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This document provides instruction for creating a customized pavement asset management plan template
for your specific agency by using the “DataMacro_pavementAMP_v####.xIsm” tool and accompanying
folders and files (including “pavementAMP_v####.docm™), distributed to you by the Center for
Technology & Training in collaboration with the Transportation Asset Management Council and the
Michigan Department of Transportation.

Pavement asset data for your agency will need to be entered into the Microsoft Excel macro-enabled
workbook. A portion of this data is custom exports from your Roadsoft database. To compile this data
manually (if your agency does not use Roadsoft), instructions are available by contacting the CTT.

The Excel macro-enabled workbook will then parse the data for the customized Microsoft Word template.
This Instruction Guide will detail how to enter data into the Excel workbook and, subsequently, generate
a customized pavement asset management plan template in Word.

éor more information \

@ Select this symbol to learn more information about the tool.

0/ Select this symbol to discover where related requirements and/or recommendations can be found.

& J




Saving the tools on your computer

The tools for creating a pavement asset management plan can be downloaded as a zipped file from
ctt.mtu.edu/asset-management-resources. After unzipping the tools folder, it is recommended that the
“pavementamp_Vv#### tools” folder be saved in your Documents or My Documents folder or on your
desktop; if it is desired to rename this (sub)folder, use a unique name such as ‘“PavementAMP-YYYY”,
where “YYYY is the current year . Please note: DO NOT RENAME the included folders or files at any
time. Also, if your computer system backs up your files to an online cloud service, you will need to save
the asset management plan tools to a USB drive and work with the files on the USB drive.

The tools within the “pavementamp v#### tools” folder consist of (see figure below):

o the .xIsm file, “DataMacro_pavementAMP_v####.xIsm”, housed in the main folder
e two subfolders

o the “backgroundprocesses” subfolder that contains the generic Word template
“pavementAMP_v####.docm” and a subfolder “blankcsvs” with zero-populated .csv
files required to make the “DataMacro_pavementAMP_v####.xIsm” tool function

o the “csvRoadsoftExports” subfolder that serves as a repository for your Roadsoft data
exported as .csv files.

Do not rename these files or folders. If Roadsoft is not your modelling/forecasting tool, please contact the

CTT for assistance.

It is also recommended that any other content needed for your pavement asset management plan—such as
logos and images—be kept in this folder, as well.

| ¥ ~ | pavementamp_v2021_tools - O X
Home Share View ~ e
cut 1 New item - Open - [ Selectall
X . v 0
— .| Copy path T | Easy access ~ Edit Select none
Pin to Quick Copy Paste Move  Copy Delete Rename New Properties .
—_— |#] Paste shortcut . e - folder . & History + Invert selection
Clipboard Organize New Open Select
&« v « TAMC » 2021 > PavementAMP » tools » pavementamp_v2021_tools » v L £ Search pavementa...
] Name Date modified Type Size
# Quick access
backgroundprocesses 1/22/2021 11:16 AM File folder
# OneDrive csvRoadsoftExports 11/9/2020 7:54 AM File folder
B This PC @ DataMacro_pavementAMP_v2021.xlsm 1/27/2021 8:48 AM Microsoft Excel M... 1,583 KB
~ ZDF (D)
& Network

3 items =




Exporting data from Roadsoft
NOTE: A quick guide to these exports can be found on pages 24 to 25.

These instructions for the current version of Roadsoft (2023.3 or newer) detail the process of exporting
the eight required Roadsoft .csv files for the Excel pavement asset management plan workbook. All eight
files are required to run the workbook steps. All export files must be saved in the “csvRoadsoftExports”
folder, and the file names must have the same names as provided in the instructions.

NOTE: All eight files should be exported even if there is no corresponding data since the workbook
requires all eight .csv files to run.

Preparing to export files

1. Create/locate the new folder you created on your hard drive for storing your pavement asset
management plan files.

2. Launch the Roadsoft desktop application.
3. Select the TAMC menu (see figure below).

4. Select Asset Management Reporting... from the TAMC menu (see figure below).

1 Roadsoft: v2023.4.1 .

TAMC | MIRE  Asset Management Pavement Management Safety Analysis Reporting LDC  Tod
1 - (County/City Does This) Export Network for LDC...
2 - (County/City Does This) Import TAMC Data from LDC...

=) 3 - (County/City Does This) Export TAMC Data to Region... 1

4 - (Region Does This) Import TAMC Data from County/City...
5 - (Region Does This) Export TAMC File to Coundil (Individual County Files)...

Export Road Completed Treatments by Location (Completed Fiscal Year)
Export Road Planned/Scheduled Treatments by Location (Next 3 Fiscal Years)
Export Bridge Completed and Planned Treatments by Location (Completed and Next 3 Fiscal Years)

Asset Management Plan Reporting..

Crash

[ Intersection Run the TAMC Asset Management Template reports |




= A window will open called Road Reports (see figure below).

L — v v L — = B TTETET
] & Road Reports (m} #
g Report Mame: S % Export |
I | Latest PASER Rating Mileage Surmmary ~ Include Cover Sheet | No
Group By City/Twp
Summary Report of road mileage broken down by Latest PASER Rating Mileage Type Centerline

Filter Builder:
[ open EgSave @ Delete | 2 Clear |

| All Field Groups ~|

(@ Find field...

5
x/’ Operator:  Value:

Field Group e bt ‘ Add
Group:

AADT Source Traffic
AADT Year Traffic
Access Control Physical/Design
Activity Type Routine Maintenance
ADT Traffic
ADT Date Traffic v

Group Field Operator Walue(s)

| | —

| -

Criteria

5141 5 ts/1401.826 ine Miles [unfiltered]

NOTE: All eight exports are created in the Road Reports window using the following steps. If the
window closes at any time during the following steps, repeat the preceding steps 3 and 4 to
reopen the Road Reports window.




1. Export AM Plan Base (Agency Type) — SurfTwp.csv

1. Change the report name in the Road Reports window from the default to Surface Type Mileage
by Jurisdiction (see figure below).

| s Road Hepurtsi? >
Report Mame:

Surface Type Mileage By lurisdiction o

| ..

Surface Type Mileage By Junisdiction

2. Change the Mileage Type to either Centerline or Lane from the dropdown list in the Report
Options section of the Road Reports window (see figure below).

= Report Options

Include Cover Sheet | Yes

Mileage Type Centerline ~

Lane

N\

NOTE: The mileage type (i.e., centerline or lane) will only need to be selected once; this choice
will remain the same for the remaining exports.

3. Load the AM Plan Base saved filter.
a. Select Open in the Filter Builder section of the Road Reports window (see figure below).
= The Load Saved Filter window will open.

b. Select AM Plan Template from the Group: dropdown list of the Load Saved Filter
window (see figure below).

c. Select AM Plan Base (City) or AM Plan Base (County) from the listed filters based on
your agency type (see figure below).

d. Select OK (see figure below).

= The saved filter will load into the Road Reports window.



ol
' Load Saved Filter O X
Group: =
AM Plan Template VI
[Z5 Open e @0 - )
"\Q. Search for Filter Name.. x
| All Field Groups 1
f’Q, Find field... Shared QOwner
——— ] Plan Base Admin |8
T s pyemenn | 7
I— i Select one based on i ) I;
o Bs . hh ) s :[
| AM Plan Base (County) | E |Admin
E

Group Field

Base filter for the Asset Management Plan Template for cities

‘ @ ok H@(:anoel

4. Ifincorrect, select Jurisdiction Type or Legal System to highlight the field and to access/change

the operator and/or value(s) (see figure below).
7\

Group Field , ! Operator Value(s)

= Township

= The available operators and values will appear in the Road Reports window (see figure below).




% Road Reports

Report Name:
|Surface Type Mileage By Jurisdiction ~

Include Cover Sheet | Yes
Mileage Type Centerline

Summary Report of road mileage broken down by Surface
Typeflurisdiction

Filter Builder:
5 Open [gjsave & Delete | (2 Clear ‘
Al Field Groups

g
| 2 Jurisdiction Type *) Opelator Value:

Value(s)

Field

Jurisdiction Type

Group Operator

Criteria

Jurisdiction Type
Legal System

City
4-City Major or 5-City Minor

Saved Filter: AM Plan Base (City)

180 segments found (12.374 centerline miles)

Select Export in the Road Reports window (see figure above).
The Export Report Data to File window will open (see figure below).

Select Export in the Export Report Data to File window (see figure below).

[ Export Report Data to File - [m}
Columns to Include:

x

Code Description Undefined Earth Brick Gravel SealCoat Asphalt Concrete
City 1 0030 0022 [0000 |0.022 0.000 4.546 0.000 4 Code
Gity 2 0.000 0066 0000 0023  |0322 7.343 0.000 &4 Description
: - : & Undefined
[ Earth
[ Brick
[ Gravel
[ SealCoat
[ Asphalt
[ Concrete

2 rows to export Comma-Delimited

The Save file to CSV File: window will open with the File name field populated as
“SurfTwp.csv” (see figure below).

NOTE: If no data is generated, the file must still be exported and saved.

Navigate in the Save file to CSV File: window to the “pavementamp v#### tools folder’s
“csvRoadsoftExports” subfolder (see figure below).




Big Save file to CSV File: e

T > This PC » Desktop » pavementamp_v2020_tools *> csvRoadsoftExports v @ Search Excel Data Macros y

Organize « MNew folder == = 9

@Th\spc fud MName Date modified Type Size

. 30 Objects
[ Desktop
[Z Documents

“ Downloads

No itermns match your search,

== Public (P:)
== Roadsoft (R:)

& Metwnrk it
File name: | SurfTwp ~
Save as type: | C5V File i
» Hide Folders Cancel

8. Select Save.

= A window will appear confirming the file export location.
9. Select OK.

10. Close the Export Report Data to File window.

2. Export AM Plan Base (Agency Type) — Act51Twp.csv

1. Change the report name in the Road Reports window to Legal System Mileage by Jurisdiction
(see figure below).

iz Road Reports

Report Mame: /\

Legal System Mileage By Jurisdiction V / ~

|_<

Jurisdiction

2. Change the mileage type to Centerline or Lane (refer to 1. Export AM Plan Base...SurfTwp.csv
step 2 for figure).

3. Load the AM Plan Base saved filter.

a. Select Open in the Filter Builder section of the Road Reports window (refer to 1. Export
AM Plan Base...SurfTwp.csv step 3 for figure).




= The Load Saved Filter window will open.

b. Select AM Plan Template from the Group: dropdown list of the Load Saved Filter
window (refer to /. Export AM Plan Base...SurfTwp.csv step 3 for figure).

c. Select AM Plan Base (City) or AM Plan Base (County) from the listed filters based on
your agency type (refer to 1. Export AM Plan Base...SurfTwp.csv step 3 for figure).

d. Select OK (refer to 1. Export AM Plan Base...SurfTwp.csv step 3 for figure).

= The saved filter will load into the Road Reports window.

If incorrect, select Jurisdiction Type or Legal System to highlight the field and to access/change
the operator and/or value(s) (refer to 1. Export AM Plan Base...SurfTwp.csv step 4 for figure).

The available operators and values will appear in the Road Reports window (refer to 1. Export
AM Plan Base...SurfTwp.csv step 4 for figure).

Select Export in the Road Reports window.

The Export Report Data to File window will open (refer to 1. Export AM Plan
Base...SurfTwp.csv step 6 for figure).

Select Export in the Export Report Data to File window (refer to 1. Export AM Plan
Base...SurfTwp.csv step 6 for figure).

The Save file to CSV File: window will open with the File name field populated as
“Act51Twp.csv” (see figure below).

NOTE: If no data is generated, the file must still be exported and saved.

Navigate in the Save file to CSV File: window to the “pavementamp v#### tools folder’s
“csvRoadsoftExports” subfolder (see figure below).




8. Select Save (see figure below).

[ Savefile to CSV File:

T » ThisPC » Desktop » pavementamp_v2020_tools > csvRoadsoftExports v O Search Excel Data Macros §e]

- @

Organize = New folder

m This PC o MName Date modified Type Size

- 3D Objects
[ Desktop
@ Documents

4 Downloads

8] SurfTwp 10/11/2019 2:39 PM Microsoft Excel C... 1KB

== Public (P:]
== Roadsoft (R:)

=& Netwnrl i

File name: |A(:151TWD
Save as type: | CSV File

~ Hide Folders Cancel

= A window will appear confirming the file export location.

9. Select OK.

10. Close the Export Report Data to File window.

3. Export Plan Base (Agency Type) + On NHS — Act51TwpNHS.csv

1. Change the report name in the Road Reports window to Legal System Mileage By Jurisdiction
(see figure below).

iz Road Reports

Report Mame: AN

Legal System Mileage E»yJurisdiction‘\/ ) e

<

Legal System Mileage By Jurisdiction

2. Change the Mileage Type to either Centerline or Lane from the dropdown list in the Report
Options section of the Road Reports window (refer to 1. Export AM Plan Base...SurfTwp.csv step

2 for figure).
3. Load the AM Plan Base saved filter.

a. Select Open in the Filter Builder section of the Road Reports window (see figure below).

