Please Note:

The following instructions are to be used by authorized non-WSDOT stakeholders
for viewing documents related to limited access break or revision request
packages, within the Department’s ECM Portal. Currently, the authorization of
stakeholders is limited to either Federal Highway Administration staff or Sound
Transit staff. Permissions are granted through HQ Access and Hearings.



Step-By-Step Guide for Viewing Documents in the ECM Portal

Step 1. To view documents in the ECM Portal, navigate to the ECM website at the following
address:

https://remoteapps.wsdot.wa.gov/Portal/

You will be prompted to log in using the user name and password provided to you by WSDOT
Access and Hearings.

In the ECM Portal, on the left column, click on the “Search Documents” next to the magnifying
glass, then click on your available search (either FHWA or Sound Transit).

You will then be prompted for information about the project.

WSDOT ECM Portal @ @ @ @

~ Search Documents ,
Access And Hearing FHWA » Search
s Ul Ll Project Name Contains Text
Access And Hearing FHWA State Route =
Mile Post Begin = Decimal
Access And Hearing Sound
Transt Mile Post End = Decimal
ransit
Customer = Text
Start Date = Date
Approved Date = Date
Document Type =
. Keep apen #— Search
[ Auto-load if Single Document Result
Default sort order: None | Result limit set to: 1000

Note: Searching for documents can sometimes be challenging, especially if you use too many
search constraints. By default, most values are set to “ = . This means the search will return only
those values that are exact matches to the search text you enter. It is important to know that there
are other options that become available when selecting the list button.
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Step-By-Step Guide for Viewing Documents in the ECM Portal (Cont.)

WSDOT ECM Portal

~ Search Documents

Access And o~ Search

SHORLINE LG LoDt Project Name  [[SLENIE Text

MNot Contains

Access And Hearing FHWA State Route : v
Mile Post Begin = [v Decimal

Access And Hearing Sound ——

. Mile Post End = | Decimal

Transit =
Customer = | Text
Start Date = [v] Date
Approved Date = El Date
Document Type = EI E
[l Kesgpn » Search
[ Auto-load if Single Document Result
Default sort order: Mone | Result limit set to: 1000

Unless you know the exact project title, it is better to filter using “Contains”. This will perform a
much broader search. You can also select the state route from a drop-down list or filter by mile
post range, customer, or start date.

WSDOT ECM Portal @ @ @

~- Search Documents

Access And Hearing FHWA ~ Search
Sk Bueioi Cont Project Name Contains  [v] Test Text
Access And Hearing FHWA State Route = v| |5
Mile Post Begin = [v] Decimal
Access And Hearing Sound —
: Mile Post End = £ Decimal
Transit —
Customer = | Text
Start Date = |: Date
Approved Date = |; Date
Document Type = |: E
[l Keep open J Cearch

[ Auto-load if Single Document Result

Default sort order: None | Result limit set to: 1000
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Step-By-Step Guide for Viewing Documents in the ECM Portal (Cont.)

Your search should return all documents associated with the project you have selected.

WSDOT ECM Portal @ ® @ = .

@ v Search Indexes v :
) Search D 6 Rows Returned - Limit set to 1000 rows. Sort Order: Nane

T | Assigned Viewer - Image Viewer ] Text Wrap Titles [ Text Wrap Rows Search Completed in 3.34 sec.

Short Duration Count § -
[J view ProjectName ¢ StateRoute ¢ MP_Begin # MP_End ¢ Customer $ Description * StartDate L4 * Type i Date %
Access And Hearing FHWA O | Test Project 5 100.00 101,00 HQ Access Office  This is a test project for ECM. 1/8/2018 12:00:00 AM Access Request Checklist 1/8/2018
Access And Hearing Sound 0 E  TestProject 5 100.00 101.00 HQ Access Office  This is a test project for ECI. 1/8/2018 12:00:00 Al Appraved Traffic Control Plan 1/8/2018
Transit ] ©]  TestProject 5 100.00 101.00 HQ Access Office  This is a test project for ECI. 1/8/2018 12:00:00 AM Camprehensive Trail Plan 1/8/2018
[] E]  TestProject 5 100.00 101.00 HQ Access Office  This is a test project for ECM. 1/8/2018 12:00:00 AM Permit 1/8/2018
O E  TestProject 5 100.00 101.00 HQ Access Office  This is a test project for ECIA. 1/8/2018 12:00:00 Al Right of Way Plan Red and Green 1/8/2018
[] E]  TestProject 5 100.00 101.00 HQ Access Office  This is a test project for ECI. 1/8/2018 12:00:00 AM Approval Memo 1/24/2018

At this point, you could view a copy of the file by clicking on the icon for the file under the View
column (typically shown as an Adobe Acrobat icon). You will be prompted to either open a read-
only copy or save a copy of the file to another location on your computer.

