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About this Guide

The VMware Horizon provides access to the AASHTOWare
SiteManager and SiteManager LIMS applications.

This guide is for SiteManager and SiteManager LIMS internal and
external users, and includes:

e  Set Up Printing

. Print Documents

. Upload Documents
. Help

The processes outlined in this guide assume you have
successfully signed into VMware Horizon and logged into
SiteManager or SiteManager LIMS.

Set Up Printing

You need to complete this process only once using either
SiteManager or SiteManager LIMS. In this guide, we will
show how to set up printing in SiteManager. The steps are
the same if you have access only to SiteManager LIMS.

In general, to set up printing, you first need to create a folder that will
be designated for files to print or upload to SiteManager/LIMS using
VMware Horizon. Then, you will enable folder sharing, and link the
folder you created. Below are the complete steps.

Create Folder for Files to Print and Upload
1. Right-click anywhere on your computer desktop.

2. Select New.

3. Select Folder.

g8 View >

T Sort by >

(& Refresh

“2 Undo Rename +Z

@ New > ZZ Folder
L& Display settings Sl cut

Microsoft Access Database

& Personalize
Bitmap image
=

Open in Terminal
Microsoft Word Document

e T Microsoft Access Database

Microsoft PowerPoint Presentation
Microsoft Publisher Document
Rich Text Format

Text Document

Microsoft Excel Worksheet

L T VL7 A O R U

Compressed (zipped) Folder
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4. Enter a name for the new folder.
For example:
SiteManager_Upload_and_PrintFiles

5. Press Enter on your keyboard to
finish creating the new folder.

Enable Folder Sharing

1. Sign into VMware Horizon.
2. Log into SiteManager or SiteManager LIMS.

3. If necessary, select the gray tab
on the left side of the screen to
expand the window.

4. A pane will appear on the left side. Select the menu stack icon.

5. Adialogue box will appear. Select Settings.
€ Apps | Georgia Department of Tra x B} yMware Horizon X +
& & vdidot.ga.gov/appblast/webclient/#/desktop
g Horizon 06 @ E & V0001234
Q Search {& Setlings
o Fullscreen
Running @ About
No Running ltems Log out

6. Scroll down the Settings dialog.
7. Ensure the Enable Folder Sharing radio button is on (green).

8. Press the Select button.

Settings

Do not show geo permission dialog when | = a
connecting to a deskiop or application. =

Enable Media Optimization for Microsoft
Teams

Wicrosoft Teams must be relaunched for this
change to take eflect

Enable screen sharing for Microsoft Teams (
virtualization

Microsoft Teams must be relaunched for this
change to take effect

Shadow Session Display Fit to viewer
Enable Folder Sharing
Set Time Zone Automatically (
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9. Select Add from the Folder Sharing window.

Settings

Microsoft Teams must be relaunched for this

change to take effect
Enable screen sharing for Microsoft Teams (

Folder Sharing

Add a share folder

Click button to open display setting window

10. Select the folder you created on your computer.

11. Choose the Select Folder button.

A ket where Ths sbe can save Charges %
€ 3 v # [ ey v o | [sienvensip »

Oiganu = Bow fokdm = 7]
v o srele - gduiger Hame Dute modified Tee Sim

= St
e R
2 e 1 U WO/ LLB0EE 355 P il fokder
& Desinop
& Downioady
G Documenss

P Fietuns

0 Muse
B Visess

(L

Folder - SmeManager_Usload_and Prirfbes I

Sebocs Folder | Corcat

12. Select the Edit files button to confirm your selection.

Let site edit files?

vdi.dot.ga.gov will be able to edit files in SiteManager_Upload_and_PrintFiles
until you close all tabs for this site

Cancel
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13. Notice the new folder is added to the list.
14. Select OK.

15. Select Close.

Settings

Microsoft Teams must be relaunched for this
change to take effect

Enable screen sharing for Microsoft Teams (

Folder Sharing

ISiteManager_Upioad_and_PrintFiles

Add a share folder

Q== =2

i “
Click button to open display seffing window

,
GO ==

You might need to log out from SiteManager/LIMS and log
back into the application for the folder to appear.

When you log back into the application, you should see the following
message to which you will select OK.

Folder Sharing

Please confirm the permission of your redirected folders

e

And then select Edit files.

Let site edit files?

vdi.dotga.gov will be able to edit files in SiteManager_Upicad_and_PnntFiles

until you close all tabs for this site
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Print Document

To print a document, follow the instructions below. The steps shown
are for SiteManager. The steps will be the same for SiteManager
LIMS.

1. Navigate to the location where the file you would like to print is
located. In this example, we select Contractor Payments >
Reports > Summary By Project.

SiteManager Panel x

b. Select Reports.

SiteManager Panel b4

c. Select Summary By Project.

SiteManager Panel x

d. Select the contract from the list.
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e. Select the Date Generated row you are interested in.