= The Load Saved Filter window will open.




b. Select AM Plan Template from the Group: dropdown list of the Load Saved Filter

window (see figure below).

c. Select AM Plan Base (City) + On NHS or AM Plan Base (County) + On NHS from

the listed filters based on your agency type (see figure below).

d. Select OK.

= The saved filter will load into the Road Reports window.

V' Load Saved Filter a X
roup: 1
| Filter Builder: AM Plan Template = |
5 Open |@ =1
iNI Field Groups 3
~rrrrrr | Bl Shared Owner
Field AM Plan Base (City) + On NHS A\ B | Admin [|

Select one based on
Agency Type.

AM Plan Base (County) + On NHS

Base filter (on NHS) for the Asset Management Plan Template for counties

If incorrect, select On National Hwy System (NHS) to highlight the field and to access/change

the operator and/or value(s) (see figure below).

Group Field /\Operator Value(s)

On National H

The available operators and values will appear in the Road Reports window.

Select Export in the Road Reports window.
The Export Report Data to File window will open.

Select Export in the Export Report Data to File window.

The Save file to CSV File: window will open with the File name field populated as
“Act51Twp.csv”, change the file name to “Act5S1TwpNHS.csv” (see figure below).



NOTE: If no data is generated, the file must still be exported and saved.

7. Navigate in the Save file to CSV File: window to the “pavementamp v#### tools folder’s
“csvRoadsoftExports” subfolder (see figure below).

8. Select Save (see figure below).

[ Export Report Data to File
g Save file to CSV File: *
1 » ThisPC » Desktop » pavementamp_v2020_tools *> csvRoadsoftExports v O Search Excel Data Macros =l
Organize « New folder SR,
[0 This PC [ Mame - Date modified Type Size
3D Objects !:! | Act5TTwp 10/11/2 Microsoft Excel C... 1KB
[ Desktop | SurfTwp 10/11/2 Microsoft Excel C.., 1KB
,‘E] Documents
== Public (P:)
== Roadsoft (R:)
= Metunrl i
File name: |ACt51TWpNHS .
Save as type: | CSV File 5
A Hide Folders Cancel

= A window will appear confirming the file export location.
9. Select OK.

10. Close the Export Report Data to File window.

4. Export AM Plan Base (Agency Type) + Paved, Group by Legal System —
LatestSurfSum.csv

1. Change the report name in the Road Reports window from the default to Latest PASER Rating
Mileage Summary (see figure below).

za Road Reports

Report Name:
Latest PASER Rating Mileage Summary \ / ~

2. Change the Mileage Type: to either Centerline or Lane from the dropdown list in the Report
Options section of the Road Reports window (refer to 1. Export AM Plan Base...SurfTwp.csv step
2 for figure).




3. Change the Group By to Legal System from the dropdown list in the Report Options section of
the Road Reports window (see figure below).

Include Cower Sheet | Yes
Legal System |:_

4. Load the AM Plan Base saved filter.

a. Select Open in the Filter Builder section of the Road Reports window (see figure
below).

= The Load Saved Filter window will open.

b. Select AM Plan Template from the Group: dropdown list of the Load Saved Filter
window (see figure below).

c. Select AM Plan Base (City) + Paved or AM Plan Base (County) + Paved from the
listed filters based on your agency type (see figure below).

d. Select OK (see figure below).
= The saved filter will load into the Road Reports window.

57 Load Saved Filter O X
Group: W
Fifex Bides AM Plan Template VI

[ Open |E &d
: (Q Search for Filter Name... X
| All Field Groups 2

'\-1 Find field...

Name Shared Owner

AM Plan Base (City) + Paved Admin
t Select one based on [
! Agency Type.

AM Plan Base (County) + Paved | |Adm'|n

Group Field o]

Base filter (paved only) for the Asset Management Plan Template for cities

‘@OK H@@nce\ ‘




=

If incorrect, select Jurisdiction Type to highlight the field and to access/change the operator
and/or value(s) (see figure below).

Group Field Operator Value(s)

‘ Jurisdiction Type | =

\~

The available operators and values will appear in the Road Reports window.
Select Export in the Road Reports window.

The Export Report Data to File window will open.

Select Export in the Export Report Data to File window.

The Save file to CSV File: window will open with the File name field populated as
“LatestSurfSum.csv” (see figure below).

NOTE: If no data is generated, the file must still be exported and saved.

Navigate in the Save file to CSV File: window to the “pavementamp v#### tools folder’s
“csvRoadsoftExports” subfolder (see figure below).

Select Save (see figure below).

[ Save file to CSV File: b4
T » ThisPC » Desktop » pavementamp_v2020_tools * csvRoadsoftExports (VR JY Search Excel Data Macros el
Organize » New folder H== o
~
v [ Thic PC L} Name Date modified Type Size
"} 3D Objects B2 ActS1Twp 10/ Microsoft Excel C... 1KB
[ Desktop Bz Act51TwpNHS 10/ Microsoft Excel C... TKB
B ocumenis B SurfTwp 10/ Micrasoft Excel C... 1KB
== Public (P:)
= Roadsoft (R)
o Metwnrl 5
File name: |LatestSurfSum w
Save as type: | CSV File ~
~ Hide Folders Cancel

A window will appear confirming the file export location.

10. Select OK.

11. Close the Export Report Data to File window.




5. Export AM Plan Base (Agency Type) + Paved, Group by City/Twp —
LatestSurfSumTwp.csv

1. Change the report name in the Road Reports window to Latest PASER Rating Mileage
Summary (see figure below).

4 Road Reports

Report Name: /\

Latest PASER Rating Mileage Summar],-'v/ / e

2. Change the Mileage Type to either Centerline or Lane from the dropdown list in the Report
Options section of the Road Reports window (refer to 1. Export AM Plan Base...SurfTwp.csv step
2 for figure).

3. Change the Group By to City/Twp from the dropdown list in the Report Options section of the
Road Reports window (see figure below).

= Report Options

Include Cowver Sheet | Yes

City/Twp v

Mileage Type 0

4. Load the AM Plan Base saved filter.

a. Select Open in the Filter Builder section of the Road Reports window (refer to 4. Export
AM Plan Base...LatestSurfSum.csv step 4 for figure).

= The Load Saved Filter window will open.

b. Select AM Plan Template from the Group: dropdown list of the Load Saved Filter
window (refer to 4. Export AM Plan Base...LatestSurfSum.csv step 4 for figure).

c. Select AM Plan Base (City) + Paved or AM Plan Base (County) + Paved from the
listed filters based on your agency type (refer to 4. Export AM Plan
Base...LatestSurfSum.csv step 4 for figure).

d. Select OK (refer to 4. Export AM Plan Base...LatestSurfSum.csv step 4 for figure).



= The saved filter will load into the Road Reports window.

5. Ifincorrect, select Jurisdiction Type to highlight the field and to access/change the operator
and/or value(s) (see figure below).

Group Field Operator Value(s)

= The available operators and values will appear in the Road Reports window.
6. Select Export in the Road Reports window.

= The Export Report Data to File window will open.

7. Select Export in the Export Report Data to File window.

= The Save file to CSV File: window will open with the File name field populated as
“LatestSurfSum.csv”, change the file name to “LatestSurfSumTwp.csv” (see figure below).

NOTE: If no data is generated, the file must still be exported and saved.

8. Navigate in the Save file to CSV File: window to the “pavementamp v#### tools folder’s
“csvRoadsoftExports” subfolder (see figure below).

9. Select Save (see figure below).

[ Export Report Data to File
g Save file to CSV File: b4
+ » ThisPC » Desktop * pavementamp_v2020 tools * csvRoadsoftExports v O Search Excel Data Macros ¥
Organize « Mew folder JEEEIR 2 0
B Desktop o iR Mame ks Date modified Type Size
4 Downloads ] Act51Twp Microsoft Excel C... 1KB
.:j Documents Bz Act31 TwpNHS Microsoft Excel C... 1KB
&=/ Pictures + E LatestSurfSum Microsoft Excel C... TKB
= Public (P2) B SurfTwp Microsoft Excel C... 1KB
== Roadsoft (R:)
e Netwinrle =
File name: |LatestSurfSumTwp e
Save as type: | C5V File -
~ Hide Folders Cancel

= A window will appear confirming the file export location.
10. Select OK.

11. Close the Export Report Data to File window.




6. Export AM Plan Base (Agency Type) + Paved, Group by Legal System & on
NHS — LatestSurfSumNHS.csv

1. Change the report name in the Road Reports window to Latest PASER Rating Mileage
Summary (see figure below).

4 Road Reports

Report Name: /\

Latest PASER Rating Mileage Sur‘nmar}fv/ / w

Latest PASER Rating Mileage Summary

2. Change the Mileage Type to either Centerline or Lane from the dropdown list in the Report
Options section of the Road Reports window (refer to 1. Export AM Plan Base...SurfTwp.csv step
2 for figure).

3. Change the Group By to Legal System from the dropdown list in the Report Options section of
the Road Reports window (refer to 4. Export AM Plan Base...LatestSurfSum.csv step 3 for

figure).
4. Load the AM Plan Base saved filter.
a. Select Open in the Filter Builder section of the Road Reports window (see figure below).
= The Load Saved Filter window will open.

b. Select AM Plan Template from the Group: dropdown list of the Load Saved Filter
window (see figure below).

c. Select AM Plan Base (City) + On NHS or AM Plan Base (County) + On NHS from
the listed filters based on your agency type (see figure below).

d. Select OK (see figure below).

= The saved filter will load into the Road Reports window.




N Load Saved Filter [m} >
roup: ]
AM Plan Template VI

&5 Open I__ﬁls.ave'ali :

(@ Search for Filter Name... X
| All Field Groups : -
( ﬁ Name Shared OCwner
Eield AM Plan Base (City) + On NHS A | | Admin |

Select one based on
Agency Type.

AM Plan Base (County) + On NHS -] Admin

Base filter (on NHS) for the Asset Management Plan Template for counties

‘@ox H@Canoel ‘

If incorrect, select On National Hwy System to highlight the field and to access/change the
operator and/or value(s) (see figure below).

Group Field Nperator Value(s)

On Mational Hwy System (NH5) =

The available operators and values will appear in the Road Reports window.
Select Export in the Road Reports window.

The Export Report Data to File window will open.

Select Export in the Export Report Data to File window.

The Save file to CSV File: window will open with the File name field populated as
“LatestSurfSum.csv”, change the file name to “LatestSurfSumNHS.csv” (see figure below).

NOTE: If no data is generated, the file must still be exported and saved.

Navigate in the Save file to CSV File: window to the “pavementamp v#### tools folder’s
“csvRoadsoftExports” subfolder (see figure below).

Select Save (see figure below).



lig Export Report Data to File

i Save file to CSV File: b4
+ » ThisPC » Desktop » pavementamp_v2020_tools > csvRoadsoftExports v | Q| | Search Excel Data Macros r
Organize + MNew folder = o
[ Desktop o Name Date modified Type Size
4 Downloads A Act51Twp Microsoft Excel C... 1KB
%] Documents =) Act51TwpNHS Microsoft Excel C... 1 KB
[&] Pictures + ﬁ LatestSurfSum Microsoft Excel C... 1KB
== Public (P:) B:] LatestSurfSumTwp Microsoft Excel C... 1KB
= Roadsoft (R) B:] SurfTwp Microsoft Excel C... 1 KB
ol Netwnede ¥
File name: | LatestSurfSumNHS %
Save as type: | CSV File >
A Hide Folders Cancel

= A window will appear confirming the file export location.
10. Select OK.

11. Close the Export Report Data to File window.

7. Export AM Plan Base (Agency Type) + Paved — RtgSumRange.csv

1. Change the report name in the Road Reports window to Surface Rating Mileage Summary for
a Range of Years (see figure below).

<z Road Reports

Report Mame:

Surface Rating Mileage Summary For A Range of Years ~

Surface Rating Mileage Summary For & Range of Years

2. Change the Mileage Type to either Centerline or Lane from the dropdown list in the Report
Options section of the Road Reports window (refer to 1. Export AM Plan Base...SurfTwp.csv step
2 for figure).

3. Change the Group By to Legal System from the dropdown list in the Report Options section of
the Road Reports window (refer to 4. Export AM Plan Base...LatestSurfSum.csv step 3 for

figure).

4. Load the AM Plan Base saved filter.




a. Select Open in the Filter Builder section of the Road Reports window (refer to 4. Export
AM Plan Base...LatestSurfSum.csv step 4 for figure).