What do you want to do with
32f4f302-0b05-45fe-966e-f85b9f89d8c8.xlsx?

Size: 4.05 MB
From: wsdotecrmga

—> Open

The file won't be saved automatically.
— Save

—> Save as

Cancel
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Step-By-Step Guide for Viewing Documents in the ECM Portal (Cont.)

You can also download a file, by right-clicking on the file’s icon, selecting “Download”, then
either “Download this Document” or “Download Document as PDF”.

WSDOT ECM Portal

@ v Search Indexes v
A Search Documents 10/6 Documents Selected - Limit set to 1000 rows. Sort Order: None
Assigned Viewer - Image Viewer M Text Wrap Titles [ Text Wrap Rows
Short Duration Count ) . ) o
[1 view ProjeciName # StateRoute + MP_Begin ¥+ MP_End % Customer =% Description ¥
Access And Hearing FHWA 1 =R Test Project 5 100.00 101.00 HQ Access Office  This is a test project for ECM. 1/
_ Download } B Download this Document
: [= 101.00 HOQ Access Office  This is a test project for ECM. 1/
Access And Hearing Sound O E Email y| @ load ment in Zip
Transit E 101.00 HQ Access Office  This is a test project for ECM. 1/
U portResutsTo 3| ) Download Document as PDF Q2 prol
| E Print Documents > | ] TOU.00 101.00 HQ Access Office  This is a test project for ECM. 1/
O Il_ff: Properties 5 100.00 101.00 HQ Access Office  This is a test project for ECM. 1/
O |z|_] Test Project 5 100.00 101.00 HQ Access Office  This is a test project for ECM. 1/

You will be prompted at the bottom of the ECM Portal window to save the file. Select a location

where you can easily locate the file again after saving. This creates an unmanaged copy of the
original file.

WSDOT ECM Portal @ ® @ = .

¢ ¥ Search Indexes v %
/7 Search Documents 06 Documnents Selected - Limit set to 1000 rows. Sort Drder: None
Hasigroed Viewer - Image Viewer BA Text Wrap Titles B Text Wrap Rows Search Comgeted in 3.3 sec,
BT T [ view ProjectMame ¢ StaleRoule ¢ MP_Begin ¢ MP_End ¢ Customer Description ® StariDabi ® e Type L] Date
Aceims And Hiaring FHWA &) Tt Froject 5 100.00 WAL00  HO Access Office This is & best project for BN 1/8/2018 12:00:00 A Aooes Fequet Checklist VBII0E
hecess And Hearing Sound O & Test Froject E 100.00 W00 HO Acoess Office  This i a best project for ECH.  1/8/2018 12:00:00 A Agreved Tralfic Control Plan /82018
Transit 0o @ Test Froject 5 100.00 W00 HO Acvess Office This i a best project for ECN. 17872018 12:00:00 A Conprehersive Trail lan 1/B/2018
O & Test Froject E 100.00 W00 HO Acoess Office This i a best project for ECW.  1/8/2018 12:00:00 A Permiit 1/B/2018
0o @ Test Froject 5 100.00 W00 HO Acvess Office This i a best project for ECN. 17872018 12:00:00 A Right of Way Flan Fed and Green 1/B/2018
O & Test Froject E 100.00 W00 HO Acoess Office This i a best project for ECW.  1/8/2018 12:00:00 A Appmerval Mo 112412018

o sevvorted by Team Widear Do you went to open of stve Se3I08cd-2cb3-41B5-8819-Bb5c TaaalI5.xdsx (4105 ME) from remateapps.wsdot.wa.gov? Open Swe  v|| Cencel | m

When you are done viewing documents, you can exit the ECM Portal by closing the web
browser. Your searches will not be saved.
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