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1. Overview

The MDT Right of Way Bureau is responsible for the acquisition of land in support of the
department’s mission of creating and maintaining the state’s highway transportation
infrastructure.

The program described in this document has been designed to increase the efficiency & accuracy
of the parcel document publication process and streamline the publication of Right of Way
acquisition documents.

The MDT Access ROW Parcel Documents program provides MDT Right-of-Way staff access to
Right-of-Way Parcel documents that have been published for distribution by MDT Right-of-Way
design staff.






2. Main Form
When the program is first started, the user is presented with the "main" form shown below. This

is where all actions start.

-

E=% ECR =X

e

Access ROV Parcel Documents (Wersion 1.0.0)
File Options Help

—Select District Below

* Missoula " Great Falls " Billings
" Butte " Glendive
Select Project Directory Below:
7930000
SelectParcel(s) Below:

—Parcel Documents Request Opbons
[ PrintExhibit{s) on Selected Printes
[T GetCopy of Exhibit PDF(s)

[T GetCopyof Conveyance Documenis)

Selected Printer
I\\misnt‘l smisOpr Select Printer
|\\misnt1 SmisOpr Change Defauk
Printer
Exit Help

Submit Bequest
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The main form has menu options as follows.

Menus
lFile Options Help

There are three main level menus that are displayed.

There are one or more options that are displayed under each menu item. The following shows
the main menu items and the sub-items for each.

File Menu

Option Description
Exit Closes the application.
Options Menu

Option Description

User Options

Opens form for editing user's default "Plotter" or "District" options
settings.

Help Menu

Option

Description

About Access ROW Parcel
Documents

Opens form displaying information about the Access ROW Parcel
Documents Application, including Version and Support contact
information.

View User's Manual

Opens the PDF version of the Access ROW Parcel Documents
User's Manual.




3. General Operations

3.1 Starting The Access ROW Parcel Documents Program

Click on the Access ROW Parcel Docs shortcut (shown below) in the A/f Programs > MDT
Engineering Applications program group on your computer to start the program.

. MDT Engineering Applications &
Access ROW Parcel Docs
= = : B |

.

- e -

The Access ROW Parcel Documents main form will be displayed as shown below.
8% Access ROW Parcel Documents (Version 1.0.0) = |-

File Options Help

Select District Below
* Missoula " Great Falls " Billings

" Butte " Glendive

Select Project Directory Below:
7930000

Select Parcel(s) Below:

—Parcel Documents Request Oplions

A
I
I G )
Selected Printer
[Ssmisnt14misOpr Select Printer
[Ssmisnt1\misOpr Change Defauk
Printer
Exit Help
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4. Accessing Published Parcel Documents

After the main form completes loading the basic steps to access published Parcel documents are:

1. Step 1 Select the desired District if it is not already selected.
Note: If no projects have published parcels for a district the list of projects for the selected
district will be empty.

2. Step 2 Select the desired Project from the available projects listed for the selected district.
Note: Only one project can be selected at a time. If no parcels have been published for a
project the list of parcels for the selected project will be empty.

3. Step 3 Select the desired Parcel(s) from the available parcels listed for the selected project.
Note: One, all, or any combination of listed parcels can be selected for request processing.

4. Step 4 Select the Parcel Documents Request options (Print Exhibits, Get Exhibit PDFs
and/or Get Conveyance Documents) that are available for the selected parcel(s).
Note: Each of the Parcel Documents Request options will only be enabled for selection if
there is at least one document available for access for at least one of the selected parcels.

The three available Parcel Documents Request Options and their usage are as follows:

a. Step 4a Print Exhibit(s) on Selected Printer-
e Produces printed Exhibit pages of the available printouts for the selected
Parcel(s) to the printer selected by the user.
e Select the desired printer for printing the Exhibit pages using the Select Printer
button before clicking the Submit Request button.
b. Get Copy of Exhibit PDF(s)-
e Provides a copy of the Exhibit PDF(s) that are available for the selected Parcel(s)
to the C:\Dgn folder on the user’s computer.
c. Get Copy of Conveyance Document(s)-
e Provides a copy of the Conveyance Document(s) that are available for the
selected Parcel(s) to the C:\Dgn folder on the user’s computer.

Note: If no Exhibits have been published for any of the selected parcels the Print
Exhibit(s) on Selected Printer and Get Copy of Exhibit PDF(s) Request options will not
be enabled. Also, if no Conveyance Documents have been published for any of the
selected parcels the Get Copy of Conveyance Document(s) option will not be enabled.