= The Load Saved Filter window will open.

b. Select AM Plan Template from the Group: dropdown list of the Load Saved Filter
window (refer to 4. Export AM Plan Base...LatestSurfSum.csv step 4 for figure).

c. Select AM Plan Base (City) + Paved or AM Plan Base (County) + Paved from the
listed filters based on your agency type (refer to 4. Export AM Plan
Base...LatestSurfSum.csv step 4 for figure).

d. Select OK (refer to 4. Export AM Plan Base...LatestSurfSum.csv step 4 for figure).
= The saved filter will load into the Road Reports window.

5. Ifincorrect, select Jurisdiction Type to highlight the field and to access/change the operator
and/or value(s) (see figure below).

Group Field Operator Value(s)

= The available operators and values will appear in the Road Reports window.
6. Select Export in the Road Reports window.

= The Export Report Data to File window will open.

7. Select Export in the Export Report Data to File window.

= The Save file to CSV File: window will open with the File name field populated as
“RtgSumRange.csv” (see figure below).

NOTE: If no data is generated, the file must still be exported and saved.

8. Navigate in the Save file to CSV File: window to the “pavementamp v#### tools folder’s
“csvRoadsoftExports” subfolder (see figure below).

9. Select Save (see figure below).




[ Export Report Data to File

& Save file to CSV File:

T » ThisPC » Desktop » pavementamp_v2020_tools > csvRoadsoftExports
Organize ~ New folder
[ This PC ol MName Date modified
) 3D Objects B:] Act51Twp 1
BB Deskiop B Act5TTwpNHS 1
Ij: Bcumenis I:I_- LatestSurfSum 10/
£ LatestSurfSumNHS 1
4 Downloads
. £ LatestSurfSumTwp 1
== Public (P:) —
=] SurfTwp 1

== Roadsoft (]

=% Rlenwnrk e

Type

Microsoft Bxcel C...
Microsoft Bxcel C...
Microsoft Excel C...
Microsoft Bxcel C...
Microsoft Excel C..

Microsoft Bxcel C...

Search Excel Data Macros »

)

1KB
1 KB
1KB
1 KB
1 KB
1KE

File name: | RtgSumRange

Save as type: | CSV File

+ Hide Folders

Save Cancel

= A window will appear confirming the file export location.
10. Select OK.

11. Close the Export Report Data to File window.

8. Export AM Plan Base (Agency Type) + Unpaved - LatestiBRSum.csv

NOTE: If the agency does not have IBR ratings for unpaved roads but does have PASER ratings for
unpaved roads, choose the Report Name of Latest PASER Mileage Summary and the AM Plan
Base saved filter of the AM Plan Base (Agency Type) + Unpaved. Use the Group by selection of

City/Twp and save as the file name “LatestIBRSum.csv”.

NOTE: Still complete the IBR export if your agency does not have unpaved roads or does not have

unpaved road ratings.

1. Change the report name in the Road Reports window to Latest Inventory Based Rating (IBR)

Mileage Summary (see figure below).

iz Road Reports

Report Mame:

Latest Inventory Based Rating (IBR} Mileage Summary

Latest Inventory Based Rating (IBR) Mileage Summa




2. Change the Mileage Type to either Centerline or Lane from the dropdown list in the Report
Options section of the Road Reports window (refer to 1. Export AM Plan Base...SurfTwp.csv step
2 for figure).

3. Change the Group By to City/Twp from the dropdown list in the Report Options section of the
Road Reports window (refer to 5. Export AM Plan Base...LatestSurfSumTwp.csv step 3 for
figure).

4. Load the AM Plan Base saved filter.
a. Select Open in the Filter Builder section of the Road Reports window (see figure below).
= The Load Saved Filter window will open.

b. Select AM Plan Template from the Group: dropdown list of the Load Saved Filter
window (see figure below).

c. Select AM Plan Base (City) + Unpaved or AM Plan Base (County) + Unpaved from
the listed filters based on your agency type (see figure below).

d. Select OK (see figure below).

= The saved filter will load into the Road Reports window.

S Load Saved Filter O X
Group: o
AM Plan Template VI

Name Shared Owner

| Admin |

AM Plan Base (City) + Unpaved

i

AM Plan Base (County) + UnpavM

Select one based on
Agency Type.

| Admin

Group Field o}

Base filter (unpaved only) for the Asset Management Plan Template for cities

@ ok @ Cancel




5. Ifincorrect, select Jurisdiction Type to highlight the field and to access/change the operator
and/or value(s) (see figure below).

Group Field Operator Value(s)

= The available operators and values will appear in the Road Reports window.
6. Select Export in the Road Reports window.

= The Export Report Data to File window will open.

7. Select Export in the Export Report Data to File window.

= The Save file to CSV File: window will open with the File name field populated as
“LatestIBRSum.csv” (see figure below).

NOTE: If no data is generated, the file must still be exported and saved.

8. Navigate in the Save file to CSV File: window to the “pavementamp v#### tools folder’s
“csvRoadsoftExports” subfolder (see figure below).

9. Select Save (see figure below).

& Save file to CSV File
T > ThisPC » Desktop » pavementamp v2020 tools > csvRoadsoftExports R J) Search Excel Data Macros o
Organize v Mew folder o 7]
ps
B This PC ! MName Date modified Type Size
"} 3D Objects B Act51Twp Microsaft Excel C... 1KB
[ Desktop 0= Act51TwpMHS Microsoft Bxcel C.., 1 KB
El FTE— E LatestSurfSum Microsoft Bxcel C... 1 KB
B LatestSurfSumMHS 19 4:42 PM Microsoft Excel C... 1 KB
; Downloads - . "
-] LatestSurfSumTwp 19.4:32 PM Microsoft Excel C... 1KB
B Publicip) %) RtgSumRange 19455 PM Micisoft Exeel i 1KB
= Roadsoft (R:) B SurfTwp 10/11/2019 2:39 PM Microseft Excel C... 1KB
= Metwnrl 5
File name: | LastestiBRSum =
Save as type: | CSV File o
A Hide Folders Save Cancel

= A window will appear confirming the file export location.
10. Select OK.

11. Close the Export Report Data to File window.




Quick Guide for the Pavement AMP Roads Exports

Export: SurfTwp

.CSV

Pavement AMP Roadsoft Exports Quick Guide

Act51Twp
.CSV

AMP Plan Base
(Agency Type)

In Road Reports window, change...

Report Surface

Name Type

to... Mileage by
Jurisdiction

Legal
System
Mileage by
Jurisdiction

In Report Options section, change...

Mileage = Centerline

Type OR

to... Lane
NOTE: This
choice will
remain the same
for the
remaining
exports

Group

By to...

Centerline
OR
Lane

Load the AMP Plan Base saved filter:
In Filter Builder section, select Open.
The Load Saved Filter window will open.

Act51Twp
NHS.csv

On NHS

Legal
System
Mileage by
Jurisdiction

Centerline
OR
Lane

LatestSurf

Sum.csv

Paved,
Group by
Legal
System

Latest
PASER
Rating
Mileage
Summary

Centerline
OR
Lane

Legal
System

Select AMP Plan Template in the Load Saved Filter window.

Select...
filter...

AMP Plan
(select Base (City)
based on OR
your AMP Plan
agency Base
type)

(County)

Select OK.

AM Plan
Base (City)
OR

AM Plan
Base
(County)

AM Plan
Base (City)
+ On NHS
OR

AM Plan
Base
(County) +
On NHS

AM Plan
Base (City)
+ Paved
OR

AM Plan
Base
(County) +
Paved

Latest Surf
SumTwp.csv

AMP Plan Base (Agency Type) +

Paved,
Group by
City/Twp

Latest
PASER
Rating
Mileage
Summary

Centerline
OR
Lane

City/Twp

AM Plan
Base (City)
+ Paved
OR

AM Plan
Base
(County) +
Paved

LatestSurf
SumNHS.csv

Paved,
Group by
Legal
System &
on NHS

Latest
PASER
Rating
Mileage
Summary

Centerline
OR
Lane

Legal
System

AM Plan
Base (City)
+ On NHS
OR

AM Plan
Base
(County) +
On NHS

RtgSum
Range.csv

Paved

Surface
Rating
Mileage
Summary for
a Range of
Years

Centerline
OR
Lane

Legal
System

AM Plan
Base (City)
+ Paved
OR

AM Plan
Base
(County) +
Paved

LatestIBR
Sum.csv

Unpaved

Note: Still
complete this
export even if
your agency
does not have
unpaved
roads/road
ratings

Latest
Inventory
Based
Rating (IBR)
Mileage
Summary
NOTE: If
instead PASER
is collected for
unpaved roads,
then report
name is: Latest
PASER
Mileage
Summary

Centerline
OR
Lane

City/Twp

AM Plan
Base (City)
+ Unpaved
OR

AM Plan
Base
(County) +
Unpaved



Pavement AMP Roadsoft Exports Quick Guide

Export: SurfTwp Act51Twp Act51Twp LatestSurf Latest Surf LatestSurf
.CSV .CSV NHS.csv Sum.csv SumTwp.csv  SumNHS.csv
If incorrect, access/change the operator and/or value(s) by selecting...
the Jurisdiction Jurisdiction On National Jurisdiction Jurisdiction On National
field... Type Type Hwy System | Type Type Hwy System
OR OR (NHS)
Legal Legal
System System

Select Export in the Road Reports window.
The Export Report Data to File window will open.

Select Export in the Export Report Data to File window.
The Save File to CSV File window will open.

RtgSum LatestIBR
Range.csv Sum.csv
Jurisdiction Jurisdiction

Type Type

In the Save File to CSV File window, navigate to the pavementamp_v### folder and the csvRoadsoftExports subfolder, and make sure

the...
file SurfTwp.csv = Act51Twp.c = Act51TwpN = LatestSurfSu = LatestSurfSu = LatestSurfSu
name is: NY HS.csv m.csv mTwp.csv mNHS.csv

(this must be
changed from
what auto-
populates)

(this must be
changed from
what auto-
populates)

(this must be
changed from
what auto-
populates)

Select Save.
A window will appear confirming the export location.

Select OK in the window confirming the export location.

Close the Export Report Data to File window.

LatestIBRSu
m.csv

RtgSumRan
ge.csv




Reviewing the eight export files

All eight files should be saved in the “csvRoadsoftExports” folder (see figure below).

= < | csvRoadsoftExports

Home Share

3 Quick access

I Desktop

¥ Downloads

5 Documents

&= Pictures
100APPLE
bridgeamp_v202
pavementamp_v

pavementamp_v
@ Creative Cloud File
@ OneDrive

= This PC
# 3D Objects

8 items

~

View

Name

Act51Twp
ActS1TwpNHS
LatestIBRSum
LatestSurfSum
LatestSurfSumNHS
LatestSurfSumTwp
RtgSumRange

SurfTwp

<« pavementamp_v2020_tools > csvRoadsoftExports

A~

Date modified

11/12/2020 8:04 AM
11/12/2020 8:04 AM
11/12/2020 8:04 AM
11/12/2020 8:04 AM
11/12/2020 8:04 AM
11/12/2020 8:04 AM
11/12/2020 8:04 AM
11/12/2020 8:04 AM

v O L

Type

Microsoft Exce
Microsoft Exce
Microsoft Exce
Microsoft Exce
Microsoft Exce
Microsoft Exce
Microsoft Exce

Microsoft Exce

Search csvRoadsoftExports

Size

KB
KB
KB
KB
KB
KB
KB
KB

n




Entering data into the Excel workbook

The pavement asset management plan Excel workbook (i.e., DataMacro_pavementAMP v2020.xslx)
allows you to enter your agency’s pavement data, which will subsequently populate the Word template
(i.e., pavementAMP.docm) that you will personalize for your agency’s pavement asset management plan.
This pavement asset management plan workbook processes your pavement asset data into a Word
document template.

Using the XLSM file for the first time and setting Trusted Locations
You will see a security warning when you open a macro-enabled Microsoft Office file for the first time. If
this file is from a trusted source, select Enable Content (see figure below).

g DataMacro_pavementAMP_v2019.xlsm - Excel
Insert  Pagelayout  Formulas  Data  Review  View  Developer  ACROBAT @ Tellmew want to do... Signin = 9, Share
o =2 AutoSum ~
D ;‘CM Calibri -mno- & Nrap Text 5 é siesum p
£ Copy - = Fill =
Paste e B I U Merge & Cente .o %0 | Conditional Formatas Cell | Insert Delete Format Sort& Find &
© Format Painter B " | Formatting~ Table~ Styles © © © € Clear - Filter - Select~
Clipboard [F] Font Alignment Mumber Styles Cells Editing ~
1 SECURITY WARNING Some active content has been disabled, Click for more details, Enable Content X
B2 E 5 a
A R C n 3 3 P

You will also need to set the folder containing your bridge asset management plan tools as a trusted
location.

NOTE: This set of directions will work for setting trusted locations through either Microsoft Word or
Excel.

