however a survey form
point cannot be placed inside this window. Survey points must be placed in the main
map window.

Print Map to PDF & This will launch a process that generates a PDF of the current
map extent. In order to operate correctly, this tool requires that pop-ups are allowed in
your web browser.
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Add a Map Point |T With this tool active, clicking on the map will place a survey map
point: the map will re-center on the position clicked, and a red X will appear to mark the
point.

If the red X doesn’t accurately mark the desired location, then the user can simply click
again on the map and the new position will replace the old one. Only one point can be
mapped per mapping session. After placing a point at a desired location, click the Back
to Form button at the top right of the screen. The user will be returned to the active
form, and the point just placed will show up on a map in the form, with the survey map
number label on the map.

1, Property MName {Historic) Mezinscok Farmm

2, Property Mame {Other) |

|
|
3. Skreet E911 §|284-286 Turner Center Road |
|
|:

Strest RTE | [Routs 117
Skreet TOPO .|(iF our kext is koo long, the system will prompt ko revise your entry)
4, Tawn |Turner ;l

Map Poink

Change Map Point

Map Contents

The Map Contents window provides a list of map layers available in the view.

If a layer is grayed-out it is not visible at the current scale (zoom out or in to make that
layer visible).

If the check box has a check, that layer should be visible in your map.
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Results

Map Contents

v HISTPROP.HIST_PROP_Fd
¥ Federal Functional Class
[T Quad Index

L4}

. ¥ MEGIS.DRGCLIP
[ arthermap -
4|

Nawvigation

Overview

Results

Map Contents

v HISTPROP.H]ST_PROP_F:I
# W Federal Functional Class

# [ Quad Index

@

@ 2

# [ MEGIS DRGCLIP

# W orthamap -

Navigatio

Overview

1.4.4 Printing

The application provides for surveys, forms, and maps to be printed to PDF files, and
then saved to the user’'s machine or printed.

The print pdf link 2itedt generates a multipage PDF, which the user can then print or
save as appropriate. The content of the PDF is governed by where in the project
hierarchy it is generated. A PDF printed at the level of a form will only have 2 pages,
while one printed at the level of a project/survey with 4 forms will have 8 pages.

The PDF’s are created to mimic the strict printed format required by the MHPC. As
such, pages are intentionally left blank in Continuation Forms, and sketches and photos
are resized to fit within the space provided in the corresponding form. Further
information about the printing requirements can be found in the MHPC Guidelines
document located at: http://www.maine.gov/mhpc/architectural _survey/survey guidelines.html.

It is the user’s responsibility to print the PDF documents double-sided, by changing the
settings of the local printer’s “Properties”.
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4 I8 Adobe Acrobat Professional - [new[1].pdf] = =] B3

@ File Edt Wiew Document Comments Tools Advanced ‘window Help =

H é ?_‘5 [E] C»_;\G ' @' ﬁ E ﬁCreaiePDFv |A[:':_§|Cummerrl&nu1arkupv eﬁ]SendforReviewv Bv Zv ;‘__EL -
i

Once the PDF document or map is created, the Adobe PDF window and the file will
automatically open. The user should then select the File >> Print dialog and print as
usual to a local printer.

2 Adobe Acrobat Professional - [_ags_map0929bb3feae24265aa4a5d440f3081da[1]. pdf] M [=]E3
W |’3 Oper... Ctrl+0 ity (ilzlp =181 x|

% @ | ﬁ Create PDE POF - |AE.:=1—:':‘| Comment & Markup = Eﬁ] Send for Review - - Z - ‘% -

Bl [ o[- v @
Emal_l... .

Lloze Chel+a

[E] SEvE [Etl+S

Save As... Shift+Chel+S5

-

Save az Certified Document...

Eevert

Feduce File Size...

Layer! Signaturesl§ Bookmarks

ﬂ Send for Review... L4
i Form Data '
% Document Properties. .. Chil+D o
i :
- Print Setup... ShitsChilsP 5
ks - i
W
g [E Frint with Comments Summary... Chil+T
E Frinttde Internet Printing... Shift+Chel+3
[=]
< f\_ﬂ History
1 Ph b e Bridge 10191.01 80% Distr.pdf
2% Mrchaeology Request for Phaze | pdf
£ | L 3HMEENY - Commont...\Section 105006, pdf

|

The map will print exactly what is visible on the mapping window screen, and will mimic
the dimensions of the window. The user is encouraged to experiment with resizing the
browser window and printing the maps to PDF to optimize the layout to fit the specific
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need. There are also orientation options provided when printing the PDF that give the
user more control over the layout of the final print.

