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You must have an internet connection for these links to work.

Disclaimer: iPad features change frequently. If you are having trouble finding what you are looking
for, please check the Apple online guide at https://support.apple.com/guide/ipad/welcome/ipados

Highly recommended: For a summary of the new features in please see What’s new

VERY IMPORTANT: Open the company portal once a week to make sure your device is still signed
in. AND be sure to open the App store once a week to check for updates and install them.
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Getting to know your iPad
If your iPad is assigned to you, then it has your email loaded on it and requires a passcode. (Shared
iPads do not have passcodes initially)

Turn on your iPad with the button on the top right edge.

(Press button and hold until the apple appears) The initial

passcode is supplied with your iPad. To change this passcode Ao
touch the settings icon. Scroll down (on the left side) and find
“Touch ID & Passcode” or “Passcode”. Enter your temporary
passcode, and then follow the prompts.

P T
Sleep/Wake

- Yolume
Up/Down

Touch the power button to put the device to sleep.
Touch the home button to “wake it up”.

Press and hold button the power off. A message will
appear to power off.

Press and hold the power button and home key to
hard reset your iPad. If you are having problems with
your iPad you might try this.

Home

Lightning ‘connector

Settings
Settings are used for a number of tasks. Explore the settings to learn more about your iPad. These are
just a few examples.

Connect to Wi-Fi. You should connect to the IADOT_Employees_Only Wi-Fi. Log in with your
network ID and password (the same as you log into your computer with.
Bluetooth — this is how your keyboard (if supplied) connects to your iPad. If your keyboard is
not working, check here to be sure it’s connected.
General: There are several settings you can change or view here.
o “About” shows a lot of details about your iPad, including how much storage is available.
o “Software Update” will show a 1 if the operating system has an update waiting. Do not
install an operating system update until you receive an email instructing you to do so.
Display and Brightness — The auto-lock has been moved here, change your setting if you find
your iPad is going to sleep to fast.
iTunes & App Store — Automatic Downloads should be turned OFF.
Do NOT turn on two factor authentication
Do NOT set up Apple Pay
Do NOT sign into iCloud
Accounts and Passwords — you can store passwords here.

Sometimes an operating system update will reset your settings. It's a good idea to check your settings
after you have installed a new update.

Return to Table of Contents
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Adjust the screen brightness and color balance
Dim the screen to extend battery life. Use Night Shift to shift the colors in your display to the warmer

end of the spectrum at night and make viewing the screen easier on your eyes.
I

Adjust the screen brightness. Open Control Center, then drag ¢ ~.or go to Settings > Display &
Brightness, then drag the slider.

Automatically adjust the screen brightness. Go to Settings > General > Accessibility > Display
Accommodations, then turn on Auto-Brightness. iPad adjusts the screen brightness for current light
conditions using the built-in ambient light sensor.

Turn Night Shift on or off. Open Control Center, touch and hold -'C-)‘-, then tap _Q_. Or goto
Settings > Display & Brightness > Night Shift.

Turn on Night Shift manually—helpful when you’re in a darkened room during the day, for example—or
go to Settings > Display & Brightness > Night Shift to schedule it to turn on automatically. If you schedule
Night Shift to turn on from sunset to sunrise, iPad uses the data from your clock and your geolocation to
determine when it’s nighttime for you.

Note: You won’t see the option to turn on Night Shift from sunset to sunrise if you’ve turned off
Location Services in Settings > Privacy, or if you've turned off Setting Time Zone in Settings > Privacy >
Location Services > System Services.

To adjust the color balance for Night Shift, go to Settings > Display & Brightness > Night Shift, then drag
the slider toward the warmer or cooler end of the spectrum.

Restart an app or iPad
If something isn’t working right, try restarting the problem app or iPad.

Restart an app. If an app isn’t working properly, you can force it to quit, then try to reopen it. (Typically,
there is no reason to quit an app; quitting it doesn’t save battery power, for example.) To quit the app,
double-click the Home button, then swipe up on the app in the App Switcher. Opening it again may
resolve the problem.

Restart iPad. Press and hold the Sleep/Wake button until the slider appears. Drag the slider to turn off
iPad. To turn iPad back on, press and hold the Sleep/Wake button until the Apple logo appears.

Force restart iPad. If iPad isn’t responding, press and hold the Sleep/Wake button and the Home button
at the same time for at least ten seconds, until the Apple logo appears.

Return to Table of Contents
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Organize the Apps on your iPad
Rearrange the Home screen and customize the Dock. Touch and hold any app on the Home screen,
then drag it to where you want it (wait until the apps rearrange to lift your finger).

Move the app to a different Home screen: Drag it to the edge of the screen.
Move the app to the Dock: Drag it to the left side of the Dock at the bottom of the screen.

You can also touch and hold an app until the app icons jiggle, drag the app to where you want it, then
press the Home button to save your arrangement. To select multiple apps to move at once, touch and
hold an app until the app icons jiggle, drag the app slightly, then tap additional apps with another finger.

Create an additional page for the Home screen. While arranging
apps, drag an app to the right edge of the last page. The dots
above the Dock show how many pages you have and which one
you’re viewing.

Start over. Go to Settings > General > Reset, then tap Reset Home 8 /f

Screen Layout to return the Home screen and apps to their original y 7 e =
layout. Any folders you’ve created are removed, and apps you’ve | 7

downloaded are placed after apps that came with your iPad. y 7

Remove apps from the Home screen. Touch and hold an app on the Home screen until the app icons

jiggle, then tap X on the apps you want to remove. When you finish, press the Home button.

In addition to removing third-party apps, you can remove some built-in Apple apps that come with your
iPad

Note: When you remove a built-in app from your Home screen, you also remove any related user data
and configuration files. Removing built-in apps from your Home screen can affect other system
functionality. For more information, see the Apple Support article Remove built-in Apple apps from the
Home screen.

Restore an app you removed. Go to the App Store, search for the app, then tap sL .

Create a folder. Touch and hold an app on the Home screen, drag it onto another app
you want in the same folder, then lift your finger. Tap the name of the folder to
rename it. Drag apps into or out of the folder.

To quickly create a folder with multiple apps, touch and hold an app until the app
icons jiggle, drag the app slightly, then tap additional apps with another finger. While
holding the selected apps with one finger, use another finger to press the Home to
stop the icons from jiggling. Drag your selection onto another app you want in the
same folder, then lift your finger.

You can have multiple pages of apps in a folder.

Delete a folder. Tap a folder, then drag out all the apps—the folder is deleted automatically.

Return to Table of Contents
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Multitasking (from Apple iPad help)
This includes Slide Over, Split View and Picture in Picture.

Swipe down to switch apps

PRy N e
SEI |t VIEW Tap to make both apps

active at the same time.

.

Open a second app in Split View. While using an app, swipe up from
the bottom to reveal the Dock. Touch and hold an app in the Dock,
drag it to the right or left edge of the screen, then lift your finger. If
two apps are already open, drag over the app you want to replace.
To give both apps equal space, drag the app divider to the center of
the screen.

Trip Matchmaker: Find Your
Perfect Honeymoon

Apps that you use together in a Split View are paired, so they both
open when you select either from the App Switcher or from the | -—
Dock.

Open Split View from the Home screen. Touch and hold an app on the Home screen or in the Dock,
drag it a finger’s width or more, then continue holding it while you tap a different app with another
finger. After the second app opens, drag the app you're holding to the left or right edge of the screen,
then lift your finger. (If you don’t initially drag the first app far enough, all of the apps on the Home
screen begin to jiggle, which allows you to rearrange your Home screen. To start over without
rearranging, press the Home button.)

Close Split View. Drag the app divider to the left or right, depending on which app you want to close.
Turn Split View into Slide Over. Swipe down from the top of an app in the smaller view.

Slide Over

Open an app in Slide Over. While using an app, swipe up from the bottom to reveal the Dock. Touch and
hold an app in the Dock, then drag it above the Dock.

If an app is already open in Slide Over, it’s replaced by the app you drag from the Dock. To open a third

app in Slide Over when the screen is in Split View, drag the app from the Dock to the Split View app
divider. On supported models, you can work on all three apps simultaneously.

Open an app in Slide Over from the Home screen. Touch and hold an app on the Home screen or in the
Dock, drag it a finger’s width or more, then continue holding it while you tap a different app with
another finger. After the second app opens, lift your finger. (If you don’t initially drag the first app far
enough, all of the apps on the Home screen begin to jiggle, which allows you to rearrange your Home
screen. To start over without rearranging, press the Home button.)

Move an app in Slide Over off and on the screen. Drag the top of the Slide Over window off the right
edge of the screen. To view it again from any other open app, swipe from the right.

Move an app in Slide Over to the other side of the screen. Drag from the top of the Slide Over window.

Turn Slide Over into Split View. Swipe down from the top of the Slide Over window.

Return to Table of Contents
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Charge the battery
The best way to charge the iPad battery is to connect iPad to a power
outlet using the included cable and USB power adapter.

Note: Connecting iPad to a power outlet can start an iCloud backup
or wireless iTunes syncing. See Back up iPad with iCloud Backup and

Sync iPad.

iPad may also charge slowly when you connect it to a USB 2.0 port on
your computer. If your Mac or PC doesn’t provide enough power to - i
charge iPad, a “Not Charging” message appears in the status bar.

Important: The iPad battery may drain instead of charge if iPad is connected to a computer that’s
turned off or is in sleep or standby mode, to a USB hub, or to the USB port on a keyboard.