1. Select File.

BridgeAMP-Data_v2024.xlsm - Excel

Insert  Draw  Pagelayout Formulas  Data  Review  View  Developer  Help  Acrobat  Q Tell me what you want to do

: -~ Find &
~ T [X1 Format ~ o - Select ~
Clipboard 3 Font. Alignment Number Styles Cells Editing ~
B2 - Je A
A B @ D E -
Let's Get Started
g
. L]

/ Michigan r Center for ..
Transportation Asset ‘ Technology & Tra""ng

Management Council




2. Select Options.

BridgeAMP-Data_v2024.xlsm - Excel ? = a X

Info
BridgeAMP-Data_v2024

Documents » 1-Workshops-and-Conferences » TAMC » 2024 » BridgeAMP » tools

Open
Protect Workbook RS
Save [ One or more sheets in this workbook have been locked to prevent unwanted changes Size 661MB
grotect to the data. Title Add a title
Workbook ~ : )
u tect
Save As Instructions Unprotect Tags Add atag
ToC Unprotect
) Categories Add a category
Save as Adobe PDF CalculationsSheet Unprotect
CSV-BAMP Unprotect Related Dates
Csv-cp Unprotect Last Modified ~ Today, 1251 PM
1-MiBRIDGEreport Unprotect Created 11/1/2016 1:09 PM
Print 2-Questionnaire Unprotect Last Printed 2/16/2017 10:22 AM
3-MaintenancePlan Unprotect
Share 4-InspectionFollowup Unprotect Related People
5-ProgressTracking Unprotect Author
Export A Author
6-Table5 Unprotect
— 6-Table6 Unprotect Add an author
ublis "
Appendix A-3 Unprotect Last Modified By
i Appendix A-4 Unprotect
LRI Sl Related Documents
Open File Locatiol
Account 5y | Inspect Workbook pen e aceian
p Before publishing this file, be aware that it contains: Show All Properties
Feedback Check for Comments

Issues ~
Document properties, printer path, author's name, related dates, cropped out image

Options data and absolute path
Hidden worksheets
Invisible objects

= The Word Options window will appear.

3. Select Trust Center in the Word Options menu.

BridgeAMP-Data xlsm - Excel
Insert  Draw  Pagelayout  Formulas  Data  Review  View  Developer  Help  Acrobat Tell me what you want to do Q. Share
B L - = p
LaiE] "1 7| Excel Options 2 X

B - Find &

4 General Help keep your documents safe and your computer secure and healthy. et
Clipboard = Font Formulas Editing ~

B2 . £ Data Security & more
Proofing Visit Office.com to learn more about protecting your privacy and security.
A B | save Microsoft Trustworthy Computing L E -
Let's Get Started Language Microsoft Excel Trust Center

Ease of Access The Trust Center contains security and privacy settings. These settings help keep your computer

1 Advanced secure. We recommend that you do not change these settings Trust Center Settings...
2 | L Customize Ribbon
Y o
Michigan Quick Access Toolbar
Transportatig
5 Managemen| Add-ins
Trust Center
4 Bridge Asse
5 | Released: October 2019
6 Revised: February 2023
i
8 Overview
This Excel workbook facilitate nt and bridge AMPs
prepare data for the purpose: ith PA 325 compliance
the Michigan Transportation AMP compliance plan:
management plan and/or a cg o the PA 325 and the
9 plan for the aforementioned i
10 imc/0,7308,7-356-
It is important to note that this
decision-making prompts abo|
1 agency's stated goals. This In
= . . . Cancel
13 Or to this Wol -

Instructions | & q »
o 3 T - ] * 100%

4. Select Trust Center Settings...

= The Trust Center window will appear.




Insert  Draw

Page Layout

Formulas Data

5. Select Trusted Locations in the Trust Center window menu.

Review  View  Developer  Help  Acrobat

Q Tell me what you want to do

S Share

& {
Clipboard = Font ‘
B2 = fe
A Bl
Let's Get Started
1
L
v,
Michigan
Transportatic
3 Managemen
4 Bridge Assef
9
o8
|
8 Overview
| This Excel workbook facilitate
prepare data for the purposes
the Michigan Transportation A
management plan and/or a co
9 plan for the aforementioned in
10 |
It is important to note that this
decision-making prompts abo
1 agency's stated goals. This In
12 |
13 Orientation to this Wor |
Instructions | &
Ready

[ Trust Center

Trusted Publishers

Trusted Locations
Trusted Documents
Trusted Add-in Catalogs
Add-ins

ActiveX Settings

Macro Settings
Protected View
Message Bar

External Content

File Block Settings

Privacy Options

Trusted Locations

Warning: All these locations are treated as trusted sources for opening files. If you change or add a location, make sure

that the new location is secure.
Path Description

Date Modified ~

=T 2

User Locations
C:\..-Workshops-and-Conferences\TAMC\2024\

Policy Locations

Path: C:\Users\Documents\1-Workshops-and-Conferences\TAMC\2024\

Description

Date Modified: 10/25/2023 12:45 PM
Sub Folders: Allowed

Add new \oce&on

[J Allow Trusted Locations on my network (not recommended)

[] Disable all Trusted Locations

10/25/2023 12:45 PM

Remove

i X
Find &
Select ~
Editing -
E -

Released: October 2019
Revised: February 2023

t and bridge AMPs
h PA 325 compliance
P compliance plan

the PA 325 and the

Pc/0,7308,7-356-
Modify...

Cancel .

1 * 100%

B E [ -

Select Add new location....

The Microsoft Office Trusted Locations window will appear.

Select Browse.




BridgeAMP-Da 4.xlsm
Insert  Draw  Pagelayout  Formulas  Data  Review  View  Developer  Help  Acrobat  Q Tell me what you want to do
m - -
Arial ML
o Center
" Find &
¥ “ Select -
Trusted Publishers ol s
Clipboard Font P —— Editing A~
i e Warning: All these locations are treated as trusted sources for opening files. If you change or add a location, make sure | |
B2 - f T DEEITERE that the new location is secure.
Path Description Date Modified
Trusted Add-in Catalogs -
n 3 User Locations z
L Add-ins C:\...-Workshops-and-Conferences\TAMC\2024\ 10/25/2023 12:45 PM
Let's Get Started ActiveX Settings
Macro Settings Microsoft Office Trusted Location ? X
1
Protected View Warning: This location will be treated as a trusted source for opening files. If you
2 change or add a location, make sure that the new location is secure.
‘v Message Bar path:
Michigan c
\Users\Doc! tS\TAMS ) V2024 tools
TanSPOrtUth External Content
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|
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4 Bridge Asset s N
5 Released: October 2019
6 Revised: February 2023
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8 Overview
Patl Cancel 024\ L
This Excel workbook faciltate Jt and bridge AMPs
prepare data for the purposes Destupsrems h PA 325 compliance
the Michigan Transportation A MP compliance plan:
management plan and/or a co Date Modified: 10/25/2023 12:45 PM } the PA 325 and the
9 plan for the aforementioned ir Sub Folders: Allowed
Nc/0,7308,7-356-
10 Add new location Remove Modify
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12
13 Orientation to this Wor | oK Cancel
Instructions | @ | »
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The Browse window will appear.

Browse to the folder you wish to set as a trusted location and select that folder in the main pane of
the window; select OK.

The selected folder’s path should appear in the Microsoft Office Trusted Locations window.

Select Subfolders of this location are also trusted; then, select OK.



BridgeAMP-Data_v2024. Excel
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8 Overview
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10. In the Trust Center window, select OK.

= Your selected folder has now been set as a trusted location.
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Startup message and icons in the pavement AMP tool
If you do not have the Word template and/or the .csv files in the same folder as the
“Datamacro_pavementAMP v2020.xIsm” folder, an error box will appear (see figure below).

DataMacro_pavementAMP_v2019.xlsm - Excel

Insert Page Layout Formulas Data Review View Developer ACROBAT
. I AutoS .
0 o Cut Calibri B TR 2 Wrap Text 5 2 Autosurm p
ER Copy + = [ Fili~
Paste Iu A Merge & Cent $ - % 1 o0 | Conditional Formatas Cell Insert Delete Format Sort & Find &
~ Format Painter Vierge G ienter oo : Stules £ Clear~ A
9 Formatting = Table~ Styles & 9 9 = Filter = Select~
Clipboard [F] Font Alignment MNumber Styles Cells Editing
1 SECURITY WARNING Some active content has been disabled, Click for more details, Enable Content
B2 M F
A B . n E E
+
1 csvRoadsoftExports folder:
Act51Twp.csv
2 Act5TTwpNH.csv
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7
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| then re-open this workbook.
This Excel workbook facilitates| cy's road assets. It also allows you to enter basic Recommended for pavement
culvert and traffic signal data f| mitted by each agency with 100 or more certified being used in conjunction with
miles to the Michigan Transpo jocal agencies generate a pavement asset compliance plan/required for P
management plan and/or a co| late—will produce an asset management plan compliance plan
9 for the afor infras For more information, refer to A
10 TAMC FAQ, available
It is important to note that this workbook and the Word document create a rough draft of an asset management plan; this draft requires you to address gg::;é/vg&r;fh(‘)%a:ti?mamc
decision-making prompts about how your agency plans to manage your infrastructure in light of the resources it has available in order to achieve your agency's - ’ .
1 stated goals. This Instructions worksheet will show orient you to this workbook and to the Word document.
12 >
Instructions | BOOKMARKS @ Ll »
Ready 1 + 100%




NOTE: The exclamation point icons throughout the workbook provide additional information about the
PA 325 requirement being satisfied by filling in a specific field or sheet.
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Step 1: Fill in answers in green cells

1
2 Questions Your A"m Notes
b \L«s/L
14 PAVEMENT-SPECIFIC QUEST!
__ for pavement and bridge AMPs =

Enter the most current year of your road data: being used in conjunction with PA 325 compliance
NOTE: Format, Plan/required for PA 325 TAMP compliance plan:

Asset inventory and condition data for paved and

unpaved federal-aid-eligible county primary or city
Based on your Roadsoft data, your agency's total miles are: 2217.60 major road assets and all bridges; asset inventory
16 must include location, material, size, and condition
of the assets, in a format that allows for and
encourages digital mapping (line 5)

How are these miles determined: by lane or centerline?
<BROPDOWN  accet inventory condition data for unpaved roads
17 may follow the IBR System (line 6)

Asset inventory for certified non-federal-aid-

eligible county primary or city major road assets
<propoown (line 7)
18 Asset inventory and condition data for non-
federal-aid-eligible/local road network is

For the purposes of your pavement asset management planning, county primary
network 1 will be this network:

For the purposes of your pavement asset management planning, county local

network 2 will be this network: < DROPDOWN LIST

Based on your Roadsoft data, the county primary network has this 774.60

‘ Instructions | Questionnaire (+) 4 »

NOTE: The question mark icons provide additional information on a certain field or sheet of the
workbook that will help you make the asset management plan correctly for your agency.
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een cells
1
2 Your Answers Notes Preview Pane
. - onal Highway System
et NCPP vs. Roadsoft s
37 Local road agencies must collect condition data on their federal aid network for the
140.10 Pavement Asset Management Plan. Any modeling method can be used to present this data,
8 but NCPP and Roadsoft are the two methods outlined in the Pavement Asset Management

Plan instructions and templates.

asphalt, sealcoat, concrete, b indefined; it also has  NOTE d; italso has unpaved

unpaved roads (i.e, gravel a

39 The NCPP road modeling method is a simple “pen and paper” way to check the condition of
a road system. Roadsoft is a roadway asset management system built on a combination of
o database engine and GIS mapping tools and is used for collecting, storing, and analyzing
NCPP R - N .
data associated with transportation infrastructure. Roadsoft is developed by the Center for
40 Technology & Training and provides almost unlimited data handling capabilities.
M
42 FINANCIAL RESOURCES QUESTIONS o Whether to use NCPP or Roadsoft largely depends on your road network. NCPP is better for
— use on smaller road networks with more stable conditions. When using NCPP, it is necessary

note. to know the project candidate roads in your network. Complications can arise when using a
eect mix-of-fixes strategy on a complex road network because the data does not always update
43 accurately and could result in double entry or inaccurate data. Because of this, Roadsoft is
generally the preferred choice for use on larger road networks with lots of condition change.
Roadsoft may also be a better choice if the road network’s projects, conditions, treatment,
and prices are already in the Roadsoft system. A
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Welcome Worksheet

NOTE: When you open the pavement asset management plan workbook (i.e.,

DataMacro pavementAMP v2020.xlsm), you will be greeted with a workbook orientation in the
Instructions worksheet. Please read the entire sheet before beginning. Then:

1. Select Let’s Get Started (see figure below).

s DataMacro_pavementAMP_v2019:sm - Excel - =] x
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- Format Painter - Formatting - Table~ Styles - - - £ Clear~ Filter - Select ~
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Let's Get Started
1 E
Michigan Center for
Transportation Asset ini
. Management Councl Technology & Training
4 Pavement Asset Management Plan
5 Released: October 2019
6 Revised: n/a
7
8 Overview
This Excel workbook facilitates data analysis for = pavement asset plan for your agency's road assets. It also allows
you to enter basic culvert and traffic signal data for the purposes of developing a compliance plan. Compliance plans must be submitted by
each agency with 100 or more certified miles to the Michigan Transportation Asset Management Council, according to Public Act 325 of 2018
To help local agencies generate a pavement asset management plan and/or a compliance plan, this Excel workbook—in conjunction with 2
2 Microsoft Word template—will produce an asset plan for the ioned infrastructure.
10
It is important to note that this workbook and the Word document create a rough draft of an asset management plan; this draft requires you to
address decision-making prompts about how your agency plans to manage your infrastructure in light of the resources it has available in
11 order to achieve your agency's stated goals. This Instructions worksheet will show orient you to this workbook and to the Word document.
12
13 Orientation to this Workbook
14 The tabs in this workbock are color coded as follows
Instructions ® Bl »
i) m - ¥ +  100%




= A dialogue box will open and will ask you to identify your agency as a county jurisdiction or city
jurisdiction (see figure below).

