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Construction Documentation Portal

Construction Documentation Portal (CDP) — Contributor User Guide

Overview

The Construction Documentation Portal (CDP) provides registered users the ability to securely search
and download existing Curtin University documentation required for their projects, and for Properties
Facilities and Development (PF&D) project documentation to be submitted online.

Browser

The Construction Documentation Portal can be accessed from any web browser.

Construction Documentation Portal

Dont have 2 COP Project Account?

To access publicly available files of Curtin University architectural drawings, -

ent. please use B2 10 s on the Consu

1. Open anew web browser and launch the portal using the following link:

https://cdp.curtin.edu.au
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Account Registration

To log into the Construction Documentation Portal you will require a ‘CDP Project Account’. If you
already have a ‘CDP Project Account’ please skip this step and continue onto the Login section. Each new
project with Properties Facilities and Development (PF&D) will require a separate registration for access.

& Project Registration

First Name Last Name Company

Emad Phone Mobile

Curtin Project Number' € Curtin Responsible Officer* @

Campus Building Number(s|

Disciplines

Project Description * @

Please ensure only the Lead Consultant or approved Contractor for the Curtin Project requests the
account. They can then share the login or provide the requested drawings to the project team as

required.

1. Select ‘Request an account’ from the CDP Home Page to begin the registration process.

2. Complete the ‘Lead Consultant or approved Contractor Details’ with your own personal
information.

3. The ‘Curtin Project Number’ is issued by the relevant Curtin Internal Project Manager.

The ‘Curtin Internal Project Manager’ is the Curtin individual accountable for this Project.

5. Complete the relevant ‘Project Scope’ to include all Campuses, Building Numbers and
Disciplines. Please note this will affect what drawings and documents you have access to in
the CDP.

6. Also provide a brief description of works being carried out under this Curtin Project number to
help ensure the appropriate drawings and documents will be available for access.

E

Once your registration has been approved by the Curtin Internal Project Manager and Drawing Services
you will be sent an email with your login details for the Construction Documentation Portal.
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Login Page

Once you have a CDP Project Account you will be able to login as a ‘Contributor’ to submit your project
documentation for approval by Curtin University.

n Curtin University | Construction Documentation Portal

Login

You are about to access a RESTRICTED LT. System

1. Select ‘Login’ from the header menu or alternatively select the ‘Contributor’ icon to go to the
Login Page.
2. Enter your ‘User Name’ and ‘Password’ as requested. Note the login details are case-sensitive.
a. If you have forgotten your ‘Username’ or ‘Password’ please follow the prompts on the
Login Page to recover these details.
3. If you logged in via the header menu please select the ‘Contributor’ icon or if you’ve already
selected this please proceed.
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Book In Request

Once you are logged in as a ‘Contributor’ you will be taken to the ‘Create Book In Request’ page.

Only the Document Contributor once approved by the Nominated External Project Manager is
authorised to submit project documentation to Curtin University. If you are not authorised please sign
out immediately and contact the Nominated External Project Manager to submit a

single documentation package once finalised.

Prior to submitting your project documentation for approval by Curtin University you will need to
ensure;

e The latest 'Book In Cover Sheet' is completed. DO NOTE RENAME THIS FILE

e All drawings are submitted in both AutoCAD DWG and PDF formats. (Tender and As Constructed
only)

e All drawing files are named to Curtin CAD Standards.

e Only one building/structure and one sheet per drawing file.

e All drawings issued to Curtin must be in AutoCAD DWG, revision 2010 or earlier.

e Bind all XREF's when exporting DWG files.

e Operations & Maintenance Manuals have been consolidated into one singular PDF per volume.

*** A maximum 2GB ZIP file is currently supported, anything larger shall be broken down into
disciplines ***

. urtin University | Construction Documentation Portal #Home QSearch (#Requests~ @ ProjectRegistraions @ Admin ~+  EAContact & MHindley

& Create Book In Request
Upload a zip file book in package. The zip file should contain the following items:

Only the Lead Consultant is authorised to submit project documentation to Curtin University. If you are not authorised please sign out
immediately and contact the Lead Consultant to submit a single documentation package once finalised.

Prior to submitting your project documentation for approval by Curtin University please ensure;
+ The latest 'Book In Cover Sheet is completed.
- All drawings are subitted in both AutoCAD DWG and PDF formats. (Tender and As Constucted only)
- All drawing files are named to Curtin CAD Standards.
- Only one building/structure and one sheet per drawing file.
- All drawings issued to Curtin must be in AutoCAD DWG, revision 2010 or earler.
- Bind all XREF's when exporting DWG files.
- Operations & Maintenance Manuals have been consolidated into one singular PDF per volume.

Validation Errors
To view any validation errors that occur during your submission, please follow these instructions;
+ Select the ‘Documents’ tab adjacent to the 'Upload' tab on the submission panel
+ You will now see a list of all the documents submitted and those that have validation errors have a red cross.
- Select the ‘Details' icon adjacent to the red cross to view the validation efor.
- A pop up will now display the document detais including the 'Validation Messages'.