2. Once you have the document you want to print displayed, select
File.

3.  Select Print Setup. Alternatively use Ctrl + U.

AASHTO SiteManager
 File | Edit Services Window Help
Open 0o B |+ 4
Close Ctrl+F4
Save Ctrl+5
e Print E! Ctrl+P
MainPanel  Ctrl-M Geargia
Depatment of Transpoitation
Exit Al Fd Estimate Summary By Project

From here, you have two options:

A. Print to Paper, if you would like to print the document using
a network printer or a printer connected directly to your
computer.

B. Print to PDF, if you would like to create a PDF file of the
document.

A - Print to Paper

a. Select Horizon Printer.

b. Select OK to proceed.

The document will start printing.
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B - Print to PDF

a. Select Microsoft Print to PDF.
b. Select OK to proceed.

c. Select File.

d. Select Print.

AASHTO SiteManager
File | Edit Services Window Help

Print

Main Panel Ctri+M Biogin

Department of Transpoitation
Exit Alt+Fd

Eztimate Summary By Project

e. Select This PC.

Select the folder you created which should appear under your
Network locations.

il Save Print Output As X
P
o ~ 4 W, ThisPC > v O P Search This PC
Organize ~ E- @
- "
v gk Quick access B
W Do » Devices and drives (3)
s Windows (C)
& Dovmloads  # [ Fioppy Disk Drive (2 ——
[# Documents  # Ny 55.2 GB free of 126 GB
| Pictures.

Temporary Storage (D7)

L S e |
[l Data Ny 551 GB free of 9.9 GB
> 8 Thispc Network locations (2)
et SiteManagerTemporaryAtiachment SiteManager_Upload_and_PrintFiles
e = » "MP(\\;‘"' Feabes - Voron @) =
: W — [ o
File name: | ~
Save astype: PDF Document (*pdf) . -
~ Hide Folders
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g. Enter File name.

h.  Select Save.

Tl Svve pom Ourpur A

«

X
~ 4 % > ThsPC » SiteManager_Upload_and_PrintFiles on Honzon (Z:) v O £ Search SteManager Upload
Organize ~  New folder B~
N - Date modified T Ser
o Quick access
B Desicop # No items match your search,
& Downloads
[E Documents  #
& Pictures -
| Data
= This PC
& Network
File name: [fTest Print_To_PI \,]
Save as type: | PDF Document (*.pelf) v >
 Hide Folders [ ] [oman ]

Wait for the PDF to be created.

Primt: Microsoft Print to PDF on MNeD1:

[:} Preparing page 1 of 4.

The PDF is placed in the folder you created.

You can then print the PDF or email it as an attachment
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3. Select Open.

Upload Documents

5N 250 steManager
File Edit Services Window Help
1. Copy the file you want to upload to the folder you created to JJ e 2 0 ® 3 @ O O = p

upload and print SiteManager/LIMS files. In this example, we
have copied the Test.txt file.

" Description Locaon  PaymertData | Cilical Dales * Primayy Parsornel  Prima Cockiactor | DBE Comm# Traming Plan

SiteManager_Upload_and_| % + - o X ContactiD: NN Fed SUPE Pi Nb:
Status: [Ferdng Pimaig PO =]
® _ Divisiorc | ~| Diswict|  -| Aca| -] umiing
New M sort = view : - Progiess Sched: I Ve B o [ Ead—a-l._ e
Desc:|  Bolh
. T : <] BidDaps[ BidAme[ 4000
o~ + SiteManager_Upload_and_PrintFiles v G | Search SiteManager Upload an.. 0 _'u::{mm j o e o
Wark Type: [Space: | [~ Local Oversight
Status Trpe Date modified Size Proposal Fund Type: [
@ Text Document 10/17/2023 2:33 AM 1KB Spec Yr Uit Systom:| =] Suppl Spec Bk Yr Anp: |

Woge 5 = =
Daisian ‘Wage Decision ID ‘Wage Decision Description Genil Wa Desn ID
1item [=lo |@

