Caltrans Geotechnical Manual

Archiving of Project Information

A project archive must be created or augmented whenever a work product (e.g.
geotechnical report, memorandum, boring log, consultant report review) is completed.
The types of documents and information to be archived are listed in the GS Document
Archive List. Items marked “Required” must be archived if they were developed during
the course of project investigation, design, reporting, or construction. Working
documents not archived, such as drilling requests, USA clearances, original work
requests etc., must be maintained by the geotechnical professional throughout the life of
the project. These documents may be destroyed upon completion of construction.

The geotechnical task manager is responsible for ensuring proper archiving occurs.
Project archiving should occur as soon as possible after completion of the final work
product and no later than 30 days after marking the GS project tracking “Status” field as
“Complete”. Time for project archiving is charged to the appropriate project EA and
activity code for the final work product.
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GS Document Archive List

Required (R)

Native Archive
Document Type or .
Optional (O) Format Format
Planning Phase
Relevant historical data from literature search (0] Paper, PDF PDF
Relevant site reconnaissance results (notes, photos, o Paver PDF, JPG,
sketches, geology field maps) P GIF, BMP
- . DOC, PDF, Single PDF of
Reports (e.g., Preliminary Foundation Report) R XLS. other entire report
Design Phase
Laboratory test results R PDF PDF
JPG, GIF, PDF, JPG,
Rock core photos (0] BMP GIF. BMP
. . PDF, TIF,
LOTB, As-Built LOTB, Boring Records R DGN, gINT PDF
Existing As-Built Plans not available in BIRIS or DRS R Paper, PDF PDF
PDF, XLS, .
ield i - CSV, TXT Retain
Field instrumentation measurements or results R and ' ' relevant file
: format
proprietary
Reports (e.g., Foundation, Geotechnical, R DOC, PDF, Single PDF of
Geophysical, Geological) XLS, other entire report
Copy of geotechnically relevant plans (GP, FP, o PDF, DGN, PDE
Abut/Bent Details) TIF
Borehole Backfill Data Sheet R Paper PDF
Construction Phase
Notes or correspondence confirming field verification R Paper email PDF, JPG,
of geotechnical conditions ber, GIF, BMP
Recommendations relating to change orders, claims, DOC, PDF, Single PDF of
or pile mitigation XLS, other entire report
Pile driving records/ logs Paper PDF
. . DOC, PDF, Single PDF of
Foundation testing reports (PDA, PLT, GGL, CSL) R XLS. other entire report
PDF, XLS, Retain
Field instrumentation measurements or results (e.g. CSV, TXT, ,
S : R relevant file
soil nail tests, ground anchor tests, shop drawings) and format
proprietary

* ZIP as appropriate

For consultant-prepared work, archive the final (approved) work product and the
approval correspondence signed by the geoprofessional. Draft reports or comments on

draft reports are not archived.
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Archiving Procedure

1. ldentify the project documents and/or electronic files to archive by referring to the
GS Document Archive List.

2. Convert paper documents and electronic files to the proper archive format(s).

3. Go to the archive website (GeoDOG) at http://svgcgeodog.dot.ca.gov/ and follow
the directions to submit your electronic files.

Once submitted to GeoDOG, the project information and archive files are reviewed, and
If correct, then posted to the GS Project Archive (GeoDOG). The geoprofessional will
receive an email confirming that the file(s) has been posted and is available on the
GeoDOG server. Itis anticipated that reviews will occur within 10 business days of
submittal.

4. Upon receipt of the confirmation email, the geoprofessional is encouraged to
review the archive and resolve any errors by working with the GS Archive
Manager (Natalie Cornell).