To download a complete list of all the validation errors on an Excel file for easy distribution, please view the Contributor User Guide
Successful Submission

Please note the documentation s now pending review by Drawing Services for Curtin CAD Compliance and will follow from your Officer on the outcome of
this matter

Download the 'Sample Book In Package' in .Zip or the latest 'Book In Cover Sheet' .Excel file.

A sample ZIP file package in the required format can be downloaded here.

# download sample book in (ZIP) | & download sample (XLS)

Upload

Please upload your Book In Request package.

Curtin Project

Choose a book-in package Curtin Project Responsible Officer v
Responsible Officer *
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Book In Cover Sheet

The latest ‘Book In Cover Sheet’ in .Excel format is required to be completed and included with your
Book In Request. The download link is located on the ‘Create Book In Request’ page or;

https://cdp.curtin.edu.au/site/Plugins/Curtin/Files/Book%20In%20Cover%20Sheet.xlsx

DO NOT RENAME THIS FILE

1. File Name - Enter in the file name. The file name must contain the file extension (pdf, dwg, doc,
etc). Example: A100-55-E.pdf

2. Campus Name - Select the campus from the drop down list.
3. Building Number — Enter in the building number. Example: B109, SITE
4. Project Number - Enter in the project number. This is a unique ‘Curtin University’ number

assigned to all projects. Please contact your Curtin Internal Project Manager for the relevant
number. Example: CSSL 10040

. Project Revision — Select the project revision from the drop down list.

Discipline — Select the discipline from the drop down list.

Year - Select the year the drawings were completed from the drop down list.

Title — Enter in the title of the drawing, document or manual as shown on the titleblock/cover

page. Example: Curtin University Bentley Campus Building 109 Architectural Floor Plan

9. Drawing Type — Select the drawing type from the drop down list.

10. Level/Elev - Select the level/elevation from the drop down list.

11. Document Type — Use ‘As-Constructed Drawing’ for all project drawings regardless of the

project revision.

0o N !

File Name
528013-A-ACD00L.dwg
528013-A-AVO002 wg
528013-AV-BP0003.cwg
528013-AV-BW0104.dwg
528013-AV-CCO105.cwg

| Buitding Mumber] Project Number | Project Revision | _iscipline Year
8013 CSSL99999 As Constructed rchite

8013 cssLs9s9 25 Constructed
so13 cssLs9ss As Constructed
8013 CSSL999%9 As Constructed
8013 CSSL99999 As Constructed
so13 cssL3939 As Constructed
so13 cssLo99s As Constructed
8013 cssLsesss 2s Constructed
8013 cssLs999 As Constructed
so13 cssus9%35 As Constructed
so13 cssL9939 AsConstructed G
8013 cssLsssss AsConstructed G e
so13 cssLo9999 AsConstructed  Dangerous Goo

|teve/iev] _ pocument Type

tioning All Building As Constructed Drawing

1 AsConstructed Drawing
1 AsConstructed Drawing

ucted Security Drawing
over Sheet Level 02 As Constructed Security Drawing

Services Ph Diagrams/ imag L
8013 cssL99933 AsConstructed  Dangerous Goo Photograph Drainage
8013 Csst99933 Dangerous Goo e

8013 cssi9993 Electrical
8013 cssL99933
8013 cssL99933
8013 cssL99933
8013 csst9993
8013 csst99933

8013 cssL99933 Level 07615 Drawing
8013 cssL99933 7615 Drawing

8013 Csst99539 evel 07 GS Drawing
8013 Csst99953
7 528013-G-GAGS26.0wg Other 8013 cssi9938
3 528013-G-GD0S27.dwg Other 8013 cssL99933
3 528013-G-GNOS28.0wg Other 8013 cssL99933
528013-GH-GS0925.dwg. Other 8013 Csst99393
1 528013-GHHC0330.0wg Other 8013 csst99353
Other 8013 cssL99933
Other 8013 cssL99933
Other 8013 Csst99933
S 528013-H-KPIM3A.Gwg Other 8013 Csst99939
& 528013-H-19 Other 8013 cssL99933
7 528013-HZ-LSIM36.0wg Other 8013 cssL99933
5 S28013-HZ-LTING7.0wg Other 8013 Csst99935
528013-1-4V2M38.0wg Other 8013 cssL99933
528013-1-MAZV39.0wg Other 8013 cssL99933
1 528013--NV3M0.dwg Other 8013 Csst99939
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Once the ‘Book In Cover Sheet’ is completed the next step is to package the drawings together in a
logical folder structure. The folder structure Curtin University suggests is hierarchical commencing with
the Building Number at the highest level and manages its drawings under as an example shown below:

