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Introduction to Bluebeam Revu

This is a guide for how to use Bluebeam Revu for your PDF markup and collaboration needs.

Bluebeam Revu provides powerful and easy to use features for marking up Architecture,
Engineering, and Construction (AEC) plan PDF documents. The Studio Session feature allows
users from any location to participate in a collaborative review. Bluebeam makes use of Amazon
Web Services (AWS), commonly referred to as the Amazon Cloud. This service will host the

documents for the Studio Session.

There are two roles within a Bluebeam Studio Session. That of an initiator, and that of a
participant. If you are going to initiate a Studio Session you need to have any tier of Bluebeam
Revu installed on your pc. However, to be a participant all that is required is Bluebeam Vu (a

free PDF reader), though Bluebeam Revu can be used as well.

Initiator Install Bluebeam Revu

Participant Install free Bluebeam Vu
download (unless the partici-
pant already has Bluebeam
Revu)

How to Use This Guide

Each section of this reference guide will begin with a description of the topic that will be

covered, followed by step-by-step instructions on how to accomplish it.



Default PDF Associations

In a mixed environment (using both Adobe Acrobat & Bluebeam Revu), a choice has to be made
as to which PDF reader is set as the default PDF reader. In most cases this is generally just a user
preference, but in a mixed environment leaving Adobe Acrobat as the default PDF reader is
recommended. This is recommended because Acrobat Shared Review invitations use the default
PDF reader to open links to the Shared Review, while Bluebeam Studio Session invitations know
to use Bluebeam Revu regardless of whether or not it is the default PDF reader. In this scenario a
user could navigate both invitations without running into any problems.

In the case that you are NOT in a mixed environment, shown below are instructions for setting
Bluebeam Revu as your default PDF reader in Windows.

Setting the default PDF reader in Windows

From within Bluebeam Revu, click the drop-down menu next to
the Bluebeam Revu symbol in the upper right corner of the Show Grid Shift+F9
screen, then click on Administrator. Snapto Grid  Ctrl+Shift+F9

Snap to Content

Snap to Markup

Reuse Markup Tools

Synchronize Views

Show Full-5creen Crosshair
Administrator /‘
Document Properties  Ctrl+D

Preferences Ctrl+ K

On the Bluebeam Administrator
dialog, select the Revu tab. In the
Bluebeam Revu section check the , i

. |!{i Use as Default PDF Viewer | @ Blue
Use as Default PDF Viewer - ® azon & o
CheCkbOX, then click OK. [¥] Quick Launch

Bluebeam Rewvu x64 PDF lcon Color

l Reset Seftings |

Backup Settings

| Restore Settings |

Web Browser

7] Display PDF in browser

apply | | ok | | cance |
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Joining a Review Session

To join a review session, click on the link
provided in the Session invite.

When the Internet Explorer window
appears. Check “Do not show me the
warning for this program again” and on
the next screen uncheck “Always ask
before opening this type of address” and
click on Allow. These windows should
not appear again.

Bluebeam will launch. If this is your first time

into a review session, create a Studio
account.

DOT Staff:

Enter your State email address and a

password. Enter your name as you wantitto |
show up in the review comments (Do not leave your
computer number). Select “Remember password” and
select “Allow other users to see my e-mail”. Click OK

Other Reviewers:

Enter your email address and a password. Enter your
name as you want it to show up in the review comments.
Select “Remember password” and select “Allow other

users to see my e-mail”. Click OK

If this is not your first time in a review session, you may
have to enter your studio log in information if you forgot

to check “Remember Password”

-

Internet Explorer Security

U

A website wants to open web content using this
program on your computer

This program will open outside of Protected mode, Internet Explorer's
Protected mode helps protect your computer. If you do not trust this
website, do not open this program.

T

|¥] Do not show me the warning for this program again

Bluebeam Revu
Bluebeam Software, Inc.

MName:
Publisher:

Allow

| I Don't allow

-

Internet Explorer

&

your computer?

From: studio bluebeam.com
Program; EBluebeam Revu

Address: bluebeam://join/T66-423-577

[] Always ask before opening this type of address

Do you want to allow this website to open a program on

Mlow | | Cancel

Allowing web content to open a program can be useful, but it can
potentially ham your compiter. Do not allow it unless you tust

lal
L,
= the source of the content . YWhat's the rsk?

=

E-mail

Password:

Corfim:
| Remember password

Name: |

"] Mlow ather users to see my E-mal

Login with Bdsting Account




Review Session Layout

When you enter a Bluebeam review session you will see the Studio Session Tab located on the
right hand side of the screen. This tab displays the attendees of the session, a list of the documents
in the session, and a record of all actions that take place on a review document. On the bottom of
the screen you will see the list of all comments placed on a document. If this bottom tab is not
open, click on the blue half circle with the white dot in the middle. On the left of the screen you can
have the the Tool Chest open with your own comment tools or other options.

Review Session Tab

Tool Chest - Save your
A own comment tools that  fenniaormussromano | Status in the Review 2 R

nae s LN 1 . . PLANS FOR PROPOSED X
o ou use in reviews
= 1M OUECT P 0115(47)10] S€SSION
T LT SD.HIGHWAY 115 — Fis
el S | MINNEHAHA COUNTY
] ‘H-—t ™ ‘ . 1 Grading, uthang Gt Ston S, Scure Attendees
o0 l 1 PCN 025C
Markups List Button Bar 0 - e
to Filter, Set Status and Ciok oo ¢ - 0 =
ick here to open an )
Reply to comments N i
close Comment List x‘\%%u%%

Split Screen Buttons
Allowing Viewing of
Multiple Pages at the
Same Time.