The Control Center
The control center has been redesigned again.

Open the Control Center Swipe down from the top-right edge; to close it, swipe up from the bottom.

Access more controls in Control Center Many controls offer additional options. To see available options,
touch and hold a control. For example, you can do the following:

®
In Control Center, touch and hold the top-left group of controls, then tap ©to see the AirDrop
options.

In Control Center, touch and hold mto take a selfie, record a video, scan a QR code, or take a
photo. '

Temporarily disconnect from a Wi-Fi network

P~

-
In Control Center,tap ® ; to reconnect, tap it again.

-
To see the name of the connected Wi-Fi network, touch and hold
Because Wi-Fi isn’t turned off when you disconnect from a network,
AirPlay and AirDrop still work, and iPad joins known networks when you

change locations or restart iPad. To turn off Wi-Fi, go to Settings > Wi-Fi. (To turn on Wi-Fi again in

NN
N
Control Center, tap x .) For information about turning Wi-Fi on or off in Control Center while in
airplane mode, see Choose iPad settings for travel.

Temporarily disconnect from Bluetooth devices In Control Center, tap *; to allow connections, tap
the button again.

Because Bluetooth isn’t turned off when you disconnect from devices, location accuracy and other

services are still enabled. To turn off Bluetooth, go to Settings > Bluetooth, then turn it off. To turn

5
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®
on Bluetooth again in Control Center, tap % For information about turning Bluetooth on or off in
Control Center while in airplane mode, see Choose iPad settings for travel.

Add and organize controls
Go to Settings > Control Center > Customize Controls.

To add or remove controls, tap or e

To rearrange controls, touch = next to a control, then drag it to a new position.

Switch between apps on iPad

Use the Dock, the App Switcher, or a gesture to quickly switch from one app to another on your iPad.
When you switch back, you can pick up right where you left off.

Open an app from the Dock
Swipe up from the bottom edge of the screen and pause to reveal the Dock, then tap the app you want
to use.

Favorite apps are on the left side of the Dock, and suggested apps—like ones you opened recently and
ones open on your iPhone or Mac—appear on the right side of the Dock.

T I
WLOL)Im &
- r—
Favorite apps| |Suggested apps

Use the App Switcher
1. To see all your open apps in the App Switcher, do one of the following:
a. Swipe up from the bottom edge and pause in the center of the screen.
b. Double-click the Home button (models with the Home button).
2. To browse the open apps, swipe right, then tap the app you want to use.

Use Markup in apps on iPad

In supported apps such as Notes, Mail, and Books, you can annotate images, notes, PDFs, screenshots,
and more with built-in drawing tools. In some apps, you can also add text, speech bubbles and other
shapes, and signatures.

1. Inasupported app, tap Markup or @

2. Use your finger to draw; you can do any of the following:
Choose a drawing tool: Tap the pen, marker, or pencil tool. Tap the tool again to adjust the line
weight and opacity.

e Change the color: Tap a different color, or tap the color picker for more choices.

e Add text: Tap @, then tap Text. Tap the text box, tap Edit, then type your text. To change the

font or layout, tap A . To move the text box, drag it.

Return to Table of Contents



https://help.apple.com/ipad/12/#/iPad96eda0af

{JIOWADOT

iPad He|p SMARTER I SIMPLER | CUSTOMER DRIVEN 9/18/2020

e Add your signature: Tap @, then tap Signature.

e Add a magnifying glass effect: Tap @, then tap Magnifier. To change the magnification level,
drag the green dot. To change the size of the magnifier, drag the blue dot.

e Add a shape: Tap @, then tap a shape.
e To move the shape, drag it. To resize the shape, drag a blue dot. To fill the shape with color or

change the line thickness, tap Iz) To adjust the form of a shape that has a green dot, drag the
dot. To delete or duplicate a shape, tap it, then choose an option.

e Zoom in: Pinch open so you can draw the details, then pinch closed to zoom back out. To pan
when you’re zoomed in, drag two finggrs.

e Move elements of your drawing: Tap ‘:‘?.", drag around the elements to make a selection, lift your
finger, then drag your selection to a new location.

e Undo a mistake: Switch to the eraser or tap @
3. When you’re finished, tap Done.

Tip: To mark up a screenshot right after you take it, tap the thumbnail that appears for a
few moments in the bottom-left corner of the screen. (To share a screenshot after you

mark it up, tap |__T-| J)

iTunes Account

Your iTunes account (aka Apple ID) is typically your IDOT email address. There are some instances
where a Gmail account was used instead. Do not change your iTunes Account. Changes must be made
by WorkStation Support.

Updates

There is now a procedure in place when iOS updates are released from Apple. You should receive an
email that an update has been released and is currently being tested. You should not update your iOS
device until you are notified by email that it is ok to update. NOTE: You can update apps anytime an
update is available.

Prior to updating iOS, be sure you are connected to a WiFi network.

To update iOS, open Settings, go to General and tap Software Update. Tap “Download and install”. A
message will appear that the install will begin. Tap Install Now.

Next, Terms and Conditions will appear, tap Agree. Wait for the update to install. Your device will
reboot and the update will begin. You'll see a progress bar beneath the Apple logo. The update process
may take a while to complete.

After the update has been installed you will be prompted to enter your passcode and you may also be

prompted for your password for your Apple ID. For major updates, you may be given a brief tour of new
features.

Return to Table of Contents
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After the update you may have a few additional steps, such as selecting the language or enabling
location services. You should enable location services, this enhances many apps and it also an important
feature if your iPad is lost or stolen.

e Do NOT turn on two factor authentication
e Do NOT set up Apple Pay
e Do NOT sign into iCloud

iTunes Passwords
e The default password for most iTunes accounts is lowadotl. Users with iPhones may have a
different password.
e Do not change your iTunes password. It's only use is to download free apps and update the
operating system. If something were to happen to your iPad and IT did not have access to your
iTunes password it will cause problems.

Changing your IDOT Password
When you change your DOT password on your computer you must also change your DOT email

password on your iPad. When you open your mail, you will be asked to enter your new password. This
will update your password in other Microsoft products such as OneDrive, Word and Excel. It may also
log you in to Survey 123, Collector and Arc GIS Explorer.

Because we are using Outlook for our mail client, there is no longer a place in Settings to change your
password.

If you’re not prompted, you will need to change your password for your Wi-Fi connection.

e Go to Settings — Wi-Fi — click blue i and forget the network on IADOT Employees only
e Click and join network again with new password.

After changing password in wireless, go to Company Portal icon to confirm you are logged in. Enter your
network password if you are prompted. This will synchronize the password across all apps that have
been downloaded through the company portal.

App Store

You can use the App Store to update your apps by touching the blue icon in the upper right portion of
the screen. If there is a red badge with a number over the blue icon, the number indicates how many
apps you have to update. Tap the badges and then tap “update all” or update individual apps if you
choose. To see all your apps, tap the blue icon and then tap “Purchased”. If you accidently delete at
app you can reload it from this screen by touching the cloud.

Do not set your apps to update automatically. In settings go to iTunes & App Store. Under Automatic
downloads make sure that Apps and Updates are turned off.

Return to Table of Contents
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Safari

Adding Bookmarks to Safari

To add bookmarks: In Safari, upper left corner is a box with an arrow pointing up. Iﬁ (This is the Share
button. Touch this, then bookmarks. You can change the name and location and then save.

To view or use bookmarks: In Safari, upper right corner is a book icon: ED touch to open. Touch the
edit button to add new folders and organize your bookmarks.

Adding Safari Shortcuts to your Desktop
You can save a webpage as an icon on your iPad’s Home screen.

1. Use Safari to navigate to any web page.

2. Tap the Share button at the top of the screen.

3. Tap Add to Home Screen. Note that the icon will display the icon for that website or a small

screen capture of the site.

4. You can now edit the name of the page. Most web page titles are too long to display under an
icon on the Home screen of the iPad, so edit the name down to as short a title as possible.
You can tap Cancel to leave this interface without sending the bookmark to the Home screen.
Tap Add to complete adding the icon to the Home screen.

Press the Home button to return to your Home screen.

Look for the new icon on your Home screen that represents this bookmark. You may need to
swipe through the pages of your Home screens to find it. Then, you can move it to any page or
into a folder. The icon acts just like the app icons on your Home screen.

PN,

Download plans and proposals
Plan and proposals are available in Doc Express and the Contracts Office webpage at
https://iowadot.gov/contracts/plans-and-estimation-proposals.

On the Contracts web page, there will be a link for each project “download .zip file”, this contains the
plan, proposal and any additional files that would have been attached to the proposal. When you click
on this link, it might take a little while to load. Then you will have the option to “open in..."” select “PDF
Expert”. The files will be saved within the app.

ERL

You can access the Electronic Reference Library at https://www.iowadot.gov/erl/index.html. The
Construction Manual, Materials IMs, Standard Road Plans and Standard Specifications are also available
in ProjectWise as single book PDF files. Some users find this helpful because they can mark them up and
save the changes. The ProjectWise app should be loaded on your iPad. If you have not logged into
ProjectWise, see the information here.

Return to Table of Contents
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Use Word Search in ERL

To search for key words in any of the resources in ERL, open a file you want
to search and click on the box with the up-arrow and then click Find on

9/18/2020

3 86% .

Page. You may need to scroll to the right to find this option. Type in your
key word. The number of hits found will be listed on the left side above the
keyboard and you can use the arrows to view each one.

