
(Use only if applicable and coordinated with the Specs Office)

The Synchronization Process
Synchronization (if applicable) is part of PEDDS and was developed to make sure two separate deliveries are exactly the same.  IT WILL ONLY SYNCH UP CHANGES TO FILES.
This will make for easier re-reviews of deliverables, as well as eliminating the uncertainty of additional information being incorporated into the deliverable, without knowing. 
· The Department reviews the deliverables as normal. When reviews are completed, the following process is done.
· The Department (Specs Office):

· Opens the reviewed project in PEDDS 
· Go to: Project -----Synchronize-----Request synch 
· Save the Synch Request (e.g: Desktop….NOT within Project Directory Structure)
· E-Mail to consultant and include the PM and supervisors, the Synch Request (if less than 5mb) along with the comments or via fta / ftp site, (comments would be in the form of an email) only the synch would be sent via ftp / fta.
· The EOR:

· Opens the email and saves the Synch Request (e.g: Desktop…NOT within Project Directory Structure)
· NOTE:  Save project secured area, example C-Drive

· Corrections are made to the project / sign and seal applicable corrections, when completed 
· Open the corrected project in PEDDS / Secure and Authenticate
· Go to: Project -------Synchronize------Respond to Synch Request

· Navigate to where the synch request was saved.

· Open the Synch Request (you previously saved)

· Click once on the synch_request file

· Click on Open

· Save the synch response (e.g: Desktop…NOT within the Project Directory Structure)
· Submit the synch response via email if less than 5mb or ftp / fta site to the Specs Office and Project Manager
· The Department (Specs Office):
· Opens the synch response
· Saves the Synch Response package (e.g: Desktop…NOT within the Project Directory Structure)
· NOTE:  If the Synch Response package has a .zip extension, rename it by removing the .zip extension.

· Open the project (that was reviewed) in PEDDS
· Authenticate and Print of the Authentication Report (Save this until CD’s comes in)

· Go to Project--------Synchronize------Complete Synch Request

· Click on Respond to Synch Request file

· Print the report
· NOTE:  The report will show that the files are unsecured.  They will not be secured until the Yes button is checked.  

· Click on Yes (PEDDS will add, delete or replace files so they match exactly) NOW the project is secured in PEDDS. 
· NOTE:  If there are any changes from the initial synch request that was sent to the consultant, the whole process needs to start from the beginning. 
Make sure the previous synch requests and responses have been deleted first.
1) Send a new synch request to the  EOR
2) Any corrections are made
3) The Project is secured and authenticated by the EOR

4) A new synch response is sent to Specs

5) Specs Office completes the synchronization process as referenced above.

· When the CD’s come in from the EOR / PM take the Project Authentication they give you and compare it to the one printed off, when the Synchronization was Completed.

The following is a graphic of the above process:
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The two projects are now exactly the same.

The Departments version of the project can not be READ ONLY.
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