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OVERVIEW

This process describes the steps involved for Design Project Managers to setup their
project in ACC - Autodesk Docs and provide access to MDT staff.

PROJECT SETUP

LOGIN TO ACC AUTODESK DOCS
1. From your Internet browser, navigate to https://acc.autodesk.com/

a. Enter your email address and click NEXT.

4 AUTODESK

Signin
Email
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New to Autodesk? Create account

SEARCH AND OPEN A PROJECT
1. From the Project List dropdown menu, search for your project

a. Click the search field and enter the UPN or project name to filter the list.

»#2 AUTODESK Construction Cloud Q@ -
@ More Autodesk products
Welcome,

What would you like to do today?

My Home Projects Project Templates

[ o]

Created

Type Name Number Default access Account on A °
{q‘j 9422000 - SF 169 N57 Sldr wid & Slp... @) Docs ~ Montana Dept of Tra.. Aug 9, 2024

4 4
Showing 1-4 of 4 1ofl

b. Click on the project to select it and explore Docs.


https://acc.autodesk.com/

ASSIGN A PROJECT ADMIN OTHER THAN THE DESIGN PROJECT

MANAGER

1. If desired, the Design Project Manager can designate a project member to be
Project Admin. The Project Admin is responsible for updating project information
when the project is initially created and for adding project members to the project.
**If the Design Project Manager will be serving as Project Admin, skip this procedure
and continue to the next procedure — Update Project Information

a. Click the action menu pulldown and choose the Project Admin option.

#1 AUTODESK Construction Cloud

&) Docs = 9422000 - SF 169 N57 Sldr Wid & Slp Flat ACC @& ~

() My Home

Available in this project

-
| Insight ect Files - ¢+) Upload files

3 Project Admin  <ffmmmm 9422000 Data Shortcuts
. Name T
{63 Account Admin AB - As Builts
| AC - Alternative Contracting [ 9422000 Data Shortcuts

22 Members

b. From the Members tab, click the Add members button to search and select the
designated Project Admin.

Add project members

Maximum 100 email addresses * (3

Joy Fleming jofleming@mt.gov

c. The individual will be added with a default role. Check the Project Admin icon to
grant Project Admin access to the project.

Email * First Name (i) LastName (i) Company Role () Access Level

jofleming@mt.gov Montana Dept of Transportation Road Project administrator ~

* Project administrator v

Project member

d. Click the Send Invitations button.

e. The designated Project Admin will receive an email from Autodesk Construction
Cloud that they have been added to the project.

2. The designated Project Admin can now continue with the next 2 procedures (Update
Project Information and Add Members to the Project)



UPDATE PROJECT INFORMATION

1. When the project is created in ACC — Autodesk Docs, the Design Project Manager
will be added and will receive a notification from Autodesk Autodesk Construction
Cloud.

AC Autodesk Construction Cloud <acc.no-reply@autodesk.com> 2l

To: Sat 11/29/2025 2:11 PM

Montana Dept of Transportation - AB_9422000 - SF 169 N57 Sldr Wid & Sip Flat ACC

-
MONTANA
Department of Transportation

Welcome to AB_9422000 - SF 169 N57 Sidr Wid & Sip Flat ACC

added you as a member to AB_9422000 - SF 169 N37 Sldr Wid & Slp Flat
ACC.

If you can't access the project, contact , the project administrator who
invited you to this project.

Join project [u7990385.ct sendgrid.net]

»2 AUTODESK

Add Autodesk to your address book to ensure you receive emails.

Email ID: 63c9787e-05de-4705-8627-63715ba%3ee3 Copyright @ 2025 Autodesk, Inc. All Rights
Reserved.

2. The Design Project Manager (or designated Project Admin) can now add project
details.

a. Navigate to the appropriate project by clicking the link provided in the email or by
searching and selecting the project from the project list in ACC — Autodesk Docs



b. Click on the action menu drop down and select Project Admin

) Docs =
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Available in this project

||l| Insight

@ Project Admin «

@ Account Admin

28 Members

c. Click on the Settings tab

d. Click the Edit button

roject Address
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ect Files

9422000 Data Shortcuts
AB - As Builts

| AC - Alternative Contracting
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Companies

Bridge

Handover

Activity

Notifications

Locations

Settings

9422000 - SF 169 N57 Sldr Wid & Slp Flat ACC @& ~
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¢2) Upload files

Name

Enter the following information and Save:

() 9422000 Data Shortcuts

#1 AUTODESK Construction Cloud

@ Project Admin -

9422000 - SF 169 N57 Sldr Wid & Slp Flat ACC @& ~

Settings
Project
Cancel E

General

Visible to all project members

=

Advanced
Only

admins

visible to project and account

=)

a Save as template

Name *

9422000 - SF 169 N57 Sldr Wid & Slp Flat ACC

Address Enter address manually

2701 Prospect Avenue, Helena, Montana 59601, United States

Start date

M MM/DD/YYYY v
End date

™ MM/DD/YYYY Y

Project number

Enter a project number

Type *

Road ~
Timezone

Mountain Time (US & Canada) ~

Project value

0 usp ~

Project template

ect Template

Business unit

D1 - Missoula v



ADD MEMBERS TO THE PROJECT
1. The Design Project Manager (or designated Project Admin) can now add the
appropriate members to the Project.

a. Click on the Members tab and click the Add members button

#1 AUTODESK Construction Claud

{0} Project Admin ~ 9422000 - SF 169 N57 Sldr Wid &Slp Flat ACC & ~ (]

28 Members «

f@ Companies Members

‘<, Bridge

p * @ Export Q. search members by name or email...
Handover

@ Activity Name Email Phone Status Company

b. Search and select one or more members to add then click Enter

Add project members

Maximum 100 email addresses * (7)

nwalters@mt.gov X  tagates@mt.gov X m

Enter

Jennifer Steven jsteven@mt.gov

c. Members will be added with a default role. Verify the role and update
appropriately for each member. This will automatically give the member the
appropriate folder access for the project in ACC — Autodesk Docs

Email * FirstName (D) LastName(D Company Role (O Access Level Products ()

steven@mt.gov Jennife Steven Montana Dept of Transportation v ROW v Project member v 2 selected v
nwalters@mt.gov | Nathaniel Walters Montana Dept of Transportation District Automation Specialist ~ Project member 2 selected v
tagates@mt.gov Tanya Gates Montana Dept of Transportation v Road v Project member 2 selected v

cancel Send invitations

d. Add members to the project for the following roles:

i. Design team

ii. District Automation Specialist
ii. District Survey team

iv. Functional design teams

e. When finished adding members, click Send Invitations