AirDrop. Share instantly with people nearby. If they
turn on AirDrop from Control Center on i0S or from
Finder on the Mac, you'll see their names here. Just
tap to share.

load

et

by he | PN ]

Click the X to the right of the search box to start a new search. Click done i ey et St
to close the search feature.

10

Desktop Site

mally will not be required between May 15 and October 1
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DocExpress

B. Special Procedures for Asphalt Mixtures, Aggregate s, and Binders.

1. Use automatic or semi automatic weighing on projects with contract quantities of asphalt mixtures totaling 10,000 tons or more, or aggregates totaling 10,000 tons or
more from a single source.
a. Automatic Weig| A
Use weighing equipment that is self balancing and includes an automatic weight recorder. Have all tickets printed automatically with net weight and all weights
needed to determine total net weight
b. Semi Automatic Weighing.
1) The weighing equipment may be self balancing or manually balanced. Use equipment that includes an automatic weight recorder that:
Will not print until the equipment is balanced, and
Prints the gross weight or the batch weights and number of baiches.
2) For weigh hoppers, ensure the printout includes the empty weight after each discharge.
2. For measurement of asphalt binders by tank stick or in-line flow meter, meet the requirements of Materials 1.M. 508 for calibration and measurement
3. For asphalt mixtures, provide daily totals to the Engineer for all mixture quantities produced and used in the project. Provide daily totals to the Engineer for all mixture

2001.08 EQUIPMENT FOR PREWETTING A
Use equipment complying with one of the following:
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Provide a scale ticket to the Engineer with each load. Also, provide a scale ticket when tares are determined for verification and check weighing. “Verification weighing”
is a second weighing of the same load on the same equipment. “Check weighing” is a second weighing of the same load on different weighing equipment. Perform
check weighing on a certified truck scale. Ensure scale tickets, as a minimum, identify project number, date, truck number, type of material, and total net weight.

Except for automatic weighing, use a weighmaster, as defined in lowa Code 214, to weigh all loads or load increments. Ensure the weighmaster, or operator for
automatic weighing, signs the first scale ticket of each day and initials all subsequent tickets, or prints them using automatic equipment.

Check weighing and verification weighing may be made at any time as directed by the Engineer. The Engineer may check the operation of the equipment at any time.
The verification weight shall not be different from the initial weight by more than 0.1%. When check weighing on a platform scale, the check weight shall not be different
from the initial weight by more than 0.3%

When the material is not weighed in the truck, (for example, weighing in a weigh hopper or determining weight from initial and final weighing of a weigh silo) perform
check weighing on a certified truck scale. The net check weight shall not be different from the initial net weight (mass) by more than 100 pounds. A suitable fuel
adjustment may be made.

If the weight is not within the tolerances stated above, the Engineer may adjust the weight of loads previously weighed on the weighing equipment that day, and the
previous day, by the difference greater than the specified tolerance. Perform verification and check weighings at no additional cost to the Contracting Authority.

quantities produced and not incorporated into the project. Ensure this total identifies the quantity of asphalt binder used, but not incorporated.

ATES AND ATE MIXTURES.

. aggregate &) Done

Word search results in ERL

Return to Table of Contents




{JIOWADOT

iPad He|p SMARTER I SIMPLER | CUSTOMER DRIVEN 9/18/2020

Fillable/Mobile Forms

Several mobile forms have been posted here: https://iowadot.gov/construction materials/Inspection-
tool. The forms are organized by subject. Touch to open, then touch “open in PDF Expert”. This
appears briefly toward the top of the form and you may have to touch the form again to make it appear
so you can select it. The form will be saved to PDF Expert automatically and you can fill it out and then
save a copy, so you always have a blank form. To save a copy, in the upper right-hand corner, touch the
square with the arrow pointing to the right % and then “Save a Copy”. You can change the file name
and choose the location within PDF Expert to save it to.

DocExpress
Following are step by step instructions for adding documents to DocExpress from PDF Expert.

In DocExpress open the drawer where you want to add a file and touch the Submit Document button.

Submit Document I

Contract Documents

Lee - Testing Contract - test -

When the New Document window opens, fill out the Title and select the Type and then touch the
Choose File button.

New Document Save

* Title Comment

* Types

Enter text instead of attaching a document

Supporting Documents

Add a supporting document?

Touch the word “Browse”
or the three dots to the o Take Photo or Video 5]
ttac
right of that. (@ws. Photo Library i
L, Browse wae
11
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The “Files app” will open. At the bottom of
this window you can select between the
Recents view or the Browse view. Select the

Browse view if it’s not open.

From the Browse view select PDF

Expert and the files and folders

from PDF Expert will be displayed.

Select the file you want to upload

to DocExpress and this window

will close.

NOTE: If you don’t see PDF Expert,
tap Edit in the upper right hand

{JIOWADOT
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Recents

No Recents

See recently opened documents here, or use the
Browse tab to see all documents and folders.

Cancel

il Verizon F

corner of the Browse view. Then

toggle it on (see below). Tap

Done.
( Done
Browse
Locations v
OneDrive U
% iCloud Drive
) PDF Expert b
a Recently Deleted
12

Browse
Locations

c OneDrive
ﬁ PDF Expert

B Recently Deleted
Favorites
Tags
® Red
Orange
Yellow
Green
@® Blue
@ Purple

Gray

©

22

(199) item history

to date
20, 2017 at 9:40 AM

65 KB

zZip

15DEC1151
U 16, 2076 at 7:41 AN
967 MB

zZip

123 PM

PDF Expert

zZip

004_37-0303-043 15DEC008
E-Files e

zZip zip

15DEC1151-1
un 16, 2076 at 7:42 A

67 MB

zZip

[
i Brovse

16DEC1161-2
Jun 18, 2016 at 742 AM

< % Not Charging 1"

Select

zip

15DEC008
7, 2016 al 10:07 AM

15MAR110

zip

Return to Table of Contents




iPad Help

{JIOWADOT

SMARTER I'SIMPLER | CUSTOMER DRIVEN

9/18/2020

After you have selected the file and the window closes, you will return to DocExpress and the file

name will show up. Touch the Save Button

New Document

* Title

Test

* Types
x Comrespondence

* Attachment

Supporting Documents

Add a supporting document?

Choose File ][EI (199) item history to date.xps

Enter text instead of attaching a document?

Save

Comment

You will see the Uploading message

< & demo docexpress.com ¢ h +

B O wicon

Uploading...
eo0o0eo

‘Support Hours: 7:00 AM - 8:00 PM Eastem
Phone: 888 352 2438 / Email: support Bocexpress.com

Pad = Tan pM 7 e

Viewing DocExpress files with your iPad

Document is now available in DocExpress

e T T
< m & demo.docexpress.com B b 4+ O
-
Signatures - suomt oocumert [
Lee - Testing Contract - test LSS
Tost
lowa DOT

Remove

Edit due date

n Add comment / supporting Gocument
01:46 PM CST Submitted

17

; lowa DOT - Rhonda Pecenka

Support Hours: 7:00 AM - 8:00 PM Eagtem
Phone: 888 352 2439 / Emal: supporl@® docexprass.com

If you want to view a document that you created in PDF Expert and uploaded to DocExpress follow these

steps.

e Open the file in DocExpress, the file will appear as though it has not been filled out
e Touch the file and select “open in” in the upper left corner.
e Select PDF Expert and the completed form will open.

13
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Mail
The mail app has been removed from iPads and replaced with the Outlook app. We no longer need to

use Gmail accounts and they can be removed. The Outlook app can sync email, contacts, calendar and
files from Office 365

=

Inbox and Folders

When you open Outlook, you will see a list ~ Verizen =
of emails in your inbox. If you tap and hold Cancel Inbox (1) Select Al
an email, a list of options will open at the

bottom. From left to right these options

are flag, mark as unread, move, delete or Pther[‘,';’e"“’c"?‘fésf“on 2
archive. Use the move option to move an

email to one of your folders.

M

iowadot.traffic@feedback.iow... 936 A

Q"
South, Nancy 9:26 AM
PY Pam Ernwine, Mother's Obituary with ti... U

| was asked to se his to an

ne that may

want this information. Here is Pam Ernwine..

Note to self
Attach document 0]
Rhonda Pecenka Office

Materials 515-239-1123

a

Note to self 9:0
Attach file 0]
Rhonda Pecenka

Materia

iowadot.traffic@feedback.iow... 905 AM
® Event created; 1-235: Right lane of exit ram...

vent was created at 9:04 AM

8: Right lane of exi

1p bloc...