5. Step 5 Click the Submit Request button to process the parcel document request(s).
Note: The Submit Request button is only enabled if at least one of the Parcel Documents
Request options is enabled and selected.
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Step 1. Select the desired District (Missoula district has been selected in the example shown

below).
Access ROV Parcel Documents (Version 1.0.0) o= | =] Hi&l
File Options Help
—Select District Below
« Missc[ga " Great Falls " Billings
" Butte " Glendive
Select Project Directory Below:
7930000
SelectParcel(s) Below:
—Parcel Documents Request Opbons
[T PrintExhibit{s) on Selected Printer
[T GetCopy of Exhibit PDF(s)
[T Get Copy of Conveyance Document]s]
Selected Printer
[Ssmisnt! SeisOpr Select Printer
I'\'\misnﬂ SmisOpr Change Defauk
Printer
Submit Bequest Exit Help
’ 4
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Step 2. Select the desired Project for the selected district (project 7930000 has been selected in
the example below).

ﬂf ﬁ\ltcess"Rd\flf:"Parcei 50cuments (Versmnll]ﬂ)

File Options Help

o= g [i_&,l

—Select District Below
* Missoula " Great Falls " Billings
" Butte " Glendive

Select Project Directory Below:

Select Parcel(s) Below:

?930000
e

PARCEL-1_ACQ
PARCEL-2_EASE
PARCEL-3_OTHER3_TJB-TEST3

—Parcel Documents Request Optons

" PrintExhibit{s) onSelected Printes
" GetCopy of Exhibit PDF(s)

[T GetCopyof Conveyance Document(s)

Selected Printer
|\"~.misnt1 SmisOpr Select Printer
I\\misnﬂ SmisOpr Change Defauk
Printer
Submit Request Exit

Help

4
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Step 3. Select the desired Parcel(s) for the selected project (parcels PARCEL-1_ACQ and PARCEL-
3_OTHER3_TIB-TEST3 have been selected in the example below).

o PR D i Y e
=| Documents (Version 1.
JoCumeEnts (VErs

‘-L‘.,l""*"i“

File Options Help

—Select District Below

¢ Missoula " GreatFalls " Billings
" Butte " Glendive

Select Project Directory Below:

Select Parcel(s) Below:

PARCEL-1 ACQ
PARCEL-2_EASE
PARCEL-3 OTHER3 TJB-TEST3

—Parcel Documents Request Options
™ Print Exhibit(s) on Selected Printer

[ Get Copy of Exhibit PDF(s)

[~ Get Copy of Conveyance Document(s)

Selected Printer
[\\misnit 1\misOpr

[\\misnt 1\misOpr

Submit Request
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Step 4. Select the desired Parcel Documents Request options for the selected parcels (all 3 of the
Parcel Documents Request Options have been selected in the example below).

File Options Help

—Select District Below
¢ Missoula " GreatFalls " Billings
" Butte " Glendive

Select Project Directory Below:
7930000

Select Parcel(s) Below:

PARCEL-1 ACQ
PARCEL-2_EASE
PARCEL-3 OTHER3 TJB-TEST3

—Parcel Documents Request Options
IV Print Exhibit(s) on Selected Printer

v Get Copy of Exhibit PDF(s)

V Get (ﬁpy of Conveyance Document(s)

Selected Printer
[\\misnit 1\misOpr Select Printer

[\\misnit 1\mis Opr Change Default
Prinier

11
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Step 4a. If necessary, select the desired printer for printing the Exhibit pages using the Select
Printer button, as shown below.

.ﬁﬁtceséﬁd\ﬁ)bércei Documents (Verswnll]ﬂ) =@~ [ﬁl
File Options Help
—Select District Below
* Missoula " Great Falls " Billings
" Butte " Glendive

Select Project Directory Below:

7330000

SelectParcel(s) Below:
PARCEL-1 ACO

PARCEL-2_EASE
PARCEL-3_OTHER3_TJB-TEST3

—Parcel Documents Request Optons

I~ Print Exhibit(s) on Selected Printer
[~ GetCopy of Exhibit PDF(s)
I~ GetCopy of Conveyance Document(s)
Selected Printer
|\"~.misnt1 SmisOpr Select Plint%
I\\misnﬂ SmisOpr Change Defauk
Printer
Submit Request Exit