Databcr
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Let's Get Started
1
2
r -
AMC Michigan Center for
Transportation Asset inii
. (W Vermement Counci Technology & Training
4 Pavement Asset Management Plan
5 Released: October 2019
6 x Revised: n/a
7
" overview Are you 3 COUNTY juriscition?
This Excel workbook facilitates data analysis for developing a pavement asset manag( ws
you to enter basic culvert and traffic signal data for the purposes of developing a com Yes No Cancel w
each agency with 100 or more certified miles to the Michigan Transportation Asset Mz his
To help local agencies generate a pavement asset management plan and/or a compliance plan, this Excel workbook—in conjunction witha
9 Microsoft Word template—will produce an for th
10
It is important to note that this workbook and the Word document create a rough draft of an asset management plan; this draft requires you to
address decision-making prompts about how your agency plans to manage your infrastructure in light of the resources it has available in
1 order to achieve your agency's stated goals. This Instructions worksheet will show orient you to this werkbeok and te the Werd document.
12
13 Orientation to this Workbook
14 The tabs in this workbook are color coded as follows:
13 Instructions
16 Inputs
17 Roadsoft export data (automatically imports)
18 Bookmarks for auto-fir in the Weord template. -
Instructions @ k] >
Ready o3 i) m - ] + 100%

2. Select Yes or No to answer “Are you a COUNTY jurisdiction?” (see figure above).

NOTE: If you select Yes to the dialogue box “Are you a COUNTY jurisdiction?”, a dialogue box
will open that will indicate you are being classified as a county jurisdiction (see figures below). If
this is not correct, exit the workbook without saving and re-open it.

NOTE: If you select No to the dialogue box “Are you a COUNTY jurisdiction?” a dialogue box
will open that will indicate you are being classified as a city jurisdiction (see figures below). If
this is not correct, exit the workbook without saving and re-open it.

Microsoft Excel * Microsoft Excel x
You are being classified as a CITY jurisdiction. If this is not corredt, close You are being classified as a COUNTY jurisdiction. If this is not correct,
this warkbook WITHOUT saving and start again. close this workbook WITHOUT saving and start again.

= You will automatically proceed to the Questionnaire worksheet.




Questionnaire Worksheet

NOTE: The Questionnaire worksheet requires your response to several questions that will help tailor your
asset management plan content.

NOTE: The Questionnaire worksheet and several of the following worksheets have been protected in
order to provide guidance in modifying only the necessary cells. Throughout this workbook, heading
rows should not be altered; altering heading rows will prevent the data from transferring into the Word
template.

1. Enter your answers in Column C to the questions in Column 3 (see figure below).

NOTE: If you have previously completed the 2019/2020 versions of the pavement asset
management tools, you can import your fill-in data into the 2021 version of the tool:

a) Select Import Data from Previous Version (see figure below).

DataMacro_pavementAMP_v2021.xlsm - Excel

Insert Page Layout Formulas Data Review View Developer Acrobat Q Tell me what y do. Sign in 8 Share
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tp s . Import Data from
Step 1: Fill in answers in green cells Previous Version
1
2 Questions Your Answers
3 File Name 2021.01.26 13.14.28
What is your agency name?| e.g. Center for Technolo
4
What is the abbreviation of your agency name? NOTE: If any, use proper capitalizati
name.
e.g. CTT, My CRC
5
What is the year of publication for this pavement asset NOTE: Format as YYYY
management plan?
6
How often will your pavement asset management plan be <DROPDOWN LIST
updated?
7
Who at your agency should be contacted for a copy of this NOTE: Format as Firstname Lastnam)
.g.John Dx
pavement asset management plan or for questions about it? ©8-John boe
8 |
Please provide the address for this contact person: NOTE: Format as i Street, City, St
£.1000 Main Street. Anvtown. Mic ™
Instructions | Questionnaire [ @ < »
Reacy 25 @ B :I_‘ - I + 100%

= The You will need to locate... window will display (see figure below).
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. Conditional Formatting Insert ~ > -
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Step 1: Fill in answers in green cells Previous Version
1
) DO NOT CHANGE Microsoft Excel X Your Answers No
3 B 613.14.28
You will need to locate your previously-completed o-8- Cantar for Technology & Trainin
DataMacro_p:  vi###.xlsm file in the Pl h
window.
4
NOTE: If any, use proper capitalizati
name.
e.g. CTT, My CRC
5|
What is the year of publication for this pavement asset NOTE: Format as YYYY
management plan?
6
How often will your pavement asset management plan be <DROPDOWN LIST
updated?
7
Who at your agency should be contacted for a copy of this NOTE: Format as Firstname Lastnam|
8. John D
pavement asset management plan or for questions about it? &8 Johnboe
8 |
Please provide the address for this contact person: NOTE: Format as #iti Street, City, St
€.2.1000 Main Street. Anvtown. Mic ™
| Instructions | Questionnaire | @ « >
Ready = =@ [ - 1 + 100%

Select OK in the You will need to locate... window.

The Please choose your previous DataMacro_pavementAMP vi#t##.xlsm to open window

will display (see figure below).
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Page lavout Formulas Data Review Q Tell me Sign in
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Pad Sort & Find &
Organize - New folder m @ |[CellStyles & - Filter - Select -
M s pe A Name Date modified Type =oils =l it -
G2 3D Objects backgroundprocesses 12/14/2020 7:44 AM File folder ~
B Desktop csvRoadsoftExports 12/14/2020 6:48 AM File folder
4 Documents d; DataMacro_pavementAMP_v20210ld - C... 12/14/2020 7:45 AM Microsoft Excel c s
$ Downloads ., DataMacro_pavementAMP_v202Told.xism ~ 1/22/2021 1:42 PM % Microsoft Exce
Import Data from
& Music Previous Version
T & pictures .
2  videos Your Ansi No
Enl & Local Disk (C)
- ZDF (D) e.g. Center for Technology & Training
=x Home (H:)
4 ~- public (\stimpy.t
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7DF (M i< > name.
e.g. CTT, My CRC
5 File name: DataMacro_pavementAMP_v2021old.xism v ‘ Excel Files *xIs* (*xIs*) v
NOTE: Format as YYYY
ook - aca
6
How often will your pavement asset management plan be <DROPDOWN LIST
updated?
7|
Who at your agency should be contacted for a copy of this NOTE: Format as Firstname Lastnom)
. John D
pavement asset management plan or for questions about it? &8 John boe
8
Please provide the address for this contact person: NOTE: Format as #### Street, City, St
€.2.1000 Main Street. Anvtown. Mic
Instructions | Questionnaire | @ « >
Ready = NE 1 + 100%




¢) Select the file in the Please choose your previous DataMacro _pavementAMP vi##t.xlsm
to open window, and select Open (see figure above).

= The import process will continue until all of the data has been transferred into the current
tool. The current data will display on the Questionnaire worksheet once the process is
completed, and the Please complete Questionnaire cells C4, C5, C48, and C52 message
box will display (see figure below).
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Step 1: Fill in answers in green cells Previous Version
1
2 Questions Your Answers No
3 File Name 2021.01.26 13.23.38
. .. Center for Technology & Training
Microsoft Excel X
4
Please complete Questionnaire cells C4, C5, C48,and C52. NOTE: If any, use proper capitalizatid
name
e, CTT, My CRC
:
What NOTE: Format as YYYY
plan?
6
How often will your pavement asset management plan be five <DROPDOWN LIST
updated?
7
Who at your agency should be contacted for a copy of this John Doe “UTE':“""" as Firstname Lastnam)
. ¥ . John D
pavement asset management plan or for questions about it? ©& Johnboe
8
Please provide the address for this contact person: 1000 Main Street, Anytown, Michigan 49000 NOTE: Format as i Street, City, SY
€.2.1000 Main Street. Anvtown. Mic
Instructions | Questionnaire | @ « »
Ready ] ﬁ [E] LJJ \ - 1 + 100%

d) Complete cells C4, C5, C48, and C52. Proceed to step 5.

NOTE: You can only enter or delete content in green and red cells in Column C. Column A (grey
cells) contain Word tags, Column B (white cells) contains the questions, Column D (white cells)
contains answer prompts and/or examples to make sure you format responses correctly, and
Column F contains preview text that will update to illustrate how the answer will be reflected
within the context of the asset management plan (see figure below).
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Step 1: Fill in answers in green cells
1
2 Questions Your Answers Notes Preview Pane
3 File Name 20191016853 20
What is your agency name? 2.0 Genterfor Technalogu  Training, My Gounty Fload The Ohas sdopted
Commission <o
and -
1
What s the abbreviation of your azency name? WOTE:IF ary, use proper capeazation For your agencys
abibreuiated name.
+3.CTT.MICRC
5
‘What is the year of publication for this pavement asset MOTE: Format 3= 1YY
management plan?
6
How often will your pavement asset management plan be « DROPDOWN LIST
updated? changes in road conditons. finances, and priories
7
Who at your agency should be contacted for 5 copy of this NOTE:Format a5 /s content of
pavement asset management plan or for questions about g dahnDa: atorat
8 it2
Please provide the address for this contact person: NOTE: Format a5 ##t## Street, City, State #HH#He
2,100 Main Street, Angtonm, Michigan 43000
9
Please provide the phone number and/or e-mail address INOTE: Include “andior” betwesn phane number and e-maik
. format phone number a5 [###] #HH-HHEH
for this contact person .9, [90E)-000-011 3ndior nobody@ anywhere, com
10
Enter web page where your agency posts AMPs (if g sttmtuedutamp
applicable)
" A
| instructions |_Questionnaire ® 1 v
Ready 3 ] |- 1 + B85%

NOTE: Some green cells in column C are dropdown lists (see figure below). These cells are
marked in Column D — the notes column — with < DROPDOWN. If none of the listed answers
appropriately reflect your agency’s situation, select the blank entry in the dropdown list and then
type your answer into the green cell. Please note that in some cases, this is discouraged.
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Step 1: Fill in answers in green cells
1
2 Questions Your Answers Notes
3 File Name 2019.10.09 9.21.16
What is your agency name? &2 Centerfor Technology & Training, My County Rozd The
Commission overc
staffi
4 expe:
‘What is the abbreviation of your agency name? NGTE: If any, use proper capitalization for your agency's
abbreviated name
&5 CTT, My CRE
5
‘What is the year of publication for this pavement asset NOTE: Farmat 3= 1Y
management plan?
6
How often will your pavement asset management plan be < DROPDOWN LIST Anug
updated? refle
7 -
Who at your agency should be contacted for a copy of this NGTE: Format a5 Firstname Lastname. Ques
John Do
pavement asset management plan or for questions about it? & Johnbos to 3t
8
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NOTE: Some green cells in column C are checklists (see figure below). Select all boxes that are

appropriate to your agency.
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Step 1: Fill in answers in green cells
1
5 Questions Your Answers Notes
For your county primary network, historical ANNUAL spending
on pavement-related projects is: NOTE: Format as $000,000
45
For your county primary network, projected ANNUAL spending
over the next three years is: NOTE: Format as $000,000
47
For your county primary network, revenue comes from: i
[ Michigan Transpertation Fund (MTF)
[ bends
O] miliages NGTE: Chack the boxes sppropriate to your netwark 1 situation
[0 township centributions
a8 | [ fesertsteteprograms
49
Foryour county local network, historical ANNUAL spending on
pavement-related projects is: NOTE: Format a5 5000,000
50
For vour countv local network. proiected ANNUAL snending h
Instructions | Q i Charts. *® »
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NOTE: Some cells in column C are grey and locked (not editable). These cells contain

information from the Roadsoft data files.