If you tap on the three lines in the upper N\ _
left-hand corner, it will open your folders. o Inbox 4

Focused Other 7 Filter

iowadot.traffic@feedback.iowa.gov  8:03 AM
Event created; I-380: Delays

The following nt w d at 8:0
on 2/8/18: Delays 1-380 northb

ound betw

iowadot.traffic@feedback.iowa.gov  ©:00 AM
Event deleted; |-74: Deleted: Delays

14
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Along the left side of your folders list are
several icons. The first one is your Office G Office 365
365 account. The next one is the add B i

account option. At the bottom is a (BB 18
guestion mark, this is the help and o
feedback option. The last icon is Settings. =/ Drafts

%‘ Archive

> Sent Items

Groups

lll] Deleted Items

Spam

Folders

Q Inbox
[ Transfers
E HowTo
[] A Manuals - HTML/Printing
i) E const manual

@ ) Apr2016

. . . . r 3
There are multiple options in the settings. Settings
You can change your notifications,
signature, swipe options for your email. IF
you scroll down there are options to hisgackeadhack
change your calendar settings. To make
changes, just tap on an option and a ACCOUS
window will open with options to select. : N0 rhonda.pecenka@iowadot.us
Office 365
rhonda.pecenka@iowadot.us
’a OneDrive for Business
Add Account
Mail
Notifications
Default rhonda.pecenka@iowadot.us
Signature Get Outlook for iOS
Swipe Options Mark Read / Delete
Focused Inbox (7) C
L 4

15
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Attachments / Images

Meail from photo app - Messag

[USEXEM Developer  McAfee E-mail Scan  ADOBEPDF Q) Tell me what you want to do (VSO Developer  McAfee E-mail Scan ~ ADOBEPDF  Q Tell me what you want to do

& X GReply [ [W permix ¥ -] o q G x X o QReply B [V permix ¥ =-|[r |l Q C]

f2Reply All &5+ |3 To Manager QReply All 5+ |3 To Manager -
&' Py, =) = 9 Tags Editing Zoom MyAnalytics Delete Archive L" by e = Move ~_  Tags Editing Zoom  MyAnalytics
(3 Forward Elg- Team Email = - GFoward Eg- | Team Email s B . .
Zoom ~ Delete Respond Quick Steps ~ Move Zoom »

Th 2/8/2018 825 AM Thu 2/8/2018 8:18 AM
Pecenka, Rhonda Pecenka, Rhonda
@  Example attachment ©  Mail from photo app

To @ Pecenka, Rhonda A To @ Pecenka, Rhonda

file-2.png ks file7.png . file6.png . =

197 KB . '= 890KB 306 KB

file2.png . file3.png . file8.png .
180 KB 281KB 191 KB

fileS.png |E Trieapng _ B filel-2.png . >

S

s lete Archi M
8 - Delete Archive o] Move

iR Ro)

Delete Respond Quick Steps 5 Mow

Rhonda Pecenka
Office of Construction & Materials
515-239-1123

Email with image attached through Outlook Images attached through Photos app

There are two ways to send pictures in Outlook. If you send them through Outlook as an attachment,
they will be delivered inline. (See image above, left) You can only attach one image at a time using this
method. Open a new email or reply to an email you have received and then tap the paperclip in the
lower right-hand corner. This will open a menu where you can select a file or photo. There are multiple
photo options. This is your only option when replying to an email.

New Message
thondz pocankagisonadst s

New Message
thondz pocankagisonadst s

Rhonda Pecenks
Office of Construction & Malerials
515-239-1123

Attach File

Take Photo

Use Last Photo Taken

Choose Phata From Library

R ~

If you want your images attached (see example, top-right) send images through the photos app. Open
the app, (If you are looking at a single image you may need to tap the back button in the upper left
corner.) tap Select in the upper right corner of the screen. You can select multiple photos. Tap the box
with the up arrow and then select Outlook. An email will appear with the files attached.

There is no longer an option (at this writing) to change the image size

Attachments / Documents

There are multiple options to send documents. You can send them through their native app (PDF
Expert, Word, Excel, etc.) those procedures have not changed. To attach a document in Outlook, in a
new email or an email that you are replying to, tap the paperclip in the lower right-hand corner and

16
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select “Attach File”. This will open the files that are synced to your Office 365 and OneDrive for Business
accounts. These connections should already be in place. (This “Files” view is not the same as the new
Files app that came out with iOS 11). Select the file you would like to attach. There should be two
choices in the lower right corner. You can insert a link to OneDrive or attach the file.

Tip: If you have your PDF Expert (or other) files synced to OneDrive you will be able to attach them to

III

the email, click “see all” beneath the list of files for OneDrive for Business.

i ® 07 a0 3 o
New Message
e o ankas ods *x Files
& dd OneDrive x
box Add Box o
%3 Add Dropbax ®
Rhonda Pecenka & Add Google Drive ®
Office of Construction & Materisks
515-239-1123 a Office = rhonda pecenka@iowadot us

y  Certs for Upload 020518 xlsx von
83.K3, dazsa.Poor
AttachiFS w30 Minutes for 30 days dosc Fi
Take Photo 1 Februan 2018 neusia13] pf ra
Use Last Photo Taken See Al
& Onelrive for Business « thonda.pecenkaliow...

st e ey MW OneDrive sharl.reen shats.doct  wios

;. B30ZM [Mobile] -HLT159BG.pdf 1015

.. 830214 IMobile) pdf s
758

Select Attach File Select the file you want to attach.

pr—— e S
X Files By EED‘ZWVA (.n./lff:ne)
& Add DreDrive %
= GMowapot
box Add Box %

%3 Add Dropbax x

& Add Google Drive x

Insert OneDrive for Business Link

Q0 Office 365 - rhonda pecenks@ionadot s

y  Corts for Upload 020518 xlsx Hen
83.K8, Jose Poos

] R e N Attach File

[ 30 Minutes for 30 days daex i
| o5t Do
See Al
& Onelrive for Business » thonda, pecenkatoiow
o Nt ot et o Tt et
[ OneDrive sharl.reen shatsdocx  yios
oo 1 s e vt Pt s Gk sesnmes
. B30214 (Mobile]-HLTIS38E pof 10
s Insert OneDrive for Business Link
. 830214 (Mobile).pf
B o Attach File

The file will load and appear to the right. Select Attach File.
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Apps

AirDrop ﬁ

This App allows you to share files with other iPad Users. Touch this icon | [in any picture, video or
document and select AirDrop. To do this in PDF Expert select Open in / choose the format / and then
you will be given the option to use AirDrop. In Adobe Reader select Share File / choose the format / and
then you will be given the option to use AirDrop.

If there is nobody in the area or they have AirDrop turned off, you will see the blue circle in the left

image. If someone in near that you can drop to, you will see a gray image, it may be a G-number from
the device, or it may be a pair of initials for the user. Click on the gray icon and then the other person
will need to accept it. If it’s a large file, you will see a blue line going around the gray circle as it loads.

The settings to turn AirDrop off and on have been moved to Settings/General/Air Drop. This is no
longer an option in the Control Center.

Camera / Screenshot

Simultaneously press and release the Sleep/Wake (aka power button) and Home buttons. A thumbnail
of the screen shot will appear in the lower left corner of the screen. If you do nothing, it will be stored
in your photos. Tap the screenshot for more options. You can mark the screenshot up with the drawing
tools at the bottom of the screen or you can tap the box with the up arrow in the upper right corner to
send it to someone or save it in various locations. When you tap Done you can choose to save it to
Photos or delete it. If you save the screenshot, you can view it in the Screenshots album or All Photos
album.

There is also a plus sign in the lower right corner with options to add text, a signature, a magnifier or
shapes. The magnifier can be resized or moved. Shapes can also be resized or moved.

18
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If you want to save a photo of a ticket or some other document to a PDF format you can do so with your
camera. Once you have taken a picture of the item follow the instructions below.

1) Launch the Photos app on your iPad or iPhone.

2) Tap Select in the upper-right corner, then
tap the images that you’d like to use for your PDF
document.

TIP: To select multiple photos quickly, hit the
Select button and now tap and drag from one

image through the range of images that you wish
to select.

3) Tap the Share button. (the box with the up
arrow)

4) Choose the Print option from the Share menu.

19

Moments

e !

4 Photos Selected Cancel

55 Photos.

b varizon 702 A T
Cancel 4 Photos Selected
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5) You’ll be taken to the Printer Options screen

6) Pinch and zoom in on the preview thumbnail i e "
to turn it into a PDF. If you select multiple

pictures it will be a multi-page PDF. You will see
an enlargement of the file — but the entire file will TR
have been copied to PDF. V '1 February 20 l 8

lvarzon ©25 AM

7) Tap the share button again and select Copy to =

‘? 7 ?"— s
PDF Expert. "W February 20 &
Note: You can also copy to other applications wednesday S

such as OneDrive, Outlook, ProjectWise and
others. If you select Outlook it will be added to a
new email as a PDF attachment.

The file will open in PDF Expert. It will be named
“Photo”. You can select it and rename it. Tap
select in the upper right corner and then tap on
the small box beneath it.

20
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Documents

830436 Firal_Payment POF Expert Gu e

Tap Rename and enter the new name.

When you go back to your photos app the file will still be displayed, click Done, you'll be taken back to
Printer Options, click Cancel at the Printer Options screen and at the next (photo selected) screen.
You will be taken back to your photos app where you can delete the photo.

Files App
Files brings all your documents together so that you can browse, search, and organize them in one
place, including files in PDF Expert and OneDrive.

(el=EROO0I0" )

The Files App looks like a folder and can be found in the dock

o Recents

In the files app, tap Recents at the bottom of the screen to view recent documents. Tap Browse to view
the contents of Apps such as PDF Expert and OneDrive. See more about how we will use this new app in
the DocExpress section.

Free vs Paid Apps
You may download any free work related apps with the exception of Office 365 products from the App
Store. Some apps are pushed out by IT now and will appear on your iPad automatically.

Under no circumstances should you purchase apps through the App Store. Free apps that ask for an
upgrade should not be upgraded. (This is different than updating). You will be asked for your credit or
debit card information. Do not enter personal financial information for your iTunes account.

PDF Expert is a purchased app that should be on your iPad. Ifitis not, please contact Rhonda Pecenka
at 515-239-1123 or by email to request the app.