— Print Range i~ Preview
@« Al

© Curment view
) Curent page
i Pagesfrom:l‘l (e} |1

Subset:IAII pages in range 'l ™| Reverse pages 7‘<

— Page Handling

o
e

Copies: |1 3: ™| Callate 85
Fage Scaling: Feduce to Printer Margins j
Mone
Iv¥ | Aute-Ratate| Fit ta Printer Margine
Reduce to Printer Margins

" Choosze Pap| Tile large pages
Tile all pages

Multiple pages per sheet

™ Print to file
™ Prirt eolor as black

Units: Inches Zoom: 100%

1.5 Workflow

1.5.1 Add a New Project/Survey

Quick Links

A New Project/Survey is added using the Quick Link that is
always available in the right margin.

Each new project requires a Project ID. For surveyors affiliated with DOT, this field is
available for data entry; for non-DOT surveyors, the Project ID is automatically
generated by the application.

If you are a surveyor who completes DOT-affiliated survey projects, you will always be
prompted for a Project ID. This ID is for a DOT-approved Project ID number (as a PIN
or PSN), and should be left blank if a survey is not being completed specifically for
DOT.

Home » Projects » MNew Survey

Navigation

Project ID [o12777.00 |
Enter a new PIM number o laave blank,

Dashboard

Survey Name [Turner

I Marcotte, Tom = l

Surveyor

Enter a Name for the Survey, and click Save.
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Once a Project ID is entered, it cannot be changed. If a user mistypes a Project ID, that
survey should be deleted, and a new one created with the proper Project ID.

If you are a non-DOT surveyor, you will only be prompted for a survey
name, because your Project ID will be automatically assigned by the
system.

Home » Projects » New Survey

Navigation

1.5.2 Add a New Form

A New Form is added from within an existing Project/Survey.

Once you have created a New Survey, the Project Details page will show a Status of “In
Progress” and a button will be available to enter Survey Forms.

Horre » Projects » Survey Details

Navigation

Project ID 012777.00
Survey Name Turner

Date Recarded 02-07-2008

Dashboard

Supveyar Marcatke, Tom

Skatus In Progress

Survey Forms

[ submittopoT |

Clicking the New Form button will take the user to the first page of a blank Form. The
first picklist allows the user to select the type of form to create. The format of
subsequent form pages is governed by choice of form type.

REMEMBER: there is no choice in the New Form for Continuation Forms
because a Continuation Form is created within the form to which it relates.
The continuation form can be added from the last page within a primary
(barn, building, or farm) form.
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Hame » Projects «

Navigation

Dashboard
Project 1D 012777.00

Type Barn/Agricultursl W

“Survey Map Mo, Building."Strur:uré ..........
Farmstead

1. Property Mame (Historic)

2. Property Mame (Other)

3. Street E911

|
|
Strest RTE [
|

Strest TOPO

4, Town | abbat =l

Map Paint

Once a Form Type is selected, the user completes the form following the “how to” in
sections Data Entry Forms (section 1.4.2 above) and Mapping a Point (section 1.4.3
above). Other MHPC-specific requirements are also enumerated in the “Guidelines”
document located at: http://www.maine.gov/mhpc/architectural_survey/survey guidelines.html

1.5.3 Add a Sub-Form

Sub-Forms that are created as children of a Farmstead form, operate in the same way
they do when not a sub-form. There are two significant differences: the location on the
hierarchical “Project Details” view, and the order printed when part of a Project packet.
Sub forms occur under and indented from their parent forms, and occur directly after
their parent forms in the project-level PDF.