In cell C40, select either NCPP or Roadsoft based upon your agency’s modelling/forecasting

method (see figure below).
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Step 1: Fill in answers in green cells
1
2 Questions Your Answers Notes Preview Pane
Based on your Roadsoft data, the NHS system 0.00 - ds that are part of the il
= maintained by your agency has this many miles: SmemiE
Based on your Roadsoft data, the unpaved roads owned 1 I W Tmies
= and/or maintained by your agency has this many miles
ol T e e ck, and undefined, NOTETHEIE cancatenated fiom you Faadsaf data ralt s=aloot te_ brioklblook. itakohas
imparts unpavedioads i, gravel andior earth)
39 HEl 2.3:" asphal, Sealsaat brick, concrete, and undefined It
Daes your agency use NCPP or Roadsaft for modelling
trends and forecasting/ QW AW
2
a1

2 FINANCIAL RESOURCES QUESTIONS

Where can your agency's financials be accessed (if CEmIUEdU/financials.

applicable)? OTE: Fotmat as web URL of contact informatin

2.9, crmru sduinancisls

Enter where your sgency's financials can be found
< DROPDOWN LIST




Note: You must make a selection for your modelling/forecasting method in cell C40 in order to

continue using the workbook; a warning dialogue box will open if a selection is not made (see
figure below).

B i D E

Step 1: Fill in answers in green cells

Questions Notes
nsert On County You need to identify your modelling and forecasting method to
- chmg proceed [see row 40 of this Questionnaire].
oK
t sealcoat, concrete, brick/block, and undefined: it alsa  MWOTE: Thisis concatenated from your Foadsaft data imports.
k- has unpaved roads (i.e, gravel and/or earth) &.9.; "asphalt, sealcoat, brick, concrete, and undefined, it

alsahas unpaved roads [i.e., gravel andfor earth]

use NCPP or Roadsoft for modelling trends
and forecasting/ NCPP Roadsoft

FINANCIAL RESOURCES QUESTIONS

cy's financials be accessed {if applicable)?

= A dialogue box will open indicating your selection as either NCPP or Roadsoft and indicating
that the pavement asset management plan workbook has had a subsequent table been formatted
according to that selection (see figures below).

Microsoft Excel *
Your table is ready for your Roadsoft modelling and forecasting inputs, Your table is ready for your MCPP modelling and forecasting inputs. You
You will proceed to the table when you have completed the will proceed to the table when you have completed the Questionnaire
Questionnaire worksheet, worksheet,

ok

3. Select OK.

NOTE: If you made an incorrect modelling/forecasting selection, select the other option in cell C40

to change your choice. A dialogue box will open asking you to confirm your new selection (see
figures below).

Microsoft Excel b4
You have already coded your workbook as NCPP and have a customized You have already coded your workbook as Rs and have a customized
table for that modelling and forecasting method, Would you like to table for that modelling and forecasting method. Would you like to
keep that coding and simply revise the already-customized table? By keep that coding and simply revise the already-customized table? (By
selecting Mo, you will create a new table coded as Roadsoft.) selecting Mo, you will create a new table coded as NMCFPP.)

Yes No Cancel Yes No Cancel

4. Review your responses in the green cells, and select Save in order to save your work before
continuing.




NOTE: It is recommended that you save your work before selecting continuing (see figure below).
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Select the Step 2: Proceed to userdata & Charts tabs button at the top of the Questionnaire
worksheet (see figure below).
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userdata & Charts tabs
q
) stions Your Answers Notes Preview Pane
3 File Name 2019.10.16 10.57.26 Agency abbreviation
hat is your agency name? Agency name .9 Cantorfor Technalagy & Training, 1y Couny Road Th doptedan assst
Commission s
taffing, and
4 tamest oadusers’ erpectations.
What is the abbreviation of your agency name? Agency abbreviation WOTE: F 2ny,use praper ¢ spitalization for your agency's
abbreviatednarme.
g CTT.MYCFC
5
What is the year of publication for this pavement asset WOTE: Format as V1YY
management plan?
6
How often will your pavement asset management plan be <« DROPDOYN LIST
Updated? changesinraad condiions, inances, and prisrties
7
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NOTE: The Step 2: Proceed to userdata & Charts tabs button will not be selectable until cells
C4, C5, C15, C18, and C19 are filled and cell C40 has been answered (i.e., a
modelling/forecasting method has been selected). Cells C18 and C19 will auto-populate after
selecting a jurisdiction; these should not be changed manually at this time because identifying as
a county or city jurisdiction upon initialization of the workbook formats other areas of the
workbook and output of the data according to the originally-made identification.

The workbook will import data from the .csv Roadsoft export files and format worksheets; when
complete, you will advance to the userdatal worksheet automatically.

NOTE: This process is marked by a rapid succession of worksheet transitions. This is normal and
indicates that the process is working as intended.

Once the data has been imported from the Roadsoft export files, the This sheet requires updated
data from the TAMC dashboards message box will display (see figure below).

Microsoft Excel X

This sheet requires updated data from the TAMC dashboards.




DATAstatewidePASER Worksheet

NOTE: The DATAstatewidePASER requires data input found on the TAMC dashboards,
https://www.mcgi.state.mi.us/mitrp/tamcDashboards.

1. Update the data in the green cells based on the TAMC dashboard data (see figure below).

2. Select Proceed to userdata and Charts tabs (see figure below).
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userdatal, userdata2, and userdata3 Worksheets

NOTE: The userdatal, userdata2, and userdata3 worksheets require your proposed pavement asset
management plan information with regards to your agency’s modelling/forecasting format.

NOTE: The userdatal, userdata2, and userdata3 worksheets have been protected in order to provide
guidance in modifying only the necessary cells.

1. Fill in the userdatal sheet

NOTE: The userdatal sheet differs depending on whether your agency uses the NCPP or the
Roadsoft modelling/forecasting method. Follow the instruction below a. NCPP
modelling/forecasting method if you are using the NCPP method, or b. Roadsoft
modelling/fprecastomg method if you are using the Roadsoft method.

a. NCPP modelling/forecasting method

Fill out all green cells on the userdatal worksheet with the treatment history, planned
projects, and additional work necessary to overcome a deficit (if applicable) for your
agency’s network 1 and network 2 road assets (see figure below).
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b. Roadsoft modelling/forecasting method

Fill out all green cells on the userdatal worksheet with the treatment history, pavement
condition forecast, and additional work necessary to overcome a deficit (if applicable) for
your agency’s network 1 and network 2 road assets (see figure below).

NOTE: The years of life and trigger-reset data is modifiable to reflect your agency’s
circumstances.
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Review all information entered on the userdatal worksheet, and select Save to save your work
before continuing.

Select Proceed to userdata2 tab (see figure below).
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= You will advance to the userdata? worksheet. A dialogue box will open informing you of the two
options for displaying data on the network graphs; you will need to make a selection between
displaying data per year or displaying data in 2- and 3-year groupings before proceeding to
userdata3 (see figure below and refer to step 6 below for more detail).

Microsoft Excel >

This sheet has 1-year network graphs and 2-/3-year network graphs. To
proceed to userdata3, select either the 1-year graphs or the 2-/3-year
graphs.

4. Select OK.

5. Fill in the userdata2 worksheet’s green cells with forecasted trends and goals data for your
agency’s network 1 and network 2 road assets (see figure below).

DataMacr
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NOTE: The historic data is automatically populated based on your .csv Roadsoft export files. The
charts will update as information is entered into the green cells.

NOTE: You will need to scroll down to fill out all green cells for network 2.

NOTE: Projected trend and goal information entered for the 1-year graph in columns C through H
will be replicated in the data fields for the 2- and 3-year graphs in columns AX through BC since
the projected trend and goal information will remain the same regardless of how you choose to
graph the historic data.




6. Review all information entered on the userdata? worksheet, and select Save to save your work
before continuing.

7. Select either Select 1-year Graphs & Proceed to userdata3 tab or Select 2- and 3- year
Graphs & Proceed to userdata3 tab based on your desired chart format (see figure below).
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= You will advance to the userdata3 worksheet.




8. Fill in the userdata3 worksheet’s green cells with forecasted trends and goals data for your
agency’s unpaved road assets (see figure below).
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before continuing.

10. Select Proceed to Charts tab (see figure below).

Review all information entered on the userdata3 worksheet, and select Save to save your work
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= You will advance to the Charts worksheet, and a dialogue box will open to prompt you to format
the charts according to your agency’s preferences.

Format these charts according to your preferred data display, styles,
colars, fonts, and so forth,

oK

11. Select OK.

12. Proceed with formatting the charts in the Charts worksheet according to your preferences.




Charts Worksheet

1. Review the Charts worksheet and format the charts as desired.

NOTE: Certain charts will be unavailable depending on whether your agency is a county or city
jurisdiction. However, the Charts worksheet has no difference depending on whether your agency
uses the NCPP or Roadsoft modelling/forecasting method.
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NOTE: The data in these charts is populated by your .csv Roadsoft export file and your answers
in the userdatal, userdata?, and userdata3 worksheets. Any Roadsoft data errors or any errors in
response on the aforementioned worksheets will be reflected in these charts.

2. Select Save to save your work before continuing.

3. Select Step 3: Proceed to Word document (see figure below).
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= You will advance to the TOC worksheet.




TOC Worksheet

NOTE: The TOC worksheet serves as an access point to the various worksheets in your workbook, and
becomes available for viewing once finished with the Instructions worksheet. The TOC worksheet also
serves as the location from which you can build your Pavement Asset Management Plan (see figure
below).

Build a Pavement Asset Management Plan

1. Select Generate customized PAMP Word template on the 7OC worksheet’s contents item Actions
to Produce PAMP (see figure below).
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= The PLEASE NOTE: This process takes 3 to 5 minutes... dialogue box will display (see figure
below).
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2. Select OK.

NOTE: The process to generate the customized pavement asset management plan Word template
takes about three to five minutes. During this time, just allow Microsoft Office to run the generation
process. You will see Microsoft Word automatically open and close; this is part of the process (see
figure below). No user input is necessary during this process.
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= Once the customized pavement asset management plan Word template has been generated, the Your
customized Word template is ready... dialogue box will display (see figure below).
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3. Select OK (see figure above).

= The custom Word template will be finalized. Your finalized custom Word template is ready to
review and modify; it can be found in the “pavementamp_ v#### tools folder (see figure below).
Proceed to Completing the Word template section of this Instruction Guide.
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NOTE ABOUT DATAMACRO_PAVEMENTAMP_V####.XLSM: There are several additional worksheets
built into the DataMacro_pavementAMP_v####.xlsm file. These worksheets contain all of the imported
Roadsoft data as well as a sheet of background calculations. These data worksheets are hidden; the
background calculations worksheet is hidden and protected. If it is necessary to access these worksheets,
unhide them; be aware that modifying and unprotecting them leaves them vulnerable to inadvertent
changes that will render the Excel file useless for inserting data into the Word template.




Completing the Word template

The pavement asset management plan Word template (i.e., pavementAMP vYYYY.docm) is
automatically populated with content based on your responses and charts in the pavement asset
management plan workbook (i.e., DataMacro_pavementAMP vYYYY.docm). However, several places
in the Word document still require your input and editing.

1. Address all orange-text field prompts/“Your Content Here” prompts.

NOTE: < > are placeholders for user-entered data. Each of these placeholders
can be identified by its field formatting, its orange color, and its unique tagging “<#”. Each of
these placeholders has a different prompt depending on the type of information to be input. An
example of an orange-text field prompt is:

< >

To address these prompts:
a. Navigate to the orange-text field prompts or comments/“Your Content Here” prompts.

i. Place your cursor on the cover page, then toggle to each prompt using the F11
key on your keyboard.

OR: Visually search the document for orange-text fields and/or “Your Content
Here” prompts.

OR: Select Find from the Home ribbon Editing group, and enter “<#” in the
Search document input box. (Note: This will also find the missed auto-fills; see
step 4, below).

b. Fill in content/responses manually.

NOTE: Some orange text field prompts are associated with dropdown selections for
content/responses. The chosen dropdown selection or the manually-entered
content/response should flow with the context of the paragraph or section.




2. Address all teal-commented optional sections (see figure below).
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NOTE: Teal-commented optional sections signal entire sections that are optional and can be
deleted based on your agency’s circumstances. These sections are placed in content controls. In
many cases, you will have a choice between alternate teal-commented sections for the same entire
section; you may delete one or all options for the entire section if it does not apply to your
agency’s circumstances. Optional sections are accompanied by instructions in the teal-highlighted
comment. An example of an optional section’s instructional comment is:

Discuss the reconstruction treatments that apply to your agency’s methods used.

To use/modify applicable content, right-click the content control and then select “Remove
Control” to retain text; then, use/modify content.

To create new sub-sections, select the control handle and select Ctrl + C or use the Copy button in
the Home ribbon Clipboard group; paste the copied content control at the bottom of the list.

To delete sub-sections, select the control handle and use your Delete key to delete content.
Scrolling over optional section content controls will shade the content control area in grey.