NumPad

If you are looking for a 10-key keypad this is a great free app. Once you have installed the app, open it
up for instructions on how to enable it. To switch between keyboards, touch and hold the globe in the
lower right corner of the on-screen keyboard and select NumPad. Note, | have had to remove my iPad
from the keyboard case to enable this keyboard.
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PDF Expert
Connect to OneDrive

Information to connect PDF Expert to OneDrive or password changes change be found by following the
links in this sentence.

PDF Expert is used to edit and mark up files (such as plan sheets) as well as fill out and sign forms.

You should have a copy of the PDF Expert User Guide in documents section of PDF Expert. You can also
access the online version here: https://pdfexpert.com/help/

Markups and Tools in PDF Expert
For more details about these tools, see “Welcome to PDF Expert” in “My Files” within the PDF Expert
app.

8:51AM FriSep 18 O u TT186%EM)

£ o INUGIETCM  Edit PDF Fill & Sign  Favorites + Q [@M AA

A A A m s & & CINIS NG D

Tap annotate to add highlights or add text notes. You can also get an overview of all annotations or
export the annotation summary.

8:51AM FriSep 18 0 o T86%mm

£ o Annotate Edit PDF Fill & Sign Favorites + Q [ A

T| Text Image ¢ Link [] Redact

)

Edit PDF: this feature should not be used as it comes with additional costs.

8:51AM FriSep 18 QO u T T8%ER)

' e Annotate  Edit PDF [ESIIEESEOMM Favorites + Q [ A

Text ngignature ﬁ Date @Checkmark @Cmss & Stamp @ Image :)

If you tap on a signature field in a PDF form you will be asked if you want to use your signature or a
customer signature. Your signature will be saved. If you want to add a new signature, you can do so
with this tool. You can also create custom stamps and insert images with this tool.

9:41 AM Fri Sep 18 Q o TT78%@R)

< Eh Annotate  Edit PDF  Fill & Sign [EZWWGCCMN Insert  Draw + Q M AA

() Add Tool S

Favorites: this feature should not be used as it comes with additional costs.

The plus sign to the right of the favorites tab allows you to navigate between the different menu
items. The “MORE TOOLS” section allows you to add additional menu items such as Draw, Insert or
Pens. You can only add two of the menu items at a time.
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Adding Image Files to PDF Expert
This feature has been used to add an image of the Pile Plan to the Log of Piling Report.

Open the plan set and zoom in to the pile plan. Leave yourself a little room for cropping and take a
screen shot by pressing the power and home buttons at the same time. The screen will flash when the
picture is taken.

Open the image in the Photos app. If you want to crop the image, select “Edit” in the upper right-hand
corner. The crop and rotate tool is typically the second tool listed.

Crop the photo by grabbing any of the corners and moving them to where you want them. When you
have finished editing your photo, tap “Done”. Your changes will be saved automatically. This change
will not delete any portion of the photo.
If, after cropping a certain section of the
photo, you want to crop another section _ _ N
to insert on another PDF you may. q AP i T m J s L ;

Batter Piling inthe direction shown

ABUTMENT PILE PLAN

In PDF Expert, touch and hold
(approximately where you would like to
insert the image) until a menu appears. s. .
Select “Image”, and then select “Photo Library”. You may receive a message that PDF Expert would I|ke
to access your photos, select “OK”. Navigate to and select the photo you want to add to the form. Once
the image is on the form you can move or resize it.

RETAF 2 I FILE EXTENSIONS (1)
Ram | Biows n | Longih | Length | Ram | Biows

Aadded IA feo | pe
©on) | (oom) | m Foat

After you insert the picture, tap the "T" in BotPiny ____nworeaon o
the “Edit PDF” menu at the top of the o
screen and you can add text. (If this L .
menu item is not available, tap the plus : H HHHH H H H
sign to add it). A keyboard will appear IR s et
with a menu above it to change the font
type, style, size and color. Tap the I O Y P
location where you want to add the text Sl Rl 1 B
and begin typing.

ILE EXTENSIONS (3]

You can create a single text box and add spaces to put the numbers where you want them.

Batter Ping i the direction shown

If you touch the text box you can move it
around.
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Word Search
Use Word Search to find what you are looking for in your plans or other files in PDF Expert.

To access the search feature, touch the magnifying glass in the upper right hand corner of any open

document and a box will open where you can enter the information you are looking for. Tap search and

each instance will be highlighted yellow. There are arrows to the right of the box so that you can

navigate to each search result. The current selection will be highlighted red.

Your Signature

x

Your signature is saved the first time you enter it on a form in PDF Expert. To
change your signature, open a document in PDF Expert. In the tool bar,
select the icon that looks like an “ink well pen tip”. If you do not see the

b = @ 4

> >

- 8

24

toolbar, make sure that the editing tools are turned on.

Your signature will open. To delete your signature and create a new signature, touch the icon
that looks like a sheet of paper with a clipped corner. (see image below). Now you can create a
new signature. Click save when you are done.

iPad = 2110 PM

Cancel My Signature

XK P 105t
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ProjectWise Explorer has been replaced with ProjectWise Edge.

Delete this app

ProjectWise Explorer

Go to the App Store
and download this app

ProjectWise Edge

Before you can log into ProjectWise Edge you will
need to go to the Bentley website and create
your profile.
https://ims.bentley.com/IMS/Registration?return
Url=https%3a%2f%2fwww.bentley.com%2f

You can do this from your computer or iPad.
Once you have filled out the form, tap Submit.
After you have completed this step, you will
receive an email confirmation. Follow the link in

the email to create your password.

Once you have created a password you can open
the app and log in.

Create your Profile

Access the most relevant information based on your
role

Work email

rhonda.pecenka@iowadot.us

First name Last name

Rhonda Pecenka

Organization

lowa DOT

Profession

Other Professional B

Country

United States ﬂ
Communication language
English v
™
~/ I'mnota robot
O
Terms of

Use Privacy Policy.

Sign In

Access your Bentley Services

Email

rhonda.pecenka@iowadot.us

Password

®sss0ses @

Sign in with your email account and the password
you created in the step above.

Forgot password?

Sample project

Sample project data to demonstrate features of the App

©)0 0 ©

Repositories Forms Issues Workflows

9/18/2020

The app will open with this view. Tap on
Repositories.
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Connect to Repository X

Server URL

https://projectwise.iowadot.gov:86/ws ~

Repository

=) Repositories

PWMain e

“ Personal Share Username

idotcentral\rpecenk

ProjectWise Server Password

Access to ProjectWise data
essssses

Name

PWMain

Description
B Shortcuts o
ProjectWise dot.int.lan:PWMain

Associate Forms

‘ro Hydrotreater Expansion

View for Hydrotreater Project

-r ProjectWise View
o

View of ProjectWise datasource Cancel

Tap the plus (+) sign to add a repository. Enter the following information.

Server URL: https://projectwise.iowadot.gov:86/ws
Repository: PWMain

Username: idotcentral\rpecenk (replace with your
user id)

Password: Enter your network password (the one you
use to log into your computer.

Description: projectwise.dot.int.lan:PWMain

Tap Continue.

H Sample project
B8 Fe[son a]
B Repositories Consultant Data \,ﬁ
u Personal Share
Highway % o
= ProjectWise Server
Access te Projectiiss data lowaDOTCADDStandards ﬁ o
u B lowaDOTStandards
w o
=gm Hydrotreater Expansion i @ TERpRerS Ty ©
m Projectwise View n-l- ® L v o
Planning & o
Projects % ®
Tap PW Main and you will see the folders in You can mark files or folders as favorites by
ProjectWise. tapping on the star at the right of the folder name.
You can then view your favorites by tapping the
star in the upper right corner.

You'll only need to enter the server information once. In the future, you should only need to enter your
network password. If you want to access files that are stored in the Project folders. Touch PWMain,
then projects, then find your Project Folder Number.
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Resources in ProjectWise

The Construction Manual, Materials IMs, Standard Road Plans and Standard Specifications are all
available as PDF Books in ProjectWise. To download these files, go to PWMain / Highway /
Construction. The folders are labeled by year. Select the file you wish to download and once it opens
touch the upper right corner (arrow) and choose “open in”. Then select PDF Expert. This file will now
be stored in PDF Expert where you can mark it up and navigate the file by touching the open book icon
in the upper right-hand corner. These books do not contain links like the files available on ERL.

Platbooks can be found in the Maintenance Folder under PWMain / Highway / Maintenance.

Finding a Project Folder

The first two digits on a project folder are the county number. The next 3 are the road number. The last
two numbers are the year the project was put into the system. This should get you close to what you
are looking for. If you have access to PSS and what to zero in on the folder, you can look up the project
PIN and follow the instructions in the next paragraph.

Determining the Project Folder Number

It usually takes a combination of Project Scheduling System (PSS) and ProjectWise to find the project
folder number. PSS will get you to the PIN number and the pin is used to generate the project folder
number. The base PIN is the first ten digits, if there are more than 10 digits (the extras are the section
number) they should be removed. The first two numbers of the PIN are then moved to the end. The
example below has a section pin on the end that has to be dropped.

e  PIN number (find in PSS by looking up project number)
e (03-97-029-010-6% Use first 10 digits.
e  Move first two digits to the end 9702901003

FaceTime
This app has been found to be very useful in communicating and showing what is going on in the field.