Archive Procedure:

Report or Staff: Identify Staff: Convert Staff: Submit files

Product —»| documents and —| documents and files | —»| to GeoDOG
Complete files to archive to required formats >

(GS Archive Manager: GS Archive Manager: Staff/Supervisor: Review the
Review the submittal |—p| Send email to staff || archive for completeness and
and posts files to confirming upload to fix any errors working with the
GeoDOG GeoDOG GS Archive Manager

The goal of this process is to create a project archive that is complete, comprehensive,
well organized, and is a useful resource for current and future GS staff. To achieve that
end geoprofessionals must properly prepare and organize all archive documents and
electronic files so they are easy to search, view, and use. The following additional
information is provided to aid staff in their archiving:

Archive File Formats

The required archive file formats are presented on the GS Document Archive List. The
PDF file format is preferred for archiving of most documents. However, it is recognized
that other file formats such as XLS, DGN, or other proprietary formats may be
appropriate for archiving.
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PDF files can be created and read using Acrobat Professional. In all cases where PDF
file format is required for archiving, electronic conversion is preferred in lieu of digital
scanning (see Appendix A). In cases where documents cannot be converted
electronically, they should be scanned at a minimum resolution of 300 dpi.

Combining similar documents, such as photos or pile driving records, into one multi-page
PDF file or the ZIP format is desirable to create a neatly organized and easily searchable
archive. The WinZip program is available on most staff computers and should be used to
zip similar files. Appendix B provides guidance on how to create a ZIP file.

Reports
Reports are typically created using MS Word. Reports must be archived in PDF format,
which must be done electronically using Acrobat or other program.

It is preferable to insert your electronic signature and stamp into a document prior to
converting the document to a PDF format. Appendix C provides guidance on how to
insert a scanned electronic signature and stamp into an electronic file.

LOTB and Boring Records

Log of Test Borings (LOTB) and Boring Records are prepared in DGN and gINT file
formats. The Engineering Graphics Unit can provide PDF files of any LOTB they
create.

Plan Sheets

Structures Design and the District Design Offices provide plans in DGN formats but also
have the ability to create PDF files. Plan sheets submitted for archiving should be in a
PDF format. Plan sheets that are archived should be the plan(s) associated with the
geotechnical recommendations.

Pile Quantities

Pile quantities (e.g. pile driving records, pile drilling records, etc) should be scanned (300
dpi resolution) or preferably electronically converted to a PDF file format and zipped if
appropriate.

Technical Documents

Technical documents consist of the many types of documents and electronic files
produced during the geotechnical investigation such as laboratory data, geophysical test
results, settlement curves, cross-sections, etc. These documents and electronic files
should be organized as orderly as possible for the next user. An example might be
settlement data, which were measured at several locations. In this case, it is requested
that these files be combined into one multi-page PDF file titled “settlement data”.
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Proprietary files should be archived in their original formats and should be zipped as
appropriate.

Other Documents

Other documents consist of many types of documents and electronic files such as emails,
historical/construction observations, site photos, core photos, etc. Documents must be
converted to PDF and should be combined or zipped as appropriate. Electronic files not
converted into PDF should be combined as appropriate into one ZIP file. An example
might be numerous core photos, which were taken during a field investigation. In this
case, it is recommended that these files be combined into one ZIP file titled “Boring R-2-
09 core photos™.
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Appendix A: Creating a PDF file from a MS Word file and combining
multiple documents using Adobe Acrobat Professional.

Purpose:
This document describes how to create PDF files from common desktop software (e.g.
Microsoft Word) and, further, combine individual PDF files into a single PDF file.

What You Need:
This example requires a PC workstation with Adobe Acrobat Professional.

Example:

The following example demonstrates the process of creating a PDF file from MS Word, and
appending that PDF file with another PDF file. This process can be used to combine multiple
PDF files (or documents) together into one file. In this example a structures preliminary
geotechnical report (MS Word file) and another MS Word file containing a geology map (report
attachment) are converted to PDF and combined to result in one PDF file, which can be emailed
to clients and placed in the GS Archive.

Step 1: How To Create a PDF

A. Open the file containing the geotechnical report with MS Word.

B. If the Acrobat Professional icon appears on the toolbar, select Convert to Adobe PDF and
proceed to Step 2.

@l EXAMPLE PFR.doc - Microsoft Word b I -1

Wsert Format Tools Table “Window Help &dobe PDF
<mﬁn|§w|xg@fn-|ﬂm% -7
J'@ | ﬁ“ Normal) ~ Times Mew Roman = 13 = | B 7 U HEE

- w2 E-2-O-EE|E- 3 HE ]
SESEEE O-2 A

M emoran d um Flexyour power!
Be energy efficient!