Help
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Step 5. Click the Submit Request button to process the parcel document request(s), as shown

below.
.ﬁﬁtceséﬁd\ﬁ)bércei Documents (Verswnll]ﬂ) =@~ [ﬁl
File Options Help
—Select District Below
* Missoula " Great Falls " Billings
" Butte " Glendive

Select Project Directory Below:

7330000

SelectParcel(s) Below:
PARCEL-1 ACO

PARCEL-2_EASE
PARCEL-3_OTHER3_TJB-TEST3

—Parcel Documents Request Optons

¥ Print Exhibit(s) on Selected Printer
[V GetCopy of Exhibit PDF(s)
[V GetCopy of Conveyance Document(s)
Selected Printer
|\"~.misnt1 \misOpr Select Printer
I\\misnﬂ SmisOpr Change Defauk
Printer
Submit kuest Exit Help

13



Manage ROW Parcel Documents User's Manual

After selecting the Submit Request button, if the Print Exhibit(s) on Selected Printer parcel

documents request option was selected the following message will be displayed informing the
user that the requested exhibit pages are being printed on the selected printer. The message
includes information regarding what printer the prints were sent to and prompting the user to
check to printer to obtain the requested prlntouts

O ) The Requested Parcel Exhibit prints were sent to Missoula printer
Y MISOPR,

Please check the printer to obtain the requested printouts.

Select the OK button to continue with the processing.

After selecting the Submit Request button, if the Get Copy of Exhibit PDF(s) parcel documents
request option was selected, the following message will be displayed informing the user that the
requested exhibit PDF files are now available in the C:\Dgn folder on their computer. The
message includes information regarding the actual PDF files that were delivered to the user’s
computer.

Requested Exhibit PDF Files Available In C:ADgn Folder On Your Computer =)

"o ) The following Requested Exhibit PDF file(s) are now available in the
) C \Dgn folder on your computer (MDTHLNISDP224).

7930000_PARCEL-1_ACQ_EXHIBITS_03-23-2016.PDF
7930000_PARCEL-3_OTHER3_TJB-TEST3_EXHIBITS_03-23-2016.PDF

Select the OK button to continue with the processing.

14
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After selecting the Submit Request button, if the Get Copy of Conveyance Document(s) parcel
documents request option was selected, the following message will be displayed informing the
user that the requested conveyance document files are now available in the C:\Dgn folder on their
computer. The message includes information regarding the actual document files that were
delivered to the user’s computer.

ent Files Available In C:\Dgn Folder On Your Co... |

b The following Requested Conveyance Document file(s) are now
P/ availabe in the C:\Dgn folder on your computer (MDTHLNISDP224).

7930000_Parcel-1_ACQ_Deed_03-23-2016.00CX
7930000_Parcel-3_Other3_TJB-Test3_Deed_03-23-2016.D0CX

Select the OK button to continue with the processing.
If either the Get Copy of Exhibit PDF(s) or Get Copy of Conveyance Document(s) parcel

documents request options were selected, the C:\Dgn folder will be opened in Windows Explorer
so that the user can access the files that were sent to their computer, as shown below.

. File Edit View Tools Help

Organize v Share with v Burn New folder g== » [ @

&, Local Disk (C:) 4 Name Date modified Type Size
| 51b0aald74bb8baf05d7

@ 7930000_PARCEL-3_OTHER3_TJB-TEST3_EXHIBITS_03-23-2016.PDF 3/24/2016 8:56 AM  Adobe Acrobat D...
.. BentleyDownloads

@ 7930000_PARCEL-1_ACQ_EXHIBITS_03-23-2016.PDF 3/24/2016 8:54 AM  Adobe Acrobat D...

@_J 7930000_Parcel-3_Other3_TJB-Test3_Deed_03-23-2016.D0CX 7/24/20151:41 PM MS Office Word O...

@ 7930000_Parcel-1_ACQ_Deed_03-23-2016.D0CX 6/1/201510:05 AM  MS Office Word O...
oref 3/31/2016 10:36 AM  File folder

. DGN
o oref
) gs
. Intel
| IsB -«
5 items State: 28 Shared

15






5. Setting or Changing Default User Options
To set or change the Default Printer or Default District user options select the Options menu ->

User Options sub-item, as shown below.

e

BB EOR =5

B Access ROW Parcel Documents (Wersion 1.0.0)

File |0ptions' Help

‘ User Option

~Select District Bel
* Missoula
" Butte

" Great Falls " Billings
" Glendive

Select Project Directory Below:
7930000

SelectParcel(s]) Below:

—Parcel Documents Request Opbons
[T PrintExhibit{s) on Selected Printes
[T GetCopy of Exhil
I LetLopyoll

Selected Printer
[Nsmisnt1 ymisOpr

Select Printer

Change Defauk
Printer

[Ssmisnt] SmisOpr

Exit Help
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The User Options form will be displayed, as shown below.

