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Automated Index - Introduction
The automated index allows a quick creation and easy updates to the index of sheets.
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Introduction
The Excel index is easily copied into Microstation and stays 
linked for automatic updates.



Introduction
Sheet number codes are produced.

NEW!

Automatic coding

Plotted 

Preformatted DGN

Easily linked and produces correct page number every time.



PEN TABLE MICROSTATION

Pen Tables are automatically created for each project.
Introduction NEW!



Automated Index - Download



Download

Small 
(less than 300 sheets)

Large

No sheet numbering or pen table

Creates Pen Table and sheet numbering 
using 2 and 3 letter codes

Creates Pen Table and sheet numbering 
using the sheet’s title as the code

SIZE NUMBERING

RECOMMENDED



Automated Index - Instructions

1 2 3 4 5...



Automated Index – Editing
Sheet names and quantity of sheets are entered in columns C & D.
Sheet numbers are automatically paginated in column B.



Editing
To delete rows: Highlight the rows to be deleted and click the button.



Editing
To add rows: Highlight the number of rows to add and click the button.



Editing
Indicate which standards have been selected by a P.E.

Recommended symbols:  
# , > , < , or &



Automated Index – Plan Sheet
When “Index Input” sheet is complete, click the “Create Sheet Index” button.



Plan Sheet
Open “Sheet Index 1” and click the ”Copy” button.

Axiom Paste



Plan Sheet
Up to four plan sheets are automatically created.

Index Sheet 1 of 4 Index Sheet 2 of 4

Index Sheet 3 of 4 Index Sheet 4 of 4



Automated Index – Sheet Numbering
The program automatically creates a unique code for every sheet in the plans.



The pen table is easily created.

EXCEL FILE PEN TABLE 
(Notepad File)

Sheet Numbering



When the Pen Table is attached to a coded DGN, all information is plotted.

EXCEL FILE MICROSTATION
PEN TABLE 

(Notepad File)

Sheet Numbering



xx

HARDCOPY OF CODES

Sheet Numbering



Automated Index – Pen Table

PEN TABLE MICROSTATION

All of the project data is set up the first time the program is used.



Pen Table
The Pen Table also enters a date and file path stamp.



Pen Table
If desired, the Pen Table also allows control of :

the Engineers’ seals 

[See DES-PD website for more details on Pen Tables]

screening (or symbology of the drawings) in the plan sheets



Automated Index – Standards
Every Statewide Standard is going to have code already set up.

The sheet number code will be the standard’s name with all spaces removed.



Standards
If Engineer’s symbol is doubled, the sheet code for standards is automatic.



Automated Index – Plans Online
The last two worksheets in the program are for assisting the 
Plans Online process.



Plans Online
Index formatting tips



Providing the index in text (*.TXT) format will greatly 
assist the efforts of Plans Online.

Plans Online



A stamp in the plan sheet gives GSD notice that a TXT file exists.
Plans Online

EXCEL

MICROSTATION



Automated Index - Benefits
Preset index format and has automatic pagination = Quick Index 
creation and maintenance

Link to Microstation = Index Plan Sheets are automatically updated

Coded sheet numbers = No manual numbering (30%, 60%, etc…)

Pen Table automatically created = No Pen Table to find or create

Using the Pen Table means never having to enter or edit title block 
info, sheet titles, plan year, date, or file path in any plan sheet

Greatly facilitates Plans Online process

TIME SAVINGS

&

QUALITY CONTROL



Questions?
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