Enabling FaceTime Calling on your iPad

When you first use your iPad, FaceTime may not be enabled. To enable the iPad to receive and make
FaceTime calls, follow these steps:

1. Go to your Settings icon.

2. Look for the FaceTime option tab along the left-hand column.

3. Toggle the FaceTime switch to the ON position.

4. Log in with your iTunes account. -

Placing a call using FaceTime

FaceTime

1. Touch the FaceTime icon.
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2. Inthe FaceTime app, enter the person's phone
number or email address then tap the FaceTime

video! [dor audio% icon. If you have the
person’s phone number or email address saved
in your contacts, you can enter their name, and
then tap the video or audio icon.

roger.boulet@dot.iowa.gov

3. The iPad has two cameras, the front facing camera will be enabled and you and the person you
have contacted via FaceTime will see each other. To switch to the rear facing camera, tap the
camera icon at the bottom of the screen.

This will allow you to share what you see.

Citrix Workspace

Citrix Workspace app has replaced Citrix Receiver. Citrix Workspace app is a new client from Citrix that
works like Citrix Receiver. Go to the app store and download the Citrix Workspace app if you are
interested in using it.

This program can be used to access many items, including ERMS, DOTNET (use IE8), OpFin, PSS, and
Microsoft Office 2010 products. You can also access files on the W drive and P drive through the Office
products. For instance, if you need to open a Word file that is located on the W drive, open Word in
Citrix and then select open file and navigate to the file location on the W drive.

When you are in Citrix you will be working in a Windows environment, so it will work a little differently
than the iPad does. You must have an RSA virtual token and must be setup by IT to use the Citrix
Desktop. Another option that is available (on request) is Mobile Desktop which will allow you to access
your desktop assuming it is hooked up to the network and turned on.

Setup Citrix Workspace Mobile App

Download Citrix App from store

Following are instructions to set up the app.
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Citrix Receiver |5 now
Gitrix Workspace app
@ Citrix Workspace T —
Settings

Citrix Workspace app extends the capabilties of
Citrix Receiver, making it even easier for you to
stay productive.

1. Open the app and click “Got
it”

Securely access your favorite apps and services in
one place and access them anytime on any device

Get Started

Try the demo,

2. Click “Get Started”

Manual

up
Request Help from Support

Help
Use smart card

3. Tap the three dots in the

upper right corner

4. Select Manual Setup
5. Select Continue

Cance New Account

Address https:/fidotage sowadot gov *——

Description

Aute-Configure
Web Interface
XenApp Services

Accoss Gatoway e

Standard Edition
Advanced Edition

Entorprise Edition

User Namé ol e
Passwerd sennsene ‘_—
Domain idotcentral fip—

Security Token —_— P

Security Token Only

Domain + Security Token

ignore certificate warnings

6. Address: https://idotxgw.iowadot.gov
’ 7. Select Access Gateway

8. Select Enterprise Edition

9. Enter your username
v 10. Enter your network password

11. Domain is idotcentral

12. Switch Security Token ON

13. Click Save

Help & Support
Done Q
. . ;
= oo
e
Token Required e
. n
e { -
i . = - e
_ B &
Add your Favourite apps here a3
Cancel OK b
- Y —
.

14. Enter your 4-digit PIN +
Token Code. Tap OK

Tap the + on the left side of the
screen to open the menu to add
your favorite apps.

As you select your apps they will
be added to your desktop.
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OneDrive

What is OneDrive?

OneDrive for Business is the Microsoft cloud storage service that comes with Office 365. With OneDrive,
you can securely store all your files in one place, share them with others, and get to them from
anywhere.

While cloud storage sounds like it has something to do with weather fronts and storm systems, it really
refers to saving data to an off-site storage system maintained by a third party. Instead of storing
information to your computer's hard drive or LAN (Local Area Network, i.e. W drive), you save it to a
cloud storage system. At this writing, we have a terabyte of shared storage on OneDrive.

To access your files, you must first Sync your OneDrive to your computer.

How to Sync OneDrive to your computer
From your computer go to https://www.office.com and sign in with your lowa DOT email and

password.

Select OneDrive

373 -
. prw

HH et e .-_"
O Search + New v T Upload @

If you get this message and nothing happens, go ahead and click on the link to get the latest version of
OneDrive.

Getting ready to sync...

We're opening OneDrive on your computer...

Sign in with your rhonda.pecenka@iowadot.us
account, if prompted.

If nothing happens, you may need to get the
latest version of OneDrive.
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This will create a folder under your profile where your files will be stored. This folder will be called
OneDrive — lowa Department of Transportation. It will be located here: C:\Users\”userid”\OneDrive -
lowa Department of Transportation. Anything you store or copy to OneDrive will be accessible on your
computer, and any devices/apps you have connected to OneDrive.

Once the process is complete, right click on your start menu and you should see the OneDrive folder
under favorites.

Organize ~ New library

Favorites Libra
B Desktop Open a
8 Downloads

<% Recent Places .~

< Alive-ema-Fries
% OneDrive - lowa Department of Tra@
- h

. Libraries

" Documents
4. Music

=, Pictures
8 videos

& Computer
& Local Disk (C:)
& rpecenk (\\ntdfs\HomeFolders\UserR) (P:)

Sign in and use Excel or Word with One Drive
If you have a dedicated iPad, you can install any of the office products from the Company Portal. Do not

go to the App Store to download these products. If you have a shared iPad, you must use the Office 365
Portal.

After you install an app, sign in by tapping the Sign in icon in the upper left hand corner. .

Sign in with your lowa DOT email address and tap next.

Sign in Sign in

Type the email address or phone number of the account you
would like to use with Excel.

cmnuwl\K‘nmn@io\'laﬂm‘..a >
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This will open the Office 365 log in window. Enter your network l] Office 365
password and tap Sign in.

Work or school account

cedric.wilkinson@iowadot.us

Incon-o I 1
En

Click on Create and Edit Documents

. Create and Edit Documents

Click on Open, located on the bottom left. You

_Onenr_ive - la...Transportation 00_Contract Mod's

should now see One Drive.

1 SharePaint 74 Bridge
If you have created folders or files in OneDrive iPad 74(226)82 plans
on your computer, they will show up when you P R
tap on OneDrive

+  More AS-Built
Notice that you can only view excel files when Audit List

you are using Excel. Likewise, Word will only
display Word documents.

ﬂ Bridge Dec...our Meeting
City-County Costs

Click on the file you want to open. @: Copyof Dis.Users 2016

After opening a file, you may see that it is a Read only file, click on Edit and you will be able to modify
the file.

x Server Workbook This file is read-only. To modify the file, tap Edit.

After you have modified/changed the file just click on the Back Arrow at the es800 Verizon =
top left and it will automatically be saved for you. Office Apps on the iPad @ R S

saves your changes as you make them.
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When you open Excel it will take you to your most recent files. Be careful with this as it
might not be the file you want. Click on open and browse to the location of your file. WC

Cedric

Create a New File

If you want to create a new file, click on new. Then click on Blank Workbook (in Excel) or
Blank Document (in Word)

To name a blank workbook, click on the paper with the 3 dots. |EITEERC eI

Recent

Note- anytime you see three dots or bars this is called the @ [
menu.

@8]
T==T2N

Shared

ees0C Verizon =

@ o

=]

File Open

5_‘] AutoSave

Changes are automatically saved to iPad

The Save As dialog box will open.

Name the file and select e B

the location. In this

Name: tedric testin%

example the file is saved

on OneDrive in the 2017 ‘& OneDrwe‘— I?;...'.I:Tal:ﬁsl-p.ortaiion 00_Contract Mod's 30 Mt vernon Bridges
PrOJeCtS fOIder' (The gray Hi} SharePoint 74 Bridge 30_LineWork
highlighting indicates the

. D iPad 74(226)82 plans + Create a Folder 4—
selections made)

Note: You can create a new folder at any time. Just tap Create a Folder and enter a name in the box
that appears. Then tap Create.

Create a Folder
zntitled foldei

Cancel Create

Create a PDF from Word or Excel
Open a file in Excel or Word
When you are ready to create a PDF, click on Menu (the three dots at the top left)
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Click on Print
CEL_} Print
Click on AirPrint
£ File

(=) AirPrint

In Excel; the Layout Options dialog box will open (at right), you can choose the
orientation (landscape or portrait), size of paper, if you highlighted the area you
want printed you could select Print Selection, you can also change the scale.
When completed, tap Next. (You will not see this option in Word).

Select which pages you want to print.

9/18/2020

< Back Layout Options
ORIENTATION

[ Landscape

D Portrait v

SETTINGS

[0 size Letter85x11i

D Print Active Sheet v
L) Print Entire Workbook

(=] Print Selection

E Scaling  No Scaling

()

In the Print Screen area of the Printer Options use your fingers to zoom out (Put two fingers on the

screen together and spread them apart)

Cancel Printer Options

Printer Select Printer
1 Copy -+
Range All Pages

This shows you what you are going to save as a PDF
Click on the Up Arrow at the top left of the screen

Choose Copy to PDF Expert

ng M

AirDrop. Share instantly with people nearby. If they

@ turn en AirDrop from Contrel Center on iOS or from
Finder on the Mac, you'll see their names here. Just
tap to share,

= 4

Import with Import with Copy to PDF Jf Copy to Adobe  Impo)
iBooks iTunes U Expert Acrobat CADH
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Sharing Files and Folders with OneDrive

Only you can access files or folders stored in your OneDrive for Business until you share them with
another user. You can share a file or folder and then you can automatically send the link via email
message.

wll Verizon = 12:33 PM % 80% W)
X | 1 n oW D
A~ Name Date ) [
Cancel Invite People
- Attachments Mar 15, 2017 :

- Share with Melissa

- Image files Aug 16, 2017

SHARE WITH

- Notebooks Aug 16, 2017 ®
OneDrive will let these people know you've
shared this item with them.