In the example below, the Cont_Form is a child of HBSS_Form, which is a child of the
Farm_Form.
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Project I 012777.00
Survey Mame Turnes
Date Recorded 02-07-2008
Surwesyor Marcotte, Tom
Status In Progress
Surwey Forms
T Survey Map Last o ctat ‘ﬁ_ﬁl
ype urveyor dius
No. Updated
Marcokke In prink
Bl |FaRM_FoRM|1 02-07-2008 ' r
Tom Progress  pdf
Survey Map Last
Tupe Surveyor Status
No. Updated
Forrn Firik
@ HESS_FORM (2 02-07-2008 Marcotte, Tom
Caomplete pdf
Survey Map Last
Type Surveyor Status
Mo, Updated
Marzothe, Forrm print
@ COMT_FORM 2 0z2-07-200%
Tarm Camplete pdf
prink
@ BARM_FORM 23 02-07-2008 Marcotte, Tom | In Progress
pdf

Subit ko DOT

Continuation Forms

Continuation forms are designed to convey additional information about a specific form,
either in the form of additional photos, sketches or comments, or as additional text
related to a specific data field on the parent form.

Unlike other sub-forms, Continuation Forms also adopt the survey information from their
parent form. These forms cannot stand alone, and can only be created at the end of an
existing form.

Continuation Forms are also unique in that the contents are only printed on the front-
side, or first page, of a two-page PDF.

Content of the continuation form should be associated with the data field from the
parent form by selecting the field number/name from the pickilist.
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M502

5-OWNER NAVE v

The speling of the family name has changed over time, and o
references to this property may atoo be found under the additional —

spelings of ...

I upload I

|5 the picture a Photo?
®Yes ONo

1.5.4 Status, and the Approval Workflow

When all the content has been entered into a form, the user can |
click the “Complete Form” button.

All forms in a survey must have a ‘Form Complete’ status before the Survey can be
submitted for review. Forms that have been created and saved, but may not yet be

complete have a status ‘In Progress’.

i
Marcotte In prink
FARM_FORM 02-07-2008 !
Tom Progress |pdf

Form print
B HESS_FORM |2 02-07-2008 Marcatte, Tom:
Complete pdf

02-07-2008 Marcotte, Tom:

niet form
Subrrit to DOT

The status of a Survey depends on the status of its Forms. For example, a survey will
remain “In Progress” as long as one form is in progress. A survey will be marked
‘Rejected’ if only one of its Forms is rejected. Similarly, the status of a Form is
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dependent on the status of its component Sub-Forms. A user must complete each sub-
form before being allowed to complete the parent Form.

Prioject 10 012777.00
Survey Mame Turner
Date Recorded 02-07-2003
Surveyor Marcaotte, Tom
Status MDOT Rejected ‘ ‘
SR (RS g Survey Map Last - i 'ﬁl'
ype urveyor atus
No. Updated
Marcokte MDOT orint
B [Farm_Form 1 02-07-2008 ’ ) I
Tom Rejected pdf
Wiew Farm Tupe Survey Map No. Last Updated Surveyor Status
@ HESS_FORM |2 02-07-2008  |Marcotte, Tom (Submitted  |print pdf
Survey Map Last
Type Surveyor Status
MNo. Updated
Marcotte, rink
8 |conT_Formpz 02-07-2008 Submitted
Torm pdf
@ EARM_FORM |3 |02-0?-2003 Marcotte, Tom [Submitted  |print pdf
nievy form Delete
I Submit bo DOT

Status of Forms/sub-forms

Once all forms are complete, and the

survey is ready, it will either be submitted
to DOT or Submitted to MHPC. This
button will differ depending on the user’s
affiliation. It is important to understand
that once a survey is submitted, it
becomes un-editable by the surveyor.
The user is prompted as such.

Are vou sure vou would like to submit Survey
M54z for approval?

MNOTE: once submitted, the project will no longer be
available for editing to surveyor level users

Once submitted, the status of all user survey/projects can be tracked on the My Projects

page.

Project ID Survey Name Survey Status Date Recorded
@ 1z346.00 Test In Progress 02-06-2008 print pdf
@ 01277700 Turmer MDOT Rejected 02-07-2005 print pdf

Status of Project
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1.5.5 Edit a Rejected Survey

If a survey is rejected, there is at least one form within it containing comments on what
needs to be fixed. Upon opening a rejected form the user will find red comment boxes.
It is the user’s responsibility to review the red-highlighted comments and make
appropriate corrections.

NOTE: In the example below, the comment is regarding the acreage

amount provided in the original form. The user may find the Measure tool

in the mapping window useful in helping to validate or create acreages for

large areas.

