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Introduction

Meridian Explorer is a web based application which can be used to search and retrieve drawings
and other documents stored in the University of Alberta Meridian Vaults. The Meridian system is
also known as UIRAP (University Infrastructure Records Access Program).

This guide explains how to perform these operations using Meridian Explorer:

» Browse, navigate, and search for documents in Meridian repositories.
= Search for text contained within documents.

» View, download and print documents.

= Save documents Searches and reuse them.

= Create and maintain documents Collections.

Important Concepts

Meridian Vault

A Meridian vault is the storage unit used by the Meridian system, and it is a combination of a
database containing documents properties or metadata, and a folder structure containing the
actual documents. Currently the University of Alberta Meridian System has two vaults:

= UALBERTAO1

This vault contains the Master Documents for Buildings and Sites, and the Project Documents for
Buildings and Sites.

= Records Management
This vault contains reference information to actual physical documents stored in storage rooms.

Note: This document describes how to find documents in the UALBERTAO1 vault.

Documents Metadata

When a document is stored in Meridian there are a group of properties which are used to classify
it. These properties are known as document metadata, and are used to retrieve the documents
from the system. Examples of these properties are: Document Name, Type, Class, Subclass,
Discipline and System.

Document Types

The document type is a crucial piece of metadata as it defines the properties used to classify a
particular document. To be able to retrieve a document from Meridian the user must understand
the document types used in the system. Currently we use five document types, which are
described in Table 1.

Document Rendition

A rendition is a representation of an original document in a different file format. Meridian allows
attaching a rendition to an original document. For example we create PDF renditions for the
AutoCAD drawings, and attach them to the original drawings. The Meridian Web Client User can
retrieve the original document or the PDF rendition if it is available.
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Documents Types Examples
Masters Master Building CAFM Floor Plans Drawings and
Building live reference information Organizations Allocation Plans
Master Site Site Master Maps, Site Utility
Site live reference information Layouts
Master Group Policies, Design Guidelines,
General Documents not associated to Standard and Specifications
specific Sites, Buildings or Projects
Projects Project Building As Built drawings, IFC, IFR, IFT,
Buildings Projects Information Shop Drawings, Reviews, O&M
Manuals
Project Site As Built drawings, IFC, IFR, IFT,
Sites Projects Information Shop Drawings, Reviews, O&M
Manuals
Table 1

Note: This document will indicate how to select the document type while doing document
searches.

Reqguirements

= Use the Internet Explorer browser to access the Meridian website. Other browsers like Firefox
and Chrome will not render the drawings properly, or may have limited functionality.

= The Meridian user has a login name in the UIRAP domain and a temporary password created by
the system administrator.

Opening a Meridian Repository in Meridian Explorer

= Launch Internet Explorer browser and access this URL.

http://bcexplore.uirap.ualberta.ca/bcenterprise

= The log in dialog box will be displayed (Figure 1)

= Enter the username (preceded by the domain name “uirap”) and the password, and Click the
“OK” button to continue.

IWMS Support & Development Page 4
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Figure 1

= After logon the Meridian Explorer Home page will be displayed (Figure 2).

Using the Home Page

The Home Page contains three panes, the Menu pane to the left, the Views pane at the Center
and the User Preferences pane to the right. After logging in, the Views menu option is selected
by default. The Views pane shows a list of the Views that can be used to search for documents in
the Meridian vaults. These views are configured by the system administrator.

n TEST TEST © BlueCielo ECM Solutions 2014
Menu Pane

G UNIVERSITY OF

@ALBERTA Meridian Explorer Client

57710-02-F..M-PLAN.DWG
1 VIEWS 57710-01-F..M-PLAN.DWG
51030-01-F...M-PLAN.DWG

FAVORITES
55742-RF-F...M-PLAN.DWG

[ saveo searcres

[} oastsoarD

W BC WEBSITE

m Consultant North Campus

<« Views Pane

m Consultant South Campus Basic

m Consultant Campus St Jean

@l Consultant Augustana

Figure 2

€
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Opening a View

In Meridian Explorer, a view displays the documents existing in the repository filtered by criteria set
by the system administrator. Multiple views can be configured for different purposes. Views with
specific properties in common are grouped together into view groups by the system administrator.