PROJECT NUMBER — /
LOCATION (BLDG NUMBER) —

TYP DISCIPLINE FOLDER —
FOR ARCHITECTURAL

TYP DISCIPLINE FOLDER —
FOR INTERIOR DESIGN DRAWING
(FURNITURE PLAN FOR LEVEL 1 SHOWN)

i 1] B4CII}A-CPD1DD.dwg|
- [9 01B400-A-FPO100.dwg >
| L [[0TEZ00-A-FFOZ00. dwq]

~@c
@&
--@F
@ H
. @HZ

TYP DISCIPLINE FOLDER —
FOR SURVEY DESIGN DRAWING \
(SITE SURVEY DRAWING FOR B400 SHOWN) \

BASE OR MAIN DESIGN DRAWINGS —
WILL BE HOUSE UNDER GENERAL DISCIPLINE

i
i Bmmnn—v—swmn dwg -

.~ 01B400--FU0100.cwg
S@L
-@mS

.@m SC

@8 Superseded

-4 01B400
“ 3 0184004
= 01B400
-~ 0184004

G{BO0000.dwg |~
G 100.gwg
G{GAD207 dw

€} (€] 00dwg

_~
P

\

* -9 01B400{CSPH000. dwo

— DRAWING TYPE:
ARCHITECTURAL CEILING PLAN
FOR LEVEL 1 SHOWN.

“— DRAWING TYPE:
ARCHITECTURAL FLOOR PLAN
FOR LEVEL 2 SHOWN.

—'G' FOR GENERAL DISCIPLINE

— DRAWING TYPE:
GENERAL ARRANGEMENT
FOR LEVEL 1 SHOWN.

_— DRAWING TYPE:
GRID SHOWN

_— DRAWING TYPE:
SITE PLAN SHOWN.

Before you can upload your project documentation for approval by Curtin University you must create a

ZIP file including the ‘Book In Cover Sheet’.

Curtin University suggests the ZIP file is named "Curtin Project Number - Revision'

eg. CSSL10040AC.zip
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Upload

Prior to submitting your project documentation for approval by Curtin University please ensure;

e The latest 'Book In Cover Sheet' is completed. DO NOT RENAME THIS FILE

e All drawings are submitted in both AutoCAD DWG and PDF formats. (Tender and As Constructed
only)

e All drawing files are named to Curtin CAD Standards.

e Only one building/structure and one sheet per drawing file.

e All drawings issued to Curtin must be in AutoCAD DWG, revision 2010 or earlier.

e Bind all XREF's when exporting DWG files.

e Operations & Maintenance Manuals have been consolidated into one singular PDF per volume.

1. Choose a Book In Request Curtin Internal Project Manager
2. Click the ‘Add Files’ button to select the Book In ZIP file package
3. Click the ‘Start upload’ button to upload the file to the website

Curtin Project
Responsible Officer *

+ e -

File Name Size Progress Status

4. Review upload status
a. If there are any errors these must be fixed and the package re-submitted before
proceeding any further
5. Review the uploaded documents and submit the Book-In request

Once a successful Book In Request has been uploaded a receipt will be sent to yourself confirming the
upload is complete. The Curtin Internal Project Manager will then need to review the package to ensure
it is a complete package before Drawing Services received the documents for the Curtin CAD Compliance
check.
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Validation Errors

To view any validation errors that occur during your submission,

Select the 'Documents' tab adjacent
to the 'Upload' tab on the submission
panel.

You will now see a list of all the
documents submitted and those that
have validation errors have a red
cross.

Select the 'Details' icon adjacent to
the red cross to view the validation
error.

A pop up will now display the
document details including the
'Validation Messages'.

018302-5-SC0001

Name

Document Number
Campus

Building

Revision Type
Discipline

Year

Title

Project Number
Drawing Type
Level/Elev
Document Type

Validation Messages

« Drawing Type "Details" does not match with Drawing Type "Section”
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please follow these instructions;

01B302-S-SC0001.pdf

Bentley

B302

Tender

Structural

2019

Tender Issue Minor Works Roof Replacement All Building
Roof Upgrade Details
CSSL 10682

Details

Al Building or No Level
As Constructed Drawing

Close

To download a complete list of all the validation errors on an .Excel file for easy distribution, please
follow these instructions;

AP WNPR

Select your ‘User Name’ from the header menu and a drop down list will appear.
Select ‘My Book In Requests’ from the list.
Click the Book In Request you require the list of validation errors for.

Click the ‘download result’ button and an .Excel file will download automatically.

details #1194

Request created by John Smith (Building Co) on 14/08/2019 09:43

validation failed

Q Your book-in request failed automated validation. Please review the validation errors and| C re-upload | your corrected book-in package

We found some issues with your book-in packa

(i<}

x 4 of the documents failed validation

Name Campus Building
01B302-S-SC0001.pdf Bentley B302
01B302-A-RP0101.pdf Bentley B302
01B302-A-DT0201.pdf Bentley B302
01B302-A-DP0101.pdf Bentley B302

€ back

Discipline
Structural
Architectural
Architectural

Architectural

@ download result

Project Number Details
CSSL 10682 x
CSSL 10682 x
CSSL 10682 x
CSSL 10682 x
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