User Options
Default Printer: Selact
|\.‘~.misnt1 SmisOpr Printer

Default District:

|Missou|a __v_]
oK | Cancel I

The current Default Printer is displayed in the Default Printer: text box (in this example the
Default Printer is \\misnt1\misOpr).

The current Default District is shown in the Default District: dropdown list (in this example the
default district is Missoula).

To change the Default Printer select the Select Printer button as shown below.

User Options

Default Printer: [ select
|\\misnt1\mi30pr Printer

Default District:
IMissouIa

OK |

18



The Choose From Approved ROW Plotters Listed Below form will be displayed as shown

below.

Setting or Changing Default User Options

e

Choose From Approved ROW Plotters Listed Below I || == [é]
Select Plotter -
" Missoula [District 1) [\misntlsmisdpl — ~|
" Butte [District 2) [\Sbutnt\butépl |
" Great Falls [Distict 3] [\t gt4pl |
" Glendive [District 4) l “\gldnt1\gldEpl _~]
" Bilings (District 5) [\blanti\blg3pl |
" Helena l"-"'-.n‘ldtp( int1 s rowapr _f_l
Cancel
Selected Plotter {Ssmiisnt] SeisOpr
A

19
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Next, select the District for the desired printer, as shown below (in this example the Butte (District
2) option has been selected).

€ Missoula (District 1) [WmisntT\mislpr _~ |
@ Butte (District 2) [NoutntToutépl +|
C GreatFalls (District3) [Ngfiiafidel  +|
C Glendive (District4)  [Vgldrt1\gldépl _~]
" Billings (District 5) [Nbignt1blg3pl  +]
" Helena [Wmdtprint T\rowspr _~ |

Selected Plotter I\\butnt 1\but6pl

Next, select the desired printer from the dropdown list next to the selected district as shown
below (in this example the \\butnt1\but3pl printer is being selected).

s el
APP ;

" Missoula (District 1) I'-\\m|snt1\mis&3r - I

(% Butte (District 2) \butrit 1\but6pl v

\\butnt 1\but6pl
" Great Falls (District 3)

" Glendive (District 4) I"\‘-glme\gIdSpI -]
" Billings (District 5) |\‘~b|gm1\.b|g3p| .]

" Helena I'\'\mdtprimTvo»\'Spr vl

Selected Plotter "\\butnt 1\but6pl

20



Setting or Changing Default User Options

After selecting the desired printer, the selected printer will be displayed in the Selected Printer
text box, as shown below.

€ Missoula (District 1) [WmisntT\mislpr _~ |
@ Butte (District2) [Noutrtbout3pl ~|
C GreatFalls (District3) [Ngfiiafidel  +|
¢ Glendive (District4)  [Vganti\gdtel |
" Billings (District 5) [Nbignt1blg3pl  +]
" Helena IW

|\\butnt 1\but 3pl

Next, select the OK button as shown above to complete the default plotter selection process. The
form will close and the new default printer will be displayed in the User Options form as shown
below.

User Options

Default Printer: Select
IKbutm1\but3pl Printer

Default District:
lMissoula

OK |

21
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To change the Default District select the desired district from the Default District dropdown list, as
shown below (in this example the Butte district item is being selected form the dropdown)

Default Printer:

Select
[\\butnt 1\but 3pl Printer

Default District:

= El

Missoula

Great Falls
Glendive

After selecting the desired district from the Default District dropdown list the selected item will be
displayed in the dropdown Iit,as shown below.

Default Printer:

Select
[\\butnt 1\but 3pl

Printer

Default District:
IButteI

s

Select the OK button, as shown below, to complete the Default Printer and/or Default District
User Options selection process.

22

Default Printer:

Select I
[\\butnt 1\but 3pl Printer
=
Cancel |

Default District:

IButte



Setting or Changing Default User Options

The User Options form will close and the main form will be updated to use the new default
district and new default printer options as shown below (in this example the selected District
option is the new default Butte district and the Selected Printer and Default Printer are the new

default \\butnl\but3 | printer).

| File Options Help

—Select District Below
" Missoula " GreatFalls " Billings
¢ Butte " Glendive

Select Project Directory Below:

Select Parcel(s) Below:

— Parcel Documents Request Opbions
[ Print Exhibit{s) on Selected Printer
[T GetCopy of Exhibit PDF(s)

[T GetCopy of Conveyance Document{s)

Selected Prnter
[\\butrt 1\but 3p!