- Outlook Dec 14, 2017
OPTIONS

(] Share with Melissa Jan 10 Allow editing? 0

_D; (118)+PIER+1+BRIDGE+dfh Dec 15, 2017 235 KB

On your iPad, in OneDrive, touch and hold the file or folder that you wish to share. Then tap the box
with the up arrow in the upper right hand corner and select “Invite People”. Enter the email address of
the person you wish to share with. You can designate permissions by turning on or off the “allow
editing” option. When you tap add a message will be sent. You can also share files and folders from
OneDrive in Office 365 or from Windows explorer on your computer.

Shared files and folders can be accessed in OneDrive on your iPad or in 0365 on your computer. You
cannot access shared files from Windows Explorer on your computer but you can access shared folders.
Once a folder has been shared with you, you will receive an email. Click the link in the email and it will
open a view of that persons OneDrive folder. Click the 3 dots and then select Sync.

@ https://iadot-my.sharepoint.com/personal/meliss D - ﬁ G @ RHONDA!! - OneDrive

File Edit View Favorites Tools Help

x i' X Sconvert ~ ESeler

O Search everything 4 New ~ 7T Upload [ Share @ Copyjfik = Fsotv = O

§ 4 Download
Serio, Melissa Files > RHONDA!!I &
~
=a Sync
Files _
L] MName T Modified phodified By File Size Sharing
Quir files
@] BMP_Good Bad_Ugly.pptx November 14, 2017 Serio, Melissa 389 MB # Shared
ITowa Department of Transpo.
Groups bring teams together @] ECT_Review.ppix September 24,2017 Serio, Melissa S84 MB # Shared
Join one or create your own.
@] settlementPlate.xism September 21,2017 Serio, Melissa 2L1KB # Shared

Drag files here to upload
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Internet Explorer &J

Do you want to allow this website to open a program on your
& computer?

From: iadot-my.sharepointcom
Program: Microsoft OneDrive

Address: odopen://sync/?siteld= i
%7B7b7436b9%2D2353%204264%2Daf7f -

[#] Atways ask before opening this type of address

Allow I | Cancel

Allowing web contentto open a program can be useful, butitcan
potentially harm your computer. Do not allow it unless you trust the
source ofthe content What's the risk?

9/18/2020

& Microsoft OneDrive

=N X |

Select Allow

Sync your files to this PC
Choose what you want to download to your "Serio, Melissa -
RHONDA!!'" folder. You can get to these items even when you're offline.

Sync all files and folders in Serio, Melissa - RHONDA!!!!

Or sync only these folders:

[#]_) Files not in a folder (0.0 k8)

i - il
Location on your PC: C:\Users\rpecenk\lowa Department...\Serio, Melissa - RHONDA!!!! Start sync

Selected: 0.0 KB Remaining space on C: 75.3 GB

Put a checkmark in “Sync all files and folders...”

and then select “Start sync”.

Open Windows Explorer and you will see a new folder in your favorites called “lowa Department of
Transportation. Click on the folder and you will see any shared folders that you have downloaded.

e

@Ov“ » Pecenka, Rhonda  lowa Department of Transportation b

- ‘ +3 | ‘ Search lowa Jel |

Organize ~ Include in library ~ Share with ~ Burn New folder
4 . Favorites 2 Name
B Desktop

€. Serio, Melissa - RHONDA!
!4 Downloads & Shepard, Lee - eConstruction-Lee
4» Recent Places

#& OneDrive - lowa Department of Transportation
|=] Creative Cloud Files

Z& lowa Department of Transportation

4[] Libraries

n

» .*,. Documents
> & Music

» =, Pictures

> ‘, Videos

& Computer

» & Local Disk (C)

» ¥ rpecenk (\\ntdfs\HomeFolders\UserR) (P:)
» & u (\\dotintlan\atscore) (U m
> & (W)DataStor (\ntdfs) (W:)

> o construct (\\dotstage\dotstage) (X))

» <¥ construct (\\dotnet\dotnet) (7)) b4
2 items

Date modified Type Size

1/10/2018 8:18 AM  File folder
1/10/2018 7:54 AM  File folder

- d e
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Documents

Documents

P}

FoFEge

821268 PDF Expert Guide

Settings

Accounts

< 4 Add Account

_>

Select Network and then Add Account

Add Account

Drapbox &  Google Drive

23
¥

e
& WebDav @ f

@ sFIP R Windows SMB
J Office 365 & YandexDisk

Tap OneDrive

< Back OneDrive

Sign in to OneDrive

Enter e emal acdress of the stcount you wanl (o sign i1 1o

Dt have an account? g uo now

It may take a while for this screen to appear,
enter your DOT email address and tap Next.

Authentication required:

rpecerk

Enter your network user ID and password (the
same as what you use to access your computer).
Tap OK

OneDrive

oot

SMARTER | SIMPLER | CUSTOMER DRIVEN

Sign in with your organizational account

Phincia pocen @iovarol vz

Enter your DOT email and password, tap Sign in.
Your email address may already be in place.
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Settings
Accounts

4 rhonda.pecenka@iowadot.us

=+ Add Account

705 AM T

rhonda.pecenka@iowadot.us

Attachments

57-0307-138.C azzy e

97-0201-118 LI

209ab BIST.

208ah snsy e

1705 Directors Report 51817

821258

project_documentation_checklist !

Statfaction 17-0405 I e

Standard Specifications for ST e

n
n
n
n
n
n
)
n

Tap your account (in the Cloud), then tap Sync.
If you don’t want to sync to everything in
OneDrive see the note below.

M

nda.pecenka@iowadot.us

Attachments

rhanda.pecenka@iowado
.| v @
57-0307-188 C

To anable two-way synchronization tap the

- *Sync This Folder* birton beiow.
57-0201-118 5y
~The folder wil bs adosd to “Dacuments~
Al il insid this ol il be
2093k automatically synoee with cloud storage.
209ah
1705 Directors Repart e
821258 s
project_documentation cheeklist T

Staffaction 17-0405 #m
Standard Specifications for ST e

1203 B2

Tap “Sync this Folder”.

TEEEEEEEEEt

Synced folders

rhonda pecenka@ionad
otus

@ synein. 1%

Tap your synced folder There may be a short
delay before the folder is synced.

o
fel Q

< Syncedfolders  rhonda.pecenka@iowadot.us

Growssor
B Documents st l
Synced folders - \
) /i
Attachments 57-0307-188.C 97-0201-118

@ oo @ -

Pt N N

Your OneDrive Files are now available.

IMPORTANT NOTE: With more and more widespread usage of OneDrive you may not want to sync

everything to PDF Expert. You can sync individual folders in PDF Expert by following the instructions

below.
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How to sync a single folder

Tap your network account on the sidebar (e.g. your OneDrive account).
1. Find the folder you wish to sync and tap the 3 dots in the lower right corner (More).
2. Tap Sync.
You can also sync a folder once you open it:
1. Tap the network account to open it.
2. Navigate to the folder you'd like to sync with and open it.
3. Tap Sync ~ % inthe upper-right corner.
4. Tap Sync This Folder, and the progress bar will appear on the folder icon.

How to sync multiple folders at once

1. Tap your network account on the sidebar.

2. Tap Select || at the top right.
3. Select the desired folders and tap Sync on the sidebar.
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Passwords

When you change your network password you cannot change your password in PDF Expert. you must
remove the OneDrive account and start over. | have asked the developer to find a solution.

To remove, touch and hold your OneDrive account until the Remove message appears. Tap delete.

11:28 AM  Thu Mar &

S Pecenka, Rhonda
™ My Files
Recent Files
a 830214-Storm-Water-Site-In...
830214-Storm-Water-Site-In...
830214.

830213 Project Information P

[Z] computer (A Pecenka, Rhonda
Rhonda.Pecenka@iowadot.us
£@ Pecenka, Rhonda

<+ Add Connection i Delete

182 Ik

Confirm that you want to remove the storage and your account will be disconnected.

Do you want to remove
storage?

No Yes

This only removes the data from the iPad, it will remain in OneDrive.

Now you can reconnect your account with your new password.
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Shared iPads
Most of the links below are internal and will take you to other sections of this manual for instructions or
more information.

If you are using a shared iPad do not install any of the Microsoft apps on your iPad. You may access your
DOT email and any other office applications through the 0365 Portal.

Office 365 and Shared iPads Ol ses

Shared iPads should have an 0365 shortcut on the home screen. rl You can also open Safari and
enter https://www.office.com/. Log in with your DOT email and you will be redirected to the DOT login
screen where you will enter your network password.

Note: If you want to create shortcuts to other websites on your home screen see these instructions.

Once logged in to 0365, you can access your mail as well as other Microsoft apps. Before turning a
shared iPad back in, you should log out of 0365, tap on your name and a menu will open where you can
select “Sign out”.

wil Verizon = 2:57 PM 3 96% -

4 1 @ office.com [ J . \:|

| Pecenka, Rhonda 6
v

My accounts %

Good afternoon Search online documents g Pecenka, Rhonda
Rhaonda.Pecenka @iowadot.us

Apps
B vai & OneDrive @ wou | x @ rowerpoint
M onenote B sharepoint Yz Yammer

Office Home

Shared iPads and OneDrive

If you haven’t already done so, you should connect your computer to OneDrive. This will allow you to
access any files that you place in your OneDrive folder from any device that is connected to your
OneDrive Account. OneDrive is like the W drive (but better).