JOHN SMITH Date: March 31, 2009
Office of Bridge Design North
Structure Design — Mail Station 9-4/81

Divizion of Engineering Services File: 03-ED-50-PM 31.3
03-0F220K
Sty Park Road UC (replace)
Bridge No. 25-0042

: DEPARTMENT OF TRANSPORTATION
DIVISION OF ENGINEERING SERVICES
GEOTECHNICAL SERVICES —MS S

Subject: Structures Preliminary Geotechnical Report

JDLawv[kC-j|AgtOShapesv\ \D04|ﬁv£v&vffgle-|
[Page 1 Sec 1 13 [atz2z" In7 col3o | [REC TR E<T [ovR [ GH
Et;'startl £ Disconnecte. .. | (@) Craig Hanne. . | )2 Windows. ., v”EngPLEP... B Copy of Anp... | ) | s o8% I |@E—QQ\;¢I§IF NHEY=® % 1z18rm
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C. Otherwise select File > Print.

M_E. EXAMPLE PFR.doc - Microsoft Word j ;Iilll

i’ﬁ Edit View Insert Format Tools Table Window Help Adobe POF
AN SR A 28 >- |0 m| - o 8 = .
~ Times New Roman - 13 = | B I U ”ng = = |E H

Memorandum Flex pour powes!
Be onergy efficient!

JOHN SMITH : March 31, 2009

Office of Bridge Design North

Structure Degign — Mail Station 9-4/81

Division of Engineering Services ile: 03-ED-50-PM 31.3
03-0F220K
Sty Park Road UC (replace)
Bridge No. 25-0042

DEPARTMENT OF TRANSPORTATION

DIVISION OF ENGINEERING SERVICES
GEOTECHNICAL SERVICES — M5 §

Subject: Structures Preliminary Geotechnical Report

| Braw = Iy ¢ | AvtoShapes - \DO“&-ﬁv&vEEE.@-
[Page 1 Sec 1 7 [tz 7 cas | [rec [RE BT (R G
mstart| B Disconnecte.., | (i1} Craig Hanne... | 12 Windows... v| B8] EXAMPLE P... B Copy of App... | 3]

T Lsow | & HIVEBESTENEESO S zasm

D. Select Adobe PDF from the printer menu and click OK.

7] EXAMPLE PFR.doc - Microsoft Word 0 I -1

| Ble Edt tew Insert Format Tools Table window Help Adobe POF

NSEEGRY|L 2R o-|T7 uw - 2

|2 < A =R = SR e

B 5 = || o - TiesNewRoman = 13 <[ B £ U | = = O-4-A-.
[ R R T R R T Ry

21x|
Properties
Status:
Memor| mee > ool oo Flex pour power!

- Where: g - Frint to file Be energy efficient!
) Comment:
- age range —| -
h &l TIOMEET OF COPIEST | 3‘
- To:  JOHN SMIT 7 = !

 Current page & Selection

B Office of Br: " Pages: W collate
. Structure De
Enter page numbers andjor page ranges
- 3

Division of 1 | separated by commas. For example, 1,3,5-12

rZagm

Print what: | Document ~| | Pagespershest: |1 page = (replace)

- 2
- Print: Al pages in range - Scale tW
: Fon: DEPARTM . g Foce

GEOTECHNICAL SERVICES — M5 §

B
Subject: Structures Preliminary Geotechnical Report E

AutoShapes « \DO‘\Qvi-QinEIQ,
|Page 1 Sec 1 yr  |[st2z In7 cd30 |[REC [fRK [ExT [ovR | CE
mstartl B Disconnecte... I (i) Craig Hanne... | 102 Windows. .. v| B EXAMPLE P... ] Copy of App. .. | @)

? (o ) & AVEBSTENERYD S 2o
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E. A PDF file will be created given a file name you select.
F. Repeat Step 1 for the second MS Word file containing the geology map.