Scrolling over an optional section will show its content control and will shade the content control
in grey (see figure above). At this point, you may address the teal-commented optional section in
one of three ways:




a. OPTION 1: Use and/or modify optional sections content:

i. Right-click anywhere inside the content control.

= A dropdown menu will appear.

ii. Select Remove Content Control (see figure below).
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= The content control is now removed and the text has merged with the body of the
document. You may now edit this section as part of the body itself.

b. OPTION 2: Create new sub-sections:

1. Place cursor in optional section content control.

= The content control frame and handle (upper left corner) will open (see figure
above).




ii. Select the content control handle (see figure below).
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iii. In the Home ribbon, select Copy from the Clipboard group to copy the
chart/graph to the Windows clipboard.

OR: Right-click on the chart/graph; select Copy from the dropdown menu.
OR: Use the Ctrl + C keyboard shortcut.

iv. Place cursor at the end and outside the content-controlled area.

v. In the Home ribbon, select Paste from the Clipboard group to paste the
chart/graph that was copied to the Windows clipboard.

OR: Right-click on the placeholder; select Paste from the dropdown menu.

OR: Use the Ctrl + V keyboard shortcut.

c. OPTION 3: Delete optional sections entirely:

i. Place cursor in optional section content control.

= The content control frame and handle (upper left corner) will open.

ii. Select the content control handle (see figure above).




iii. Press the Delete key on your keyboard.
= This removes the entire optional section.
3. Address missed auto-fills.
a. Select Find in the Home ribbon Editing group.

= The Navigation pane will open along the left side of the Microsoft Word
window.

i. Enter “<#” in the Search document input box in the Navigation pane.
ii. Press Enter on your keyboard.

= Any instances of “<#” will be found, and you will automatically advance to the
first instance after your cursor’s current location.

iii. Replace missed auto-fills with appropriate content.

iv. Select Next to advance to the next instance of the auto-fill placeholder.

OR

b. Select Replace in the Home ribbon Editing group.

= The Find and Replace dialogue box will open.

i.  Enter “<#” in the Find what: input box.

1. Select Find Next.

= Any instance of the of “C#” will be found and you will automatically advance
to the first instance after your cursor’s current location.

iii.  Replace any missed auto-fills with appropriate content.
iv.  Select Find Next to advance to the next instance of the auto-fill placeholder.

4. Address comments.




NOTE: Comments appear along the right side of the Word document. If you do not see
comments, ensure that the markup dropdown menu in the Review ribbon Tracking group says
“All Markup” or “Simple Markup”. If you select “Simple Markup”, you will need to select Show
Comments in the Comments group (see figure below).

a. Delete comments when done by right-clicking on the comment and selecting Delete
Comment from the dropdown menu (see figure below).
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Customizing the Word Template

The pavement asset management plan should be customized to reflect your agency’s branding and asset

management message.

Inserting a logo
1. Select the picture placeholder.

2. Select the icon in the center of the picture placeholder (see figure below).

J = Picture [
x L} O

= The Insert Pictures dialogue box will open (see figure below).

x
Insert Pictures Q © ®
W Fomafile Browse
b Bing Image Search Search Bing

&& OneDrive - Personal Browse b




3.

= The Insert Picture window will open (see figure below).

Select Browse > in the From a file option row in the Insert Pictures dialogue box (see figure

above).

E Insert Picture
+

Organize =

Camera Roll

&= » ThisPC » Pictures

New folder

Saved Pictures

X
v 0 Search Pictures 2

=~ [ @

File name:

Cancel

4. Navigate to your desired image using the Insert Picture window (see figure above).

5. Select the image in the Insert Picture window, and then select Insert (see figure above).

= The Picture placeholder will be replaced with the selected picture.

Changing the color bar (Optional)

L.

Select the color bar on the cover (see figure below).

2. Select Shape Fill in the Drawing Tools > Format ribbon Shape Styles group (see figure below).

3.

Select a color from the dropdown menu or select More Fill Colors... for additional choices (see
figure below).
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Changing color of Cover and Heading 1 Styles (Optional)

1. Select the expansion arrow for the Home ribbon Styles group (see figure below).
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= The Styles pane will appear on the right side of the Microsoft Office window.

2. Hover over the Cover or Heading 1 style. DO NOT select the style otherwise you will apply it to
the text where your in-text cursor is positioned.

= A dropdown arrow will appear on the right side of the listed style.




3.

Select the dropdown arrow.

4. Select Modify... from the dropdown list (see figure below).
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The Modify Style window will open (see figure below).
Select the dropdown arrow next to the color swatch (see figure below).

Select a color from the dropdown menu or select More Fill Colors... for additional choices (see
figure below).
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7. Select OK.




Inserting charts (manual procedure)

You may also choose to add Excel charts or graphs manually to your pavement asset management plan
Word document (i.e., pavementAMP_v2020.docm). To insert Microsoft Excel charts/graphs into the
Word document:

1. In the workbook, select a chart/graph (see figure below).
o 8 o

+

]

A
&

T

O
L

2. In the Excel workbook’s Home tab, select Copy from the Clipboard group to copy the
chart/graph to the Windows clipboard.

OR: Right-click on the chart/graph; select Copy from the dropdown menu.
OR: Use the Ctrl + C keyboard shortcut.

3. In the pavement asset management plan Word template (i.e., pavementAMP v2020.docm), place
cursor at the position in the document where the chart or graph should be inserted.

NOTE: If your pavement asset management plan Word template was not open before you started
this procedure, you may open it now.

4. Inthe Word document’s Home tab, select Paste from the Clipboard group to paste the
chart/graph that was copied to the Windows clipboard.

OR: Right-click where your cursor is positioned, and select Paste from the dropdown menu.

OR: Use the Ctrl+V keyboard shortcut.

Inserting images
Maps (see instruction in the section Creating map images from Roadsoft, below) and other images will
help communicate your inventory of assets and your asset management goals.

NOTE: The procedure for creating maps in Roadsoft, exporting them as PDFs, and saving them as image
files is detailed below.

To insert an image into the Word template:

1. Place cursor where you desire to insert an image.



2. Select Pictures in the /nsert ribbon lllustrations group.
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Insert (see figure above).

The picture will insert into the Word template.

(see figure below).

istruction-Guide-for-CompliancePlan-revised2 docx - Word Picture Tool

Navigate to your desired image using the Insert Picture window; select the image and then select

Adjust by selecting the image and using Wrap Text option in the Picture Tools > Format ribbon
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Creating map images from Roadsoft

The pavement asset management plan Word template has several map images including figure 16 —
inventory of pavement assets and figures 44 through 50 — pavement assets’ planned projects, and figure
54 — critical links in the road and bridge network. The following procedures detail the creation of each of
these maps in Roadsoft and exporting them PDF files; an additional procedure explains the process of
saving a PDF file as an image. The preceding section (above)—Inserting content into the pavement asset
management plan Word Template—details the procedure for inserting images into a Word document.

Creating image for 1. Pavement Assets > Inventory of Assets (Figure 16)
1. Display roads according to rating.
a. Select Show Legend Window ( B - ) in the Map tool options bar.

= The Road Legend window will open (see figure below).

b. Select Open Legend Builder (:z]) in the Road Legend window (see figure below).

= The Legend Builder window will open (see figure below).
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c. Choose the Good/Fair/Poor field from the Legend Field dropdown list (see figure
above).

d. Move the good, fair, and poor rated road values down to the Query box of the Legend
Builder window.

i. Highlight good, fair and poor unique values by selecting the first value (e.g.,
Good), holding down the Alt key on your keyboard, and selecting the subsequent
unique values (e.g., Fair and Poor).

ii. Select Add Selected Unique Value(s) ( &) Add Selected Unigue Value(s) ),
e. Select one condition Query value in the /tems list.

f.  Adjust color and font size of the selected value using Feature and Outline in the Item
Properties box (see figure below).

g. Select Apply Property to All Items to apply adjusted color and font size to all Query
items (see figure below).

= The Apply Selected Property dialogue box will open (see figure below).

A% | £ o Road Segment - @ @ %~ 117 |€ @ B | % | Zoom Options: - |2 @ &) [E A8 Y Fitter - | ] View Module |@ Add Feature + | £ Projects = © Routine Maint.

[=]

Legend Field: | Good/Fair/Poor

E &l [ [©

@® Uni

Current Legend:

[No Legend Applied]
Poor (1-4)

© Add Selected Unique Value(s)

L

IASERRating  LastPASERRatingDate  CurrentPASERRating  LastIBRR:
B

= Apply Property to All ltems <
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@ Apply || © Cancel

h. Select Yes in the Apply Selected Property dialogue box (see figure above).

i.  Select Apply (@ apply ) in the bottom right of the Legend Builder window once the legend
settings are correct.




= The Road Legend window will display the applied legends (see figure below).
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2. Add an unpaved road filter.

a. Select Filter ( 7 Fiter ) in the Map tool options bar.

b. Select Apply Saved Filter as Selection... from the Filter dropdown list.

= The Load Saved Filter window will open (see figure below).

c. From the list of filters, apply both the city and county unpaved roads filters (see figure

below).
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d. Select OK.




= The filters will be applied.

e. Select File from the main menu, and select Export/Upload >.

f. Select Export Layer to File from the Export/Upload > flyout menu (see figure below).
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= The Export Road to Shapefile window will open (see figure below).
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g. Select an Export Path (e.g., folder where you are storing your materials for your
pavement asset management plan) and enter a File Name (e.g. unpavedroadlayer) (see
figure above).

h. Import the shape file as a layer.




ii.

iii.

1v.

Right-click on Road from the Map Layers window (see figure below).

Fle TAMC AssetManagement Reporting LDC Tools Settings Help
EMap
MS" e BX| 90, Road Segment - & @) @ % 17 & @ 8 | X | Zoom Options: ~ | @ 1 [E] #8 7 Filter | ] View Module | @ Add Feature ~ | | Projects ~ © Routine Maint, ~

O s &=

Point Layers

Bridge

Intersection
Line Layers

Polygon|

[ Legend Builder.

Wyar]  APPly Saved Legend
city Clear Legend
Towr Delete Saved Legend.

Counl@  Add Layer.

© Remove Layer
< 9 Radsime e
Y Layer Properties.

Zoom To Layer Selection

Zoom to Layer Extents

Select Add Layer from the flyout menu (see figure above).

The Add Map Layer window will open (see figure below).
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Select the External Layer tab in the Add Map Layer window (see figure above).

Browse for the exported shape file using the Path browse button (see figure
above).

The Select external file to add to the map window will open (see figure below).

Navigate in the Select external file to add to the map window to the shape file
exported in step 1, select the shape file, and select Open. (see figure below).
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vi. Select OK in the Add Map Layer window.

= The shape file will be added as a Line Layer in the Map Layers window (see
figure below).
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Point Layers
Bridge
Intersection

I
I

Line Layers , » (
unpavedroadiayer .
Roa
Hyd Apply Saved Legend.
cityl  Clear Legend.

Legend Options
To Delete Saved Legend.
Cou

© Add Layer.

© Remove Layer

-

Layer Properties.
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Right-click on the Road category once again (see figure above).

Select Layer Properties ( 34 ).

The Road Layer Properties window will open (see figure below).

Select the Legend tab of the Road Layer Properties window (see figure below).
Adjust color and font size of the roads in the unpaved road layer (see figure below).
Select Apply (see figure below).

Ensure that both the shape layer (e.g., unpavedroadlayer) and the Road layer are
selected in the Line Layers group of the Map Layers window; de-select the Bridge and
Intersection layers of the Point Layers group.
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3. Print the map as a PDF.

a.  When the map is ready, select File from the main menu (see figure below).

b. Select Print Current Map View from the File menu (see figure below).
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= The Map Print Setup window will open (se

e figure below).
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c. Enter desired label information into the Title and Subtitle input boxes, and adjust the
Scalebar Units and legend as desired (see figure above).

d. Select Print Map (see figure above).

= The Windows Print window will open (see figure below).
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e. Select Microsoft Print to PDF from the Print window (see figure above).

f. Select Print (see figure above).
= The Save Print Output As window will open.
g. Navigate in the Save Print Output As window to the desired folder containing pavement

asset management plan materials, enter a descriptive file name in the File name input box
(e.g., pavementAMP_figurel), and select Save.




Creating image for 1. Pavement Assets > Planned Projects (Figures 44 — 50)

NOTE: The process detailed by the following instruction steps must be repeated for each road asset type
(paved or unpaved) and for each year or year range to create figures 44 through 50.

1. View projects.
a. Select Show Legend Window ( Bl - ) in the Map tool options bar.

= The Road Legend window will open (see figure below).
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b. Select Open Legend Builder (=£]) in the Road Legend window (see figure above).

= The Legend Builder window will open (see figure above).

c. Select Scheduled Maintenance Year from the Legend Field dropdown box in the
Legend Builder window (see figure above).