Shared iPads and Office Apps

I've tested some of the functionality of Word and Excel Online through the 0365 portal and found them
to work much like the downloaded apps. You can still print to PDF with these online apps. Edits must
be performed in the web browser.

Shared iPads and PDF Expert

If you connect PDF Expert to your OneDrive Account, it is very important that you disconnect the
account before turning in your iPad. Please read the section on PDF Expert for more information about
using the app. Work out of your Synced folders in PDF Expert after connecting to your OneDrive
account and your changes will be reflected in your files in OneDrive.
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Shared iPads - Upload Photos to OneDrive
From the 0365 portal you can upload photos from your iPad to OneDrive.

Open OneDrive and then tap “upload”.

wil Verizon & 11:29 AM & % 74% .
< m @& iadot-my.sharepoint.com ¢ M + 7
Google Microsoft Office Home Microsoft Office Home Files - OneDrive
- e R 4 <4 J) [ .
i 1°Office 36 PR EOMEDrive ~ ~ © ¢ Ll W - A 3 ? | Pecenka, Rhonda
B o A 5 - s o ‘ | ;

£ Search everything b1 selectitems I sort v H ®

% Upload

Pecenka, Rhonds Files
Files
RET BT Attachments March 15,2017 pecenka, Rhonda Private
Shared with me BT Image files August 16,2017 pecenka, Rhonda Private
Recycle bin

BT Notebooks August 16, 2017 Pecenka, Rhonda Private

Select “Photo Library” from the options and then navigate to your photos. Select the photos you wish to

upload and tap Done.

Take Photo or Video
( Photo Library D

Browse wes

+ New v ? Upload Select items

Photos Cancel
+ New ~ T Upload Select items

= Moments

== ¢{ Photos  Screenshots Done >
Camera Roll H .
5 3 &
= FRst T '

e o o
=Ry

e ——— —————
Screenshots

My Albums
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Shared iPads — Email Attachments
If you need to mail photos to someone, you can do so with Outlook.

Open your mail in the 0365 portal and tap the plus sign to create a new email.

Event created; [-80: Ramp restrictions

O

All Unread To me Flagge

wil Verizon & 11:33 AM < % 73% ).
< AR & outlook.office365.com [ ﬁ +
Google Microsoft Office Home Microsoft Office Home Mail - Rhonda.Pecenka@iowadot.us
INBOX 14

Today o
> lowaDOT Traffic@feedback.iowa.gov
lowaDOT Traffic@feedt Tue 3/6/2018 11:25 AM
Event created; I-80: Ramp restricti 11:25a
) 4 recipients
lowaDQT.Traffic@feedt
Event created; 1-80: Ramp restricti 11:23a

@...

®

Tap the paperclip in the blue bar.

will Verizon & 11:34 AM % 73% mm]
< M & outlook.office365.com < ﬁ +
Google Microsoft Office Home Micrasoft Office Home Mail - Rhonda.Pecenka@igwadot.us
Unread To me Flagq =
To +
lowaDOT.Traffic@feedk c
253 <
lowaDOT. Traffic@feedt
lowaDOT Traffic@feedt

9/18/2020

Select “photo from gallery”. Then select Photo Library from the options and navigate to your photos.

Select the photos you wish to upload. Tap Done.

D &8 OneDrive - lowa De...
Narme
Files
Share with Melissa

Shared with you

Cutlook

Image files
E] Photo from gallery

Notebooks

Attachments

hvf_ Recent attachments

Znzamonc cace argn nTnn oen

il Verizon = 134 AM % 73% .
< [D & outlook.office365.com (&) ﬁ —+ [l
Google Microsoft Office Home Microsoft Office Home Mail - Rhonda.Pecenka@iowadot.us
OneDrive - lowa Department of Tr =

Size Madified by
Pecenka, Rhonda
Pecenka, Rhonda

Pecer Rhonda

Pecenka, Rhonda

Pecenka, Rhond:
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When opening an attachment (PDF, Word or Excel) there are a few options available. When working
in the 0365 portal the recommended option is to save any attachments to OneDrive.

When you select Save to OneDrive your file(s) will be saved in a OneDrive in a folder named
attachments.

Mail - Rho... Office Home Mail - Rho... Office Home Mail - R... PeCeﬂka, RhOﬂda
Wed 3/7/2018 6:59 AM
= Flagg( PDF Expert @ eee Inbox; Sent Items
Test eoe

To: Pecenka, Rhonda;
|l 7:51a

Pecenka, Rhonda @
k Wed 3/7/2018 6:59 AM

7:51a i J ;

Inbox; Sent Items = o= i

L] To: Pecenka, Rhonda;

7:32a @

k @ & Bid_ltem_Update_201...
. 7:29a 35KB

t @nemive - lowa Department of Tv@ Rhonda Pecenka 515-239-1123

7:20a Office of Construction and Materials

k Rhonda Pecenka 515-239-1123 lowa Department of Transportation

7:16a Office of Construction and Materials
lowa Department of Transportation

Save to OneDrive - lowa Department of Transportation

You can access PDF files in PDF Expert through
your Synced folders. This is the folder that you
should be working out of after you connect PDF
Expert to OneDrive.

¢ Synced falders  rhonda.pecenka@iowad

Qe iPad

T Name Date

BB Cocuments

If you want to mail the file you will need to open
your mail account in 0365. When you tap the
paper clip to attach a file your OneDrive files will
be listed. Navigate to the file you wish to send
and select attach as a copy.

Attachments Image files
Other file types such as Word and Excel can be
accessed through the 0365 portal. They will
open in the on-line version. Any edits must be BB (118)+PIE...+pile +dlin
made in the web browser. e Pt

@ 1item TR - IRERIEE
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Other options for email attachments
7:2% To: Pecenka, Rhonda; °
Tap the down-arrow to the right of the
attachment (Ifaxcept ptlotos.) for more options. . g = E————
If you select “Preview” (or just tap the 35 kB
attachment) it will open in the web browser. Preview Lo
This if fine if you just want to view it. But if
you want to do something with it you should Download
either download it or save it to OneDrive. Save to OneDrive - lowa Department of Transportation

il Verizan T 7:44 AM = § 4% )

< [[] & outlaok office365.com B 5 + @

Documents

cocgle | sanmta your sccount TeB 18 shere it Anoron

Bid Ttems Application Update to n

Iowa Department of Transp«  G20510

iTunes Files Bid_Item_Update_2018_0
2_26-1

) iterms wes 745 AM

PDF Expert Guide
Nearby

PIE...+pile+dfh

ow all Recents

For PDF files: If you select download, you will have the option to copy it to PDF Expert (if it is installed
on your iPad). This will save the file locally in the documents section of PDF Expert. When using a
Shared iPad you can’t mail from PDF Expert because there is no mail account on the iPad. Your mail
account resides on the web. If you are going to email the file you need to save or move the file to
OneDrive.

Photo attachments

[ X X ]
Photo attachments | tested appeared as a To: Pecenka, Rhonda;

thumbnail. If you tap a photo attachment it @
will open as a preview in the web browser.
Beneath the image, there is an option to save
the file to OneDrive. If you receive multiple
photos you can save them all to OneDrive at ol o
once.

‘I i

i

If you want to save the photo to your photos

app, tap the picture to open in preview, tap @QD’"W@ and Depacimentiaf T”@
download and then touch and hold the photo
until it enI'TIrges a little bit. When yort: relsase, Rhonda Pecenka 515-239-1123

a menu will appear to save or copy the photo. Office of Construction and Materials

If you receive multiple photos you would need lowa Department of Transportation
to do this to each individual file.
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The ClamCase

To insert your iPad into the ClamCase place your iPad inside the bottom edge of
the Clam Case. Press your iPad into the top edge of the ClamCase and it will snap
into place. To remove, press back the top edge of the ClamCase to release your
iPad. It works best if you start at the top corner.

The power button is on the left side. Slide it toward you to turn it on, slide it back to shut it off. The
keyboard has a power saving function and will go to sleep. Touching any key will activate the keyboard.
Then you can start typing.

Your ClamCase automatically enters pairing mode when first powered on. If
it is not working, go to settings and make sure that Bluetooth is on. You
should see the ClamCase Keyboard listed. Tap to connect. If you do not see
the keyboard listed, press and hold the Bluetooth key for 5 seconds. The
pairing LED will begin flashing. You should then be able to connect to the
keyboard in settings.

Use the black cable to charge your ClamCase, it plugs in on the right side of the keyboard. Charge it until
the LED turns green.

To check the battery, touch the battery button.
4 flashes = 75-100%, 3 flashes = 50-75%,
2 flashes = 25-50% and 1 flash = 0-25% changed.

ooo0D00n
Above are the function keys. From left to right they are Home, Search, Cut, Copy, Paste, Siri, and On-

Screen Keyboard. The next are media buttons: Back, Play/Pause and Forward — After that are volume
button: Mute, Down and Up and the last button is Lock.

If you have problems, try these troubleshooting tips:
e Press any key to wake your ClamCase from sleep mode.
e  Turn your ClamCase off and then back on.
e Recharge the ClamCase battery.
e Re-establish a Bluetooth connection between your ClamCase and Ipad.
e Verify your iPad’s Bluetooth feather is turn on.

This information is also available in the ClamCase packaging that came with your equipment.

Note: There are other keyboard cases in use that may work differently, but many of the keys are the
same.
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