' ] Documents in the

List of | -
ist of Comments/ [( : Review Session

Markups o

- Record, Notification
and Message Center

1] B B T(101638) Ei @

All comments that are made get saved instantly to the Bluebeam review session; you do not need to
manually save any comments. You can only delete comments you have made. If someone else
has made a comment that you would like respond to just right click on their comment on the plans
or in the Markup List and select reply.

You can leave and rejoin sessions as many times as you want as long as the review session has
not been closed. The review session will be closed by the Project Manager (Host) in accordance
with the procedures shown in this manual.
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Reviewing Plans A Wa IC L.

Reviewers may print digital review documents to [ RS AT TRITT:T Nl RIES =
paper and mark them up; however, they must T Home | M Sescion | [ B
transfer these comments onto the digital review
documents. Any written comments that are

ﬂ‘_ Leave ‘- Finish ™ Settings

. Minn025C 08-15-16 5 PM - 475-497-460 ,
received can be scanned to a PDF and attached (% it : ;
to the session documents using the attach file V4

* Aitendees =

command. Please be careful when you place a
comment or markup so that you do not cover up areas of notes or details that may need to be
review by other individuals.

1. All reviewers must set your review status to “Reviewing” by clicking on the drop down arrow
shown to the right. Note: If you leave the session and return your status will stay as Reviewing.

2. Next select a document to review from the studio session tab. Note: There may be more than
one document is a session review. Example: DOT Plans and Utility Plans.

3. Proceed to make comments using the various markup tools. Make comments on other reviewer
comments by right clicking on the comment and selecting reply.

4. After your review of the documents is completed set your status to “Finished”. This status lets
the Project Manager (Host) know which Reviewers have completed their reviews. Note: You
can still enter the session if your status is set to Finished.

5. If a review comment is rejected, the reviewer will receive an Alert email from the Consultant/
Designer that rejected your comment. See pages 83-84 of this manual.
Commenting Best Practices

A text note can be added to any of the other comment tools by double clicking on the markup after
you place it. The text note box must be closed after the comment is made by clicking on the X in
the top right corner of the note. The example below shows a note being attached to the rectangle
tool.

3. Close the text
box by clicking on
the X.

L

[t = a3
SALVAGE AND STOCKPILE ASPHALT MIX AND GRANULAR BASE
MATERIAL

i BLation

ties  This
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Chapter 1: Interface

Interface Overview

At the top of the Revu window you will see the Command Bar. The Command Bar provides access
to tools and commands organized by group. Below the Command Bar and to the right edge are op-
tional Toolbars. These toolbars provide customizable, one-click access to the tools you need most.

@ fam File  Edit View Document Markup Measure  Window Help

vikwl-om- 4

New Open Save Primt  E-ma

There are three Panels around the Main Workspace which contain a number of tabs. These tabs
provide quick access to tools for viewing, navigating, annotating and gathering information from a
PDF. Revu provides Left, Right, and Bottom Panels and places commonly used tabs in them by
default, but you can freely move any tab to any panel, and it is even possible to detach a tab into a
floating panel for more flexibility. To detach a tab, click and drag it off the panel area. Once you
create a floating panel, any number of tabs may be added to the panel.

asruam
ol EllE

* Recenis
& Minn(025C pdf
a Getting Started paf

Left Side . .
Right Side

o & — i 4 b :
| 'Y Filter Seait |iiil Columns » 8-k v | By Surnmary

Page . lock Status Checlamark  Author Comments

Bottom
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Below the Main Workspace but above the bottom panel, notice the Navigation Bar, which contains
tools to help navigate documents. This bar is customizable like a Toolbar. At the very bottom of the
application window, below the bottom panel, sits the Status Bar, which contains additional infor-
mation and tools to help you interact with PDFs smoothly.

Navigation

AR An Wt4 | slL]
008 08 O ¢ 00 089

The Navigation Bar is located between Revu's Main Workspace and the Bottom Panel. The Naviga-
tion Bar enables efficient movement between pages and views in the Main Workspace.

1. Unsplit: Eliminates the current split.
2. Split Vertical: Engages MultiView™ and divides the workspace into two verticallyoriented splits.

3. Split Horizontal: Engages MultiView™ and divides the workspace into two horizontallyoriented
splits.

4. One Full Page: A single page of the PDF displays. The mouse wheel will zoom in andout of the
page.

5. Scrolling Pages: Pages of the PDF files display in a column. The mouse wheel will scrollup
and down the pages.

Pan (Esc or Shift+V): Click and drag to pan the image.
Zoom (Z): Click to zoom in; hold Ctrl and click to zoom out.

First Page (Home): Jump to the first page of the PDF.

© © N &

Previous Page (Ctrl+Left): Go to the prior page of the document.
10. Next Page (Ctrl+Right): Go to the next page of the current document.
1

-

. Last Page (End): Jump to the last page of the document.
12. Previous View (Alt+Left): Go back to the previous view in the main workspace.

13. Next View (Alt+Right): Go to the next view in the main workspace.

13



Status Bar

Grid S5nap Content Markup Reuse Sync 36.00 % 24.00 in (22.19, 7.76)

The status bar is located at the bottom of the Revu desktop. The left side includes prompts to help
you use the current command or tool. The right side includes the size of the current PDF page and
the current cursor position.

To display the Status Bar:

* Press F8
-Or-
. On the Command bar, click View> Interface > Status Bar.

There are six toggle buttons in the middle that switch features on and off:

Grid (Shift+G): Displays the visible grid to aid in placement of markups. The grid spacing is config-
ured through the Preferences. Click Settings/Preferences/Grid & Snap