Step 2: How To Combine Multiple PDF files

A. Open the report PDF file using Adobe Acrobat Professional.

B. Select the Pages tab to display the seven individual page icons.
C. Select Document > Insert Pages.

28 Adobe Acrobat Professional - [EXAMPLE PFR.pdF] I =1 |
T Fle Edt View | Document Comments Toolks Advanced Window Help —13 x|
2 @ ([ | & Mwechakle. hrment & Merkup = 1 Send for Review ~ ) Secure « @ Sign + 5 Forms -
’_Q 9 I‘ - E Add Headers & Footers. ., =, | @ riew -
—_— Add Watermark & Background. .. =
N =
M # Digial Signatures » :
E () security 3 Business, Transportation and Housing Agency
2 Recognize Text Using OCR 4
CoppaiaRocuments. .
8
5 Set Page Transition: 1 m Flex your power!
E Be emergy gfficient!
@
Extract Fages...
[ e Date: March 31, 2009
® Delets Pages... shift+ctri+p  pen North
] Crop Pages... shifeeceer 21l Station 8-4/81 : R
Rotate Pagss... I Services File: 03-ED-50-PM 31.3
03-0F220K
Enable for Cammenting and Analysis in Adobe Reader. ., Sly Park Road UC (replace)
- H Bridge No. 25-0042
=
E From: DEPARTMENT OF TRANSPORTATION
= DIVISION OF ENGINEERING SERVICES
GEOTECHNICAL SERVICES-MS 5
©
z
H
5 Subject: Structures Preliminary Geotechnical Report
k-
Introduction
@
E The Office of Geotechnical Design North (OGDN) has prepared this Srructures
§ Preliminary Geotechnical Report (SPGR) for the replacement of the Sly Park Road
Undercrossing (UC) structure following the March 3. 2009 request by the Office of
= Bnidge Design North (OBDN). Structure Design. This SPGR addresses geotechnical
I recommendations related to the replacement of the Sly Park Road UC Bridge. )
o 5 ‘14 [ e PW@;" LI H TH

#start| £ Disconniected -Bla... | () Craig Hannerian ... | B Copy of Appendix... | [ Adobe Acrabat ..  (3) ‘ 2 0% | & CHIVEEERIERNE® S 2 a4

D. Select the PDF file containing the geology map.

78 adobe Acrobat Professional - [EXAMPLE PFR.pdf] ]
T Fle Edt Wew Document Comments Tools Advanced Window Help -5 %]

Y@ D DTS B P search | T Create DR - ] Comment & Markup + g Send for Review + ) Sacure - Sion -
[ Irsses @€ (] Ci[es @ - @ 0%

| Optiens + X ‘

2

i i
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Lookin: [ (5 ppendic & = @2 e m-

313

75 10-TUO-43-PM2.5_PGR.pdf

|PARKrdlIChridgeMO25-0042 SPGRdsked3-31-09.pdf HUC (replace)
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2
]
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n
L
=
o
E
= i this Structures
= >Sly Park Road
4 by the Office of

9 File name: Geology Map.pdf - Select
T I J ;I es geotechnical
% Files of type: |Adobe PDF Files ["pd) =l ridge.
; Settings... A
@
E The existing Sly Park UC structure consist of a three span, reinforced concrete bridge.
5 According to the post-construction “Foundation Report” (Reference No. 4). the bridge is
Ll founded upon 45 ton design load steel “H” piles (10BP42) driven with a D12 Delmag

diesel hammer. Abutment piles were driven through pre-drilled holes (extending through

embankment fills) subsequent to an embankment settlement period of 15 days. =
o o [I4 4 7 b b0 © | B =
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E. Select the appropriate location to insert the photo page, in this case After > Last Page.

3 Adobe Acrobat Professional - [EXAMPLE PFR.pdf] T =] =4 |
) Fle Edit View Document Comments Tools Advanced Window Help —1& x|

2™ EH =S @ sscen

§ T create FOF + 5] Comment & Markup ~ b7 Send for Review + () Securs = @ Sign ~

[ Ihssea @ 1@ | [[if © = - ® 1031wl @nn-
=
0 Options - X i‘
% - Te:  JOHN SMITH Date: March 31, 2009 -
H Office of Bridge Design North
o Structure Design — Mail Station 9-4/81
Division of Engineering Services File: 03-ED-50-PM 31.3
4 03-0F220K
?E Sly Park Road UC (replace)
L Bridge No. 25-0042
From: i
" Subject:
2 o T Cancel ) has prepared fhis Structures
= P lacement of the Sly Park Road
“ Undercrossing (UC) structure following the March 3. 2009 request by the Office of
E Bnidge Design North (OBDN), Structure Design. This SPGR addresses geotechnical
3 recommendations related to the replacement of the Sly Park Road UC Bridge.
£
ES
le| Existing Bridge Structure
®
E The existing Sly Park UC structure consist of a three span. reinforced concrete bridge.
El According to the post-construction “Foundation Report™ (Reference No. 4). the bridge is
- founded upon 43 ton design load steel “H' piles (10BP42) driven with a D12 Delmag
= El diesel hammer. Abutment piles were driven through pre-drilled holes (extending through
I embankment fills) subsequent to an embankment setflement peried of 15 days. =
o g [l a4 =7 (b M0 O] rER

' start| @ viscomnecte... | () craig Hamne .. | (5 copocumen... | B copy of 4pp... |[7= Adobe Acro.. (@) | S 100% ) & ‘;‘,@‘Eﬂﬂ

[HE=® & suoam

The geology map is now page 8 of the geotechnical report file.

F. Save the file and you're done.

B adobe Acrobat Professional - [EXAMPLE PFR.pdf] - &l x|
Fi dit  Wiew ent Comments Tools Advanced Window Help & x|
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Structure Design — Mail Station 9-4/81
Division of Engineering Services File: 03-ED-50-PM 31.3
03-0F220K
o Sly Park Road UC (replace)
8 6 Bridge No. 25-0042
g Frem: DEPARTMENT OF TRANSPORTATION
DIVISION OF ENGINEERING SERVICES
- GEOTECHNICAL SERVICES -MS 5
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I
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‘ﬁ.-’—m-\ subject: Structures Preliminary Geotechnical Report
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Introduction
E The Office of Geotechnical Design North (OGDN) has prepared this Structures
g Preliminary Geotechnical Report (SPGR) for the replacement of the Sly Park Road
Undercrossing (UC) structure following the March 3, 2009 request by the Office of
Bndge Design North (OBDN). Structure Design. This SPGR addresses geotechnical
recommendations related to the replacement of the Sly Park Road UC Bridge. =
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Appendix B: Creating a ZIP file

Purpose:
Description of how to create ZIP file, which may be used to combine similar documents such as
photos or data files.

What You Need:
This example requires a PC workstation with Windows 7.

A. Combine all files you want to zip together into one folder on your computer giving the
folder a descriptive name.

Select all files.

Select File > 7-Zip > Add to “Folder Name.7z”

A File named “Folder Name.7z” will be written to your folder.

OO w
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Appendix C: Creating an Electronic Signature and Stamp and

inserting them into a MS Word Document.

Purpose:
Presents steps to convert your signature and stamp to electronic format for insertion into MS

Word documents, such as a geotechnical report.

(Note that this presents only one of many ways of creating electronic signatures and stamps.
Any method that accomplishes the goal of insertion of electronic signatures and stamps into
your documents is acceptable.)

What You Need:
This example requires a PC workstation with Adobe Acrobat Professional and access to an

email scanner or desktop scanner.

A.

OTMMUO®m

Place your signature and dated stamp on an 8 %2 x 11 sheet of paper.

Scan the sheet via a desktop scanner or email scanner saving the file in PDF format.
Open the file on your computer using Adobe Acrobat Professional.

Select your signature by highlighting a box around it then select “Copy.”

“Paste” your signature into your MS Word file.

You may have to resize the signature.

Click on the signature and select Format > Picture. From the Layout tab, select In
Front of Text. This will allow you to move your signature over the text and place it in
the appropriate location.

Repeat D through G to place your stamp in the document. Save your document and you
are done.
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