[\\butrit 1\but 3pl

Submit Request

23






6. Viewing Information About The Program

To view information about the program, including Support contact information select the Help

menu > About Access ROW Parcel Documents sub-item, as shown below.

=

-

ﬁ.&ccess ROWY Parcel Documents (Version 1.0.0) = [-= Iﬁl
File Options )
About Access ROW Parcel Docugents
SelectDi: Wiew Users Manual
* Missoula 7 Great Falls " Billings
" Butte " Glendive
Select Project Directory Belowr
7930000
SelectParcel(s]) Below:
—Parcel Documents Request Optons
P Sel
G f
[T GetCopyo \ ment]s
Selected Printer
[Nsmisnt] ymisdpl Select Printer
[Ssmisnt] \mis4pl Change Defauk
Printer
Exit Help

25
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The About Access ROW Parcel Documents form will be displayed as shown below.

Access ROW Parcel Documents
Version 1.0.0
Copyright @ 2016

Montana Department of Transportation

Provides MDT Right-ofWay Staff Access to Right-of Way
Parcel Documents

For support contact one of the following:

Amanda Leslie
(408) 444-7677

mailto: aleslie@mt. gov

ISD Enaineering Support Team
mailto:mdtisdappmainteng@mt. goyv

The form displays information about the program including the Version number (in this example

the version information is Version 1.0.0). The form also displays support contact information in
hyperlink

Access ROW Parcel Documents
Version 1.0.0
Copyright ® 2016

Montana Department of Transportation

Provides MDT Right-of-Way Staff Access to Right-of-Way
Parcel Documents

For support contact one of the following:

Amanda Leslie
(406) 444-7677

mailto :aleslie @mt.qov

ISD Engineering Support Team
mailto :mdtis: mainten aov

26



Viewing Information About The Program

A new Outlook e-mail message will be created with the To.. populated with the e-mail address for

the support contact and the Subject: populated with a program support request subject item, as
shown below.

Bae .+ il” 'Access RO

Insert Options Format Text Review

@ ) Attach File ¥ FollowUp ~

0 attach item ~ | ¥ High Importance
Names

v \ 2% Signature ~ § LowImportance

Include Tags R

l mdtisdappmainteng@mt.gov

Subject: !Access ROW Parcel Documents (Version 1.0.0} Support Request

Tim Boucher, P.E.

Sr. Computer Systems Analyst
Information Services Division
Phone: (406) 465-0865

Fax: (406) 444-6127
tboucher@mt. gov

Simply fill out the desired message content and send the message. The support contact will
receive the e-mail message and start the process of addressing the support request.

27






7. Viewing The Program User's Manual
To view a PDF of the program user’s manual select the Help Menu -> View Users Manual

option, as shown below.
§¥ Access ROV Parcel Documents (Version 1.0.0) | = | =] I&I
File Options |He|p|
About Access ROW Parcel Documents
—SelectDi Wiew Users Manual [% ‘
* Missoula 7 Great Falls " Billings
" Butte " Glendive
Select Project Directory Belowr
7930000
Select Parcel(s) Below:
Parcel Documents Request Opbons
[ Pn [ slected P
I— Let opyol ks
[T Getl .opy of Conveyance D ocument{s]
Selected Printer
[Nsmisnt] ymisdpl Select Printer
[Nsisnt] Smisdpl Change Defauk
Printer
ymit | Exit Help
4




Manage ROW Parcel Documents User's Manual

The PDF version of the Access ROW Parcel Documents User's Manual will be displayed, as shown

below.
L Access-ROW-Parcel-Documents_ pdf - Adobe Reader

File Edit View Window Help x|

%@ Z & Bl @| : Q/l33|‘@ 5 Tools Sign Comment
IE

= Montana Department of Transportation
senving youwithpride  Right-of-Way Bureau & Information Services Division

Access ROW Parcel Documents User's Manual

Version 1.0.0
April 2016
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Technical Support

8. Technical Support

To obtain technical support, contact one of the following:

Amanda Leslie
Right-of-Way Bureau
Phone: 406-444-7677
aleslie@mt.gov

ISD Engineering Support Team
mdtisdappmainteng@mt.gov

31
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