4.  Select the contract from the list.

2. Go to your session of VMware Horizon running either

SiteManager or SiteManager LIMS. In this example we will 5. Select OK
upload a file to the Contract Administration > Contract
Records > Contracts folder in SiteManager. In Select Comract x
a. Select Contract Administration. |r_fr_m.,
[l siteManager Panel X ‘
Main Panel | Contract Admiristration(+] ] [:.u -L = .
LW 4 i Lvi2 Lvid L ~
@ ﬁ] 0 m X FUH HAS5ING LANE 6
Dady ok Pipslinel+] Contractor Change Civil Rightsf+) Matedial: IDENING TURN LANE CONST |
Fepaorts(+] Papments[+] Ordersi+) Management[+] RSECTION IMPROVEMENTS = NHS00-000400(230]  CMFL 253
10N IMPROVEMENT e CSSTP.O0O7.00[006)  CMPL hLE]
E m D'_“h . l; 0555 M| INTERSECTION IMPROVEME! CSSFT-O00B00Z3S)  CMFL 12
= v
Accessoies(+] E
M’] 0K Cancel
b. Select Contract Records. 6. Select Attachments.
z SiteManager Panel % ﬁ AASHTO SiteManages 6
File Edit Services Window Help
Main Panel Contract Administrati Conbact Records(s] m R o® % D & 3 ¥ W o\ oom i
| sutbmsg. Toobw e mpomis. M Dpa  Clee  Gdee s Bemts i owecrefhag
N Rk A
Feference Contractsr — Reports (CA+)  Process List Description ~  Location * PaymentData ™ CalizalDatez  Primay * Pima Contrsctor * DBE Commt ™ Training Plan
Tables{CA+) Managementi+]
Contraet 10: [0 Fed St/Pr Prj Nbi: [522160-
Status: [T Prmary PON: E2080
Division:[T Disuict & e — -
Progress Sched: | Vasiance Pet| 150 oo
Dese:[5R4/U51 -WIDENING AND RECONS TRUCTION " Rolh
Time Charges: COMFLETIONDATE ~ DBidDays:| 681 BidAmt|  §i627545%9
Contract Type: [BID [ Fed Oversight
C. Select Contracts. Work Type: WIDENINE DRANAGE RESURFRGING I Lo Ovarsight
Propasal Fund Type: 57
ﬂ SiteManager Panel % Spee Yi:[ 2013 Unit System: Engish Suppl Spec Bk Yr: anw: [
{ it orhiset A i shoil] If Contract Records(+) I:""' Wage Decision 1D Wape Decision Descriplion Genil Wa Desn 1D
R e
& ﬂ & B = , i
Mileshores Projacts Categories Ibamz Cantract
Funding Mhnw

B « B W @

Key Dates Checklist  Checkist Event Pesmitz Correspondence Plan Stockpded
Scheduled Dates Log Discrepancses  Matesials
Events

4 :

Force Accounts Design Disputes/Claims DSS Contracts
valustion
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7. The program will display the list of current attachments. 13. Select the file you want to upload.
8. Select New OLE to upload an attachment. Where OLE stands for 14. Select Open.
Object Linking and Embedding. =
Browse x
« ~ 4 % ThisPC » SiteManager Upload_and_PrintFiles on Horizan (Z:) v o 5 Search SteManager_Upload.
Ewwwumg— Organize = New folder B~ m @
T b e s b Name & Date modified Tpe Sze
" A ¢ % D & & F B ®B D # Quick s =
. Thm DAL B i e
:Z““P * TRE et Pt To OF Victosatt Edge »
gl
| Bascripan | Location “mm " DcalDiotas " Pivary Passonvel s Cantcis OIS Cone TisngPim B e i
& Pictures -
_ Data
[ ThisPC
ﬂ'w 0 o Network
| L FOET 1
o - — C g
1 4 @l Cancel |
o, [ — e T 15. Verify the name of the file appears in the File Name field.
[
16. Select OK.
9. Select the Create From File tab. Insest Object x
10. Select Browse. Create New Create From Fie. | Insert Control |
File ame:
Insert Object s
[k Display As Icon
Create New  Create From Fie | Tnsert Control |
File [ame:
ot ™ Displey £ Teon
—Result
. Inserts the contents of the file as an object int your
dooument so that you can activate it using the
D appication that oeated it.
e o concel |
. Inserts the contents of the file 25 an object into your
document sa that you can activate it using the
M appiication that oeated it. 17. Select Add.
[Z8 OLE Attachment X
ax G y Name: [Test
OLE contents:
Package
11. Select This PC. e ccrptions
Tes|
12. Select the folder you created which should appear under your
Network locations.
[Bl save Print Output a5 x Attachment Security:
« - 4 B, ThsPC » v | ® O Search This PC Group ID Description Description Access A
e - @ &I Area Engineer
= = __Add All ->> lInquiry |
i -
B Desiton P ~ Devices and drives (3) ct| Inguiry
& Downloads  # [ Fioppy Disk Drive () Yoo 103 ci{Inguiry
[E Documents  # S 552 GB free of 126 GB <- Remove cl
] Pictures Temporary Storage (D)
oy 1 Wy 051 GB free of 99.9 G M ~
Network locations (2) < < >
> i Network ;A:Mar{;?i;r:dmlpwi'\wx\ﬁuhmm mﬂhguy%plnd;wynnﬁs [~ Run Automatically
N e N —— [ .
File name ~] Add Cancel
Save as type: | PDF Document (*.pdf) = LI
el = = 18. Your file is uploaded.
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Please report issues to the Solutions Center 404-631-1220 or
email solutionscenter@dot.ga.gov and carbon copy (cc)
SiteManager/AASHTOWare Support Team
aashtowaresupport@dot.ga.gov.
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