Home » Projec

Navigation

Diashboard |
Project ID 01277700

45, Primary Use {Present) MIZED LSE =
|250 |acres
please recalculate acreage; 250 seems low |

47, Mumber of Structures) [11 |

Sites, incl, house I |

Projects

46, Farm Acreage

48, Inventaory Mumbers For [z-8 |

Surveyed Buildings [ |

49, Other StruckureSite Mok A, structures for Geese, lama, horses, sheep -

Recorded on & Survey Farm:

Assign each struckure a letter

and label on sketch map. Include

all existing structures and note

any that have been removed,

It is important to remember that in order to re-submit an updated form after it has been
rejected, the user must re-complete all forms within the project/survey (as described in
the Status section above).

1.5.6 Editing an Existing Form

Any form can be reopened and edited in the same way it was created. Remember that
once a survey is submitted for review, it becomes un-editable by the surveyor. The user
is prompted as such.

Change Map Point

The Change Map Point option becomes available for
any form already containing a mapped location.
Clicking this will initiate the same mapping workflow
described above. Once a new location is mapped, a
new red X will display on the map. The existing
point marker and label will remain until the user
goes back to the form, at which point the map
should correctly show the new point and label.
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It is OK, and is actually intended, for a user to use the Change Map Point button to re-
enter the mapping dialog at any time to review the map information for the active
Project/Survey.

NOTE: If the user only changes the Survey Map Number, in the form
directly, without launching the separate mapping dialog, the user must
Save the form twice before the small map label is updated. This is
because the update is a two-step process, one in the database, the
second in the map.

1.5.7 Printing Workflow

Print a Project/Survey

When a user desires to print a single PDF for the entire Project/Survey, the user should
use the print pdf link from the “My Projects” Dashboard. All the forms comprising that
Project will be generated dynamically based on the content from each form, in the
proper order, and containing all the appropriate blank pages.

My Projects
Project ID Survey Name Survey Status Date Recorded ‘

@ 12346.00 Test \In Progress 02-06-2005 \prink pdf
@ -012???.00 Turner :In Progress 02-07-20058 :M

CAUTION: Depending on the number of forms in the Project, this process
could take a very long time.

Once created, the PDF dialog provides the user additional options for adding page
numbers, and printing double-sided (as required in the MHPC Guidelines).

Print an Individual Form

A user should use the print pdf link from the Project Details page when wanting to print
an individual form or sub form. If the Form contains sub forms, it will always be printed

to contain all its component sub forms. If only the sub form is desired, the print pdf link

from that forms row should be used.
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D Project Details
Praoject ID

Survey MNamne

Date Recorded
SuUryeyar

Status

012777.00

Turner
02-07-2005

Marcokte, Tarm

In Progress

Survey For with
subforms Type

51 [Farm_FoRM1

Survey Wap Last
NO. Updated

0z-07-2008

Last

Updated

0z2-07-2008

Surveyor Status ‘ m

Marcokte,

Tarm

Surveyor

Marcatte, Tom

In

Frogress

Status

Form

Complate

prink.
pdf

subform G| LCREED
only L
5] Hess_FoRrm 2
Blank forms or Maps

The application provides the user the opportunity to print forms and maps at any time
during the data entry process. For example, a user may desire to print blank forms or a
map to take to the field before the survey has even taken place. In this case, the user
should create the Project, and create a new form (of whatever type desired). The form
can be saved without additional content and then printed from the Project Details page
as described above. Likewise, the user can enter the mapping window via Plot Map
Point and print a map without actually placing any points.

Print a Map
As mentioned before, the Change Map Point button from within an individual form is

how a user is expected to re-enter the mapping window to print a map. One reason a
user will want to do this is to print a map representing all the mapped points in a
Project/Survey.

Change Map Point will launch the mapping window, zoomed to the extent of the town
or all the project points, whichever is greater. Therefore, it doesn’t matter from which
form in a survey the map is printed, all the points and labels will appear for the entire
project/survey.
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“breadcrumb” navigation .................. 4,6
“SUINVEYOI .. 12
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continuation form............ccceeeevvvivnnnnnnn. 14
data entry

Other...ccooi i 11

picklists and check-boxes............... 11
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“Last Updated” date................cceeee. 7
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Images
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navigation
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SAVE ... 10
510 1 SRR 9
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print
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