= Relevant unique values will populate the Unique Values box (see figure below).
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d. Select a year or span of years in the Unique Values box by clicking the first year, holding
down the Shift key, and then clicking the last year in the range (see figure below).

NOTE: Since the pavement asset management plan is looking forward at the project you
plan to do on your network, the selected span of years should begin during or after the
publication year of your pavement asset management plan and include the subsequent
years corresponding to the subsequent years covered in your pavement asset management

plan.

= All the selected years should be highlighted in blue.

e. Select Add Selected Unique Value(s) (&) Add Selected Unique Value(s) ) in the Unigue
Values box of the Legend Builder window (see figure above).

NOTE: The years should appear in the /fems box (lower left).

NOTE: If any other values are listed in the /tems box, these values should be deleted so
that only the desired project years are listed (see figure below).

f. Select one year Query item in the [tems list.




Adjust color and font size of the selected item using Feature and Outline in the Item
Properties box (see figure below).

Select Apply Property to All Items to apply adjusted color and font size to all Query

items (see figure below).

The Apply Selected Property dialogue box will open (see figure below).
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Select Yes in the Apply Selected Property dialogue box (see figure above).

Select Apply (@ apply ) in the bottom right of the Legend Builder window once the legend

settings are correct.

The Road Legend window will

display the applied legends (see figure below).
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1. Ensure that the Road layer is selected in the Line Layers group of the Map Layers
window; de-select the Bridge and Intersection layers of the Point Layers group (see
figure above).

2. Create a new project.

a. In the Map window, select Road Segment in the Map tool options bar (see figure below).
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b. Select the segment(s) of road on the map where the project will take place (see figure
above).

= Selected segment(s) will be highlighted.
c. Select the Projects in the Map fool options bar (see figure above).
d. Select Add Project Using Selection... in the Projects dropdown menu.

= The Add Project window will open (see figure below).




[+ Add Project

= Project Information

Location
Project Number/ID
Surface Subtype
Life Expectancy 0
= Estimated Costs $0

Calculate Estimated Costs...
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Start Date 9/10/2019
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e. Fill out Project Information fields (i.e., Location, Project Number/OD. Surface Subtype,
Life Expectancy, Estimated Costs, Total Costs, Start Date, status, Completion/Open To
Traffic Date, Reactionary Project, Warranty Project, Description, Source of Funds,

Memo).

NOTE: As long as the Start Date field data falls within the selected span of years (see
step 1.¢), the road segments will be displayed with the same color as the other road
projects within the same span of years.

f. Select Save.

3. Print the map as a PDF.

a. When the map is ready, select File from the main menu (see figure below).




Select Print Current Map View from the File menu (see figure below).
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The Map Print Setup window will open (see figure below).
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Enter desired label information into the 7itle and Subtitle input boxes, and adjust the
Scalebar Units and legend as desired (see figure above).

Select Print Map (see figure above).

The Windows Print window will open (see figure below).
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e. Select Microsoft Print to PDF from the Print window (see figure above).
f. Select Print (see figure above).
= The Save Print Output As window will open.

g. Navigate in the Save Print Output As window to the desired folder containing pavement
asset management plan materials, enter a descriptive file name in the File name input box
(e.g., pavementAMP _figure6), and select Save.

Creating image for 3. Risk of Failure Analysis (Figure 54)
1. Select Road in the Map Layers window.
2. Select Road Segment in the Map tool options bar (see figure below).
3. Inthe Map window, select a segment or multiple segments of road (see figure below).

NOTE: Hold down the Ctrl on your keyboard when selecting with the mouse in order to make
multiple selections, or hold down the Alt key on your keyboard when selecting with the mouse in
order to de-select a segment.
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4. Right-click on any of the selected segments (see figure above).




5. Select Save Selection as Filter... from the dropdown list (see figure below).
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= The Save Selection as Filter window will open (see figure below).
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Enter a name in the Name input box for filter.

If a risk group already exists, select risk group from the Group dropdown list.

OR: If a risk group does not exist, type in the name of a new risk group in the Group field.

Right-click on a selected high-risk segment in the Map window.

Select View Module... from the dropdown list.




= The Road Module tab will open (see figure below).
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Select the User-Defined tab located in the Road Module tab (see figure above).

The User-Defined window will display (see figure below).
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Plow Routes | Undefined
Risk Undefined
= User Def 4 | Undefined

Add/Edit User Def 4 Type...
Change Label...

&

i peunea-esn g] epinoys I semno/ain = [ dew-ui ]

Select the plus sign to the left of the first user-defined field, “User Def 4” (see figure above).
This will expand the field options for that user defined field.

Select the Change Label... option associated with the User Def 4 field options (see figure
above).




= The Specify Label window will open (see figure below).

Specify Label

Please specify a label for this User-Defined field.
“.Jser Def 4 |

|QOK | ‘gCanoeI ‘

13. Enter a name for the user-defined field in the input box: “Risk” (see figure above).

14. Select OK.

15. Select the Add/Edit Risk... option associated with the Risk field options

= The View/Edit Lookup/Defaults window will open (see figure below).

View/Edit Lockup/Defaults x

Lookup Table Description Abbreviation
User Def 4

= Edit Lookup

Description Millen TWP
Abbreviation Wl

Edit values in lookup table

‘eDeIete ‘fEth H@Add

16. Select Add (see figure above).

= The Edit Lookup window will open (see figure above).

17. Enter a new name in the Description input field and an abbreviation in the Abbreviation input
field for the new high-risk section.

18. Select Save.

NOTE: Save these options for the “Risk” user-defined field before creating values for every other
high-risk section.




19.

20.

21.

22.

23.

24,

25.

26.

27.

Select the X in the top right corner of the View/Edit Lookup/Defaults window to close the window
and return to the map when finished.

User-defined values will now be added to the Road Module.

NOTE: These newly-added user-defined values still need to be applied to the appropriate
segments. The Multi-edit tool is used to accomplish this.

Select the Map tab.

Right-click on the map.

Select Apply Saved Filter as Selection... from the dropdown menu.
Use the Group dropdown to locate the Risk group.

Select OK.

Select View Module ( i) View Module ) in the Map tool options bar.

Select Multi-edit ( |5 Multi-edit ) in the Road Module tab (see figure below).
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Select All Segments from the dropdown menu.




= The Road Multi-edit window will open (see figure below).
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28. Select ALL Selected Segments from the PR dropdown list.

29. Select User-Defined from the /nventory section of the window (see figure below).
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30. Select Risk in the User Defined Fields box, and use the dropdown list at the right side of the field
to select the first segment.

31. Repeat this steps 29 and 30 for each of the segments.

32. Apply legends to high-risk segments.

a. Select Show Legend Window ( FE b ) in the Map tool options bar.

= The Road Legend window will open (see figure below).

b. Select Open Legend Builder ([:]) in the Road Legend window (see figure above).
= The Legend Builder window will open (see figure above).

c. Select Risk from the Legend Field dropdown box in the Legend Builder window (see
figure above).

= Relevant unique values will populate the Unique Values box.
d. Select the desired segments.
= All the selected segments should be highlighted in blue.

e. Select Add Selected Unique Value(s) (&) Add Selected Unigue Value(s)) in the Unique
Values box of the Legend Builder window.

f.  Values will be added to the Query in the /tems box.
g. Select the first Query item in the /tems list.
h. Adjust the color and font size using Feature and Outline in the Item Properties box.

i.  Select Apply Property to All Items to apply adjusted color and font size to all Query
items.

OR

Repeat steps 32g and 32h for each Query item to create a unique legend for each item.



j- Select Apply (@ apply).

33. Print the map as a PDF.

a. When the map is ready, select File from the main menu (see figure below).

b. Select Print Current Map View from the File menu (see figure below).
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= The Map Print Setup window will open (see figure below).
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c. Enter desired label information into the 7itle and Subtitle input boxes, and adjust the

Scalebar Units and legend as desired (see figure above).

d. Select Print Map (see figure above).




= The Windows Print window will open (see figure below).
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e. Select Microsoft Print to PDF from the Print window (see figure above).
f. Select Print (see figure above).

= The Save Print Output As window will open.

g. Navigate in the Save Print Output As window to the desired folder containing pavement
asset management plan materials, enter a descriptive file name in the File name input box
(e.g., pavementAMP_figure54), and select Save.

Creating images from PDF files
To create images from the four PDF Roadsoft map files, you will need a PDF reader/writer software
program that allows you to save the PDF as an image. An example of this software is Adobe Acrobat.

1. Open each PDF map in the PDF software program.

2. Select File from the main menu.

3. Select Save As from the File menu.

4. Change Save as type to an image format (e.g., JPG, PNG, GIF, TIF).

Note: It is important to ensure that the save location for the file is the same folder where you are
saving all of your pavement asset management plan materials.




Note: The file name should remain the same as the PDF file name, but the extension will change
from “.pdf” to the file extension corresponding with your selected image format.

5. Select Save.

6. Follow the procedures (detailed above) for inserting images into your pavement asset
management plan Word template.




Updating the Table of Contents, Table of Figures, and Table
of Tables

1. Update Table of Contents

a. Select the Contents field.

NOTE: The Contents may also be titled Table of Contents.

= The Contents will highlight in grey and the Contents menu bar will appear (see figure

below).
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b. Select Update Table in the Contents menu bar (see figure above).

OR: Right-click in the Contents field, and select Update Field from the dropdown menu
(see figure below).
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= A dialogue box will open prompting you to select an update option (see figure below).

Update Table of Contents ? et

Waord is updating the table of contents, Select one
of the following options:

O Update page numbers only
(@)iUpdate entire tablei

c. Select Update entire table, and then select OK (see figure above).

NOTE: If you select Update page numbers only, Word may not update the Table of
Contents to reflect every added or removed section but only the new page numbers
corresponding to existing sections. Selecting Update entire table will update all sections
and page numbers.

= The Table of Contents will update to reflect the changes you have made to the document.

NOTE: If you make further changes to the Word document that involves adding or
removing sections or changing page numbers, you will need to update the Table of
Contents again to reflect these changes. The Table of Contents does not update
automatically.




2. Update Table of Figures
a. Select the Table of Figures field.

= The Table of Figures field will highlight in grey (see figure below).
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b. Right-click in the Table of Figures field, and select Update Field from the dropdown

menu (see figure below).
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= A dialogue box will open (see figure below).

Update Table of Figures ? et

‘Waord is updating the table of figures. Select one of
the following options:

O Update page numbers only
(®)iUpdate entire table;

c. Select Update entire table, then select OK.

NOTE: If you select Update page numbers only, Word may not update the Table of
Figures to reflect every added or removed figure but only the new page numbers
corresponding to existing figures. Selecting Update entire table will update all figures
and page numbers.

= The Table of Figures will update to reflect the changes you have made to the document.

NOTE: If you make further changes to the Word document that involves adding or
removing figures or changing page numbers, you will need to update the Table of Figures
again to reflect these changes. The Table of Figures does not update automatically.

3. Update Table of Tables

NOTE: A Table of Tables will automatically merge into a preceding table and be deleted,
Therefore, a Table of Tables should be created at the end of the entire document, copied, and
pasted after the Table of Figures.

a. Delete the Table of Tables in the current document, leaving the heading in place.
b. Place your cursor at the very end of the document.

c. Select Insert Table of Figures in the References ribbon Captions group.




= The Table of Figures window will open (see figure below).
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Select Table from the Caption label drop-down menu (see figure above).
Select OK.

Highlight the inserted Table of Tables.

Drag and drop your selection below the Table of Tables heading (see figure below).
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Inserting Appendixes

To create a pavement asset management plan document with appendixes as a single file, save the
pavement asset management plan Word template and any other associated files as PDFs. Then, using a
PDF editing software program, merge the PDFs into a single PDF.

To save a Word document as a PDF:

1. Select File in the ribbon menu.
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2. Select Save as Adobe PDF in the File sidebar menu (see figure below).
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OR: Select Print in the File sidebar menu (see figure above).

= The Windows Print window will open (see figure below).




a. Select Microsoft Print to PDF from the Print window (see figure above).

b. Select Print (see figure above).

= The Save Print Output As window will open.

c. Navigate in the Save Print Output As window to the desired folder containing
compliance plan materials, enter a descriptive file name in the File name input box
(e.g., pavementAMP_YYYY or pavementAMP-appendix1_YYYY, where “YYYY”
is the current year), and select Save.

OR: In the Home ribbon, select Create and Share Adobe PDF in the Adobe Acrobat group
(see figure below).
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Once all necessary files have been saved as a PDF, proceed with using a PDF editor to
compile all necessary PDFs into a single PDF.




Updating in Future Years

1. Complete the required Roadsoft exports as before and complete the steps in the Excel document.
2. An original template must be saved for requested form the CTT with the link data.

3. Once an original template is available, the transfer can be completed from Excel to the Word
template.
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