To open aview:

= At the Home page, select the view that you want to open from the Recently used or Views list.
The view opens in the current browser window.

Opening a Saved Search

Document Searches can be saved to be reused later. They include the filter criteria used to search

for documents.
To open a Saved Search:

= On the Home page menu click SAVED SEARCHES. Your saved searches appear in a list.
= Click the saved search that you want to open. The view from which the search was saved opens

in the web browser window.

Using View Pages

When you open a view from the Home page or click the tab of an already opened view, a view
page appears that shows the items that match the view's configuration. The view page includes a
navigation pane, a results pane, and a details pane (Figure 3).

Results Pane

Review _Collections Floor Plans n-1?7%x
Y Active Fiters <} Hide Navigation
= £Z Form Search HSave
C Reset
- SITE BUILDING FLOOR SUBCLASS DESCRIPTICON NAME
i Augustana Campus i
a Breton Experimental Plots N 4 o7 ESQ RF FLOORPLAN FLOOR LAYOU... 57710-RF-FLR-...
‘Ca‘gaw B FLOORPLAN FLOOR LAYOU... 57710-01-FLR-C...
- int-
g Campus Samt-Jean . o7 £sQ 02 FLODRFLAN  FLOORLAYOU.. 57710-02-FLR-C..
g Devonian Botanic Garden
a e Downtown Campus . DT ESQ 04 FLOORPLAN FLOOR LAYOU... E7710-04-FLR-C...

i 102CTR - 102 Straet Centre (50525) B DT ESQ cL FLOORPLAN FLOOR LAYOU... ST710-CL-FLR-

= &

Lol B Pula GEg . oT £sa 0 FLOORPLAN  FLOOR LAYOU.. ST710-03-FLR-C..

g ESQ-PARK - Enterprise Square Parkade (57711)
‘ Ellerslie Research Station
i George Lake
i Kinsella Ranch - — =

e -]

a Meanook Biological Research Station 1 ltems selzcte B 1-60f6| & -

i Michener Park
gMiuuelun Lake Research Station

57710-01-FLR-CAFM-PLAN.dwg

CI Floor Plans

Figure 3

Navigation Pane

aNurth Campus Rendition & Hybrid P
i OFF CAMPUS NAME CONTENT T...
% South Campus 5T710-01-FLR-CAFM-PLAN dwg Content
-
g St Albert Research Station [#} 5T710-01-FLR-CAFN-PLAN pof Rendition
a Woodbend Field Station
| Page]  1lof1] @50 |v 1-20f2
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Details Pane
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You use the navigation pane to explore and search for documents in the repository. As you
explore, the contents of the current selection in the navigation pane are shown in the results pane.
Selecting an item in the results list shows the item's details in the details pane.

Searching for Documents

There are two types of searches available in Meridian Explorer.
1) Property based searches

The Property based searches are based on the documents properties or metadata values. These
are the three search methods available.

- Navigation View
- Property based navigation
- Form search

2) Document Content based searches

The Document Content based searches are based on searching for text inside the documents.

Property Based Searches

Navigation View

Browsing by a navigation view lets you find documents by selecting values for properties in a
hierarchical tree. In the hierarchical browsing at each level of the navigation view, as you select
property values, only the values that exist in the property at the next level of the view are displayed
for you to select from. This means that you will always find some documents and that you can
refine your search by selecting different or additional property values.

Navigation views are configured by a system administrator. You have to select the schema
(Master Building, Project Building, Master Site, Project Site) corresponding to the document type
that you want to search.

To search with Navigation view:

» [n the ribbon menu, click Search and then click Navigation View. The root level of the
navigation view will show (Figure 4).

= Click Schema if you need to change the document type that you want to search for.

= Click the expand icon ( ) to view the property values of the next level of the view without
affecting the results pane. To hide the property values, click the collapse icon (a).

» To show the documents with a particular property value, click the property icon (&) or the
property value. The results pane list refreshes to show the documents that have the selected
property value.

IWMS Support & Development Page 7
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HOME [EEENGE Display Review Collections Entire Drawing Vault n- 7 X

= ? Active Filters | +|}- Hide Navigation

= Property-based navigation = Form Search i
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C
Type text to find here Q PROJECT DES... DESCRIPTION  FILE NAME

Schema :Project Building
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g Breton Experimental Plots i 7
g Cslgary Master Building

g Campus Saint-Jean

g Devonian Botanic Garden

g Downtown Campus

e Ellerslie Research Station

g Kinsella Ranch

g Leduc Seismographic Laboratory
e Meanock Biological Research Station
ﬁ Michener Park

g North Campus

& OFF CAMPUS

g South Campus

g St. Albert Research Station

g Woodbend Field Station

Q !tems selected

é‘l"}

Noitems | & ~

>

G Entire Drawing Vz %

Figure 4

Property based Navigation

Browsing by property based navigation lets you find items by dynamically building a filter based on
existing values for key properties. As you select property values, the results pane list refreshes to
show only the items with the selected values. This means that you will always find some items and
that you can refine your search by selecting different or additional property values. The properties
that are available for property navigation are configured by the system administrator. When you
find the items that you are looking for, you can save the current view filter for later reuse.

To search with Property based Navigation:

= In the ribbon menu Click Search and then click Property based navigation. A list of the
properties which are available for navigation and their existing values displays in the navigation
pane (Figure 5).

= If there are more than a configurable number of values for a property, a Filter box is shown at
the top of the list (Figure 5). Type text in this box and press Enter to reduce the number of
values. The number of values that are shown is configured by a system administrator.

= Select the document type that you want to search for.

= Select a value for any property of the documents that you want to find. The results pane list
refreshes to show the items that have the selected property value. Repeat the preceding step for
additional values until the results pane list includes the items that you want to find.

= To clear a property filter, clear the checkbox next to its name.
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Figure 5

Form search

Form Search lets you search for documents by specifying the search criteria using combo boxes
or text boxes.

The properties which are available for searching are predefined by the system administrator. Each
combination of a property name and its value are called a criterion. You must specify at least one
criterion. When you find the items that you are looking for, you can save the current search criteria
as a view filter for later reuse.

To use Form search:
= In the ribbon menu click Search and then click Form search. The available search options show
(Figure 6). By default, one or more search criteria with empty combo boxes or textboxes might

be available. These are configured by the system administrator.

= When you are finished specifying the search criteria, click the SEARCH button (bottom right
corner of the navigation pane). The search results appear in the results pane.

IWMS Support & Development Page 9
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HOME [JEEEUaM Display  Review  Collections Entire Drawing Vault IA-1?1%X
‘7= Navigation View = Y Active Filters | +{I- Hide Navigation
— .
+= Property-based navigation !Save . .
~ Search Criteria
U Reset
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Description: TvDe part of the text B FLOOR LAYOU... 51030-04-FLR-CAFM-PLAN.dwg
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— Search Button
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| O Entire Drawing ... X

Figure 6

Searching in Document Content

Document content searches find documents by searching the content of documents for text that
you specify.

To search in document content:

= On any view page, in the text box at the top of the navigation pane type the text that you want to
find into the Type text to find here box and press Enter or click the search icon (%) . The
results displays in the results pane list (Figure 7).

HOME JEEEaIl Display Review Collections UofA External

2= Property-based navigation

Y Active Fiters  +{}- Hide Navigation
Form Search  jind

i W1

~
L
s Q PROJECT DES., DESCRIPTION  FILE NAME
Schema Master Building ~
& Augustana Campus SHOW ALL
& Breton Expenmental Plots
Figure 7
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Working with Documents

A Meridian Explorer repository is read-only but there are commands that can be used to work with
repository documents. Some of these commands can be applied to a selection of multiple
documents.

To select multiple contiguous documents in the results pane:

= Select the first or last document to include in the selection.
= Press down and hold the Shift key while clicking the opposite document.

To select multiple non-contiguous documents in the results pane:
= Press down and hold the Ctrl key while clicking each document to include in the selection.

Viewing Documents

Meridian Explorer supports document viewers which let the user view documents in the browser.
You can open documents with the viewer from anywhere the document's name is shown. Once
opened, you can use the viewer's tools to examine the document.

To view the document from the Results list

» |n the Results pane, right click on the document name and a shortcut menu appears (Figure 8).
= Click View and the selected document opens in the Viewer (Figure 9).

HOME [EEENGE Display Review Collections Entire Drawing Vault R-1?2 X

Y Active Filters | +J}- Hide Navigation

u

= Property-based navigation Z= Form Search E Save

C Reset

Type text tofind here Q DESCRIPTION  FILE NAME ~

Schema -Master Building ~ FLOOR LAYOU... 51030-RF-FLR-CAFM-PLAN.dwg

W Ellerslie Research Station FLOOR LAYOU... 51030-RF-BASE-ARCH-PLAN.dwg
‘ George Lake 1
) a Kinsella Ranch

ORGANIZATIO... 51030-RF-ALLOC-CAFM-PLAN.PDF
t= Properties 3

° Leduc Seismographic Laborstory EU SINGLE LIN... 51030-NA-USLD-ELEC-SCHEM-SLD.dwg t] —
a Meanook Biological Research Station [?j BUILDING CO...  51030-NA-RPT-RECAPP-B1030F.PDF -
& Michener Park @, Hyperlink
> g Ministik Wildlife Research Station 1 ltems selected | & ¥, Download s~
&0 "
& Miquelon Lake Research Station = it
Export to Excel
2 g North Campus 51030-RF-ALLOC-CAFM-PLAN.PDF (=
g ABERH - Aberhart Centre (53091) Rendition & Hybrid Parl g
g ADM - Administration Building (51030) NAME CONTENT.... L

g AF - Agriculture/Forestry Centre (51060)

g AF+GSB - Agriculture & Foresiry Centre - GSB Link (51061)

g AF+SUB - Agriculture & Forestry Centre - SUB Link (51062)
L gALUM - Alumni House (53650)

g ARTS - Arts Building (Main & Conv Hall) (51250)

st i Page, 1 of1 &0 |v 1-10f1

(3 entire prawing v- |
Figure 8

[/} 51030-RF-ALLOC-CAFM-PLAN.PDF  Content
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Note: A document can be viewed also by double clicking on the document name in the Details
pane, or by right clicking on the document name in the Details Pane and selecting the Open in
Viewer option in the menu.

STTI0 08 TLR-CAIM-PULAN DWG

o8 v Y]

-
%
=
%

%
i
o’

.

Figure 9

Download Documents

Downloading documents from the Meridian repository creates copies of the files in a location on
your PC that you specify.

To change the default location where documents are downloaded
= Click on your user name at the upper right corner of the page (Figure 10).

® BiueCielo ECM Solutions 2014 ?

G UNIVERSITY OF
@ ALBERTA Meridian Explorer Client

[EP 57710-02-F..M-PLAN.DWG

‘ I= views 57710-01-F..M-PLAN.DWG

51030-01-F...M-PLAN.DWG

-_ FAVORITES
55742-RF-F..M-PLAN.DWG

SAVED SEARCHES

DASHBOARD

Consultant South

(Campus Basic BC WEBSITE

Consultant North Campus

Consultant South Campus Basic
Consultant Campus St Jean

Consultant Augustana

Figure 10
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= The personal profile page will appear (Figure 11).

Click OPTIONS.

Click CHANGE in the Download options section and change the download location.
Click the OK button.

TEST TEST ? | x
Download options
GENERAL Y Configure the
BlueCielo
Downioad con‘ro"

CHANGE

PDF viewer
Use Adobe
Viewer for PDF
DISABLE

Figure 11

To download documents

= |[n the Results pane, right click the document name and a shortcut menu will display (Figure 12).

HoME UM Display Review Collections Floor Plans IA-121%
= Y Active Fiters | ~{I- Hide Navigation
— §§Form Search ESave
CReset
b i i i SITE BUILDING FLOOR SUBCLASS DESCRIPTIC

[ g Breton Experimental Plots FLOORPLAN
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> &g Calgary : P ADM 02 FLOORPLAN FLOOR L
» & i View
v Campas Saintdean i ca ADM 03 FLOORPLAN FLOOR L
> g Devonian Botanic Garden B @, Hyperlink
& Downtown Campus : —— ADM 04 FLOORPLAN FLOOR L
B g Ellerslie Research Station B — ADM RF FLOORPLAN FLOOR L
- 3 Go to Maste
| g George Lake [} APM RS F1 ONRPI AN FIONR I
! g Kinsella Ranch X) cCompare
P g Meanook Biological Research Station 1 Items seferten | b bl | 1-60f6 | i v
b e Michener Park

P g Miquelon Lake Research Station 51030-01-FLR-CAFM-PLAN.dwg
4§ North Campus Rendition & Hybrid P

- g ABERH - Aberhart Centre (53091)

- - = NAME CONTENT T...
4 g ADM - Administration Building (51030) —
S PLan 51030-01-FLR-CAFM-PLAN.dwg Content
[ g AF - Agriculture/Forestry Centre (51060) [Zi 51030-01-FLR-CAFM-PLAN. pdf Rendition
P g AF+GSB - Agriculture & Forestry Centre - GSB Link (51061)
b a AF+SUB - Agriculture & Forestry Centre - SUB Link (51062)
= [ | Page|  1]of1] | @[50 (v 1-20f2

e ¥ Qe <
Figure 12

= Click the Download option in the shortcut menu.
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= The Download Documents dialog box will be displayed (Figure 13).

x

@ Number of files to be downloaded: 3

Base destination folder for downloaded files:
C:\BC-Workspace

Files are downloaded to subfolders according to their location in
the vault,

Options... I

Figure 13

= Click the Start button to initiate download.
You can select multiple documents and download them following a similar procedure.

Note: To download multiple documents in a batch you need to install the download control in your
local workstation. Please contact the Meridian system administrator at fodts@ualberta.ca to have
the download control installed.

Working with Saved Searches

Save searches for future use

You can save your searches to reuse in the future, so you don’t have to search the documents
again. You can also overwrite an existing saved search with a new result set.

To save a Search

» Search for documents using any of the methods described before.
» In the Search ribbon click the Save icon (H) (Figure 14).

Hovme [JESUS Display  Review  Collections Floor Plans A-1?21X
*= Navigation View = Y Active Filters | -]+ Hide Navigation
L Reset
- SITE BUILDING FLOOR SUBCLASS DESCRIPTIC
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- &gl Calgary 4 NC ADM 02 FLOORPLAN FLOORL
- _
W Carnpus St e B NC ADM 03 FLOORPLAN FLOOR L
|> g Devonian Botanic Garden 2
& Downtown Campus 3 NC ADM 04 FLOORPLAN FLOORL
I g Ellerslie Research Station B2 NC ADM RF FLOORPLAN FLOORL
=
W George Lake == N AP RS F1 ONRPI &N F1ONR |
b i@ Kinsella Ranch
g Meanook Biological Research Station 4 ltems selected = 1-60f6 i -
- &g Michener Park
& Miquelon Lake Research Station 51030-01-FLR-CAFM-PLAN.dwg
4 i North Campus Rendition & Hybrid P
=
- 1
! ABERH Al‘Je.rhanA Centre (§309 ) NAME CONTENT T...
4 ¢ ADM - Administration Building (51030) -
S PLAN 51030-01-FLR-CAFM-PLAN . dwg Content
t g AF - Agriculture/Forestry Centre (51060) El 51030-01-FLR-CAFM-PLAN pdf Rendition
g AF+GSB - Agriculture & Forestry Centre - GSB Link (51061)
g AF+SUB - Agriculture & Forestry Centre - SUB Link (51062)
= Page 1 |of1 & |50 v 1-20f2
| vestTest *| @ Froor plans > |

Figure 14
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» The SAVE FILTER dialog box will display (Figure 15).

SAVE FILTER

Eribar & name

SHOW FILTER ‘ oK

- @

Figure 15

= Enter a meaningful name for the filter.
= Click the OK button.

Retrieve Saved searches

The “SAVED SEARCHES” can be retrieved and reused.
To retrieve the saved searches

= Click “SAVED SEARCHES” on the home page menu and the existing saved searches items will
show (Figure 16).
= Click on the relevant saved search to open it.

F1TesTTEST | @ BlueCielo ECM Solutions 2014 | ‘2

@ BACK

Meridian Explorer Client

57710-02-F...M-PLAN.DWG

= views 57710-01-F...M-PLAN.DWG
MR FAVORITES [EP 51030-01-F..M-PLAN.DWG

55742-RF-F...M-PLAN.DWG
B3 saveo searces

m DASHBOARD

Building Floor PlansjBuilding Allocation ® BC WEBSITE

Figure 16
Deleting a Saved search

The saved searches that are no longer useful can be deleted.
To delete a saved search

= On the Home page menu click “SAVED SEARCHES”, and the saved searches appear in the list
(Figure 17).
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= Click the delete icon (B<]) next to the search that you want to delete.

BACK
© Meridian Explorer Client Delete Saved Search

57710-02-F...M-PLAN.DWG
= views [E® 57710-01-F..M-PLAN.DWG

W FAVORITES 51030-01-F...M-PLAN.DWG

55742-RF-F...M-PLAN.DWG
B3 saveo searcres

DASHBOARD

Building Floor Plans|Building Allocation ™ BC WEBSITE

Figure 17

Working with Collections

A collection is a set of documents which are related in some way. Collections can be either private
to you (default) or can be shared and edited by other users.

Collections are different from saved searches in one important way. The results of saved searches
may change over time as documents are added, changed, or deleted from the repository. The
results of a collection do not change and are therefore more useful if you want to always retrieve
the same set of existing documents regardless of any changes to them.

Creating and editing a Collection
You create a collection from a selection of documents. You can also add documents to an existing
collection.
To create a new collection

= Select the documents from the results pane.
= Click Review from the ribbon menu (Figure 18)

ﬂ TEST TEST | © BlueCielo ECM Solutions 2014 |

T
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Page 1/of1 i | &5 |300 v 1-20f2

G Floor Plans

Documents Collections

Figure 18

= Click the Add to Collection button (Figure 18). The ADD TO COLLECTION dialog box will
show (Figure 19)

ADD TO COLLECTION

EXISTING New collection: Type here to create a new collection J

CREATE NEW Collection type: Private collection =

OPTIONS

OK CANCEL @

Figure 19

= Click CREATE NEW option, and enter the name for your collection.

= Select the Collection Type, which can be Private or Shared. Private collections are available
only to the creator. Shared collections are available to other users.

= Click the OK button to save.
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An alternative way to create a collection includes these steps:

= Select the documents from the results pane.

= Right click on the selected documents and in the contextual menu select the Add to Collection
Option.

= Enter information in the ADD TO COLLECTION dialog box (Figure 19).

To View a collection

= At the bottom of the Meridian Window select Collections.
» In the ribbon menu click Collections, and then in the ribbon click Show Collections (Figure 20)

= |n the navigation pane click the name of the collection you want to view. The content of the
collection shows in the Results Pane.

HoME (el Display Review Collections A-1?21X
T2 Edit [E\ New collection  ®® Show packages | -{}- Hide Navigation
m - Show collections
(] Show documents I
Search here Q SITE BUILDING FLOOR SUBCLASS DESCRIPTION
NC ADM 01 FLOORPLAN FLOOR LAYOL
NAME DESCRIPTION STATUS
", Admin Buikiing Fioo_.. oo NC ADM 02 FLOORPLAN  FLOOR LAYOL
[ AGFoum Shared NG ADM 03 FLOORPLAN FLOOR LAYOL
EdS Shared i .
Select Collection to View
South tunnel Shared
o Test2 Open 0 'tems selected D 1-30f3| & ~
View Collections
Page 1/0f1 | | | &l25 v 1-50f5

Collections X

Documents Collections

Figure 20

To remove a collection

= Select the collection you want to delete.
= In the ribbon click the Delete option (Figure 20). The collection is deleted.

Note: To remove a collection you must be the user who created the collection or a system
administrator.
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Use Meridian Explorer help

You can have access to additional information on how to use Meridian Explorer by using the
application help.

To access Meridian Explorer help

= Click the question mark icon (?) located at the top right corner of the Meridian Explorer window
(Figure 21)

n TEST TEST | @ BlueCielo ECM Solutions 2014

(© s

Meridian Explorer Client

57710-02-F...M-PLAN.DWG
= views [E® 57710-01-F..M-PLAN.DWG
W FAVORITES 51030-01-F..M-PLAN.DWG

55742-RF-F..M-PLAN.DWG
B3 saveo searcries

m DASHBOARD

W BC WEBSITE

m Drawing Vault For Trades App lication Hel p
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m Consultant South Campus Basic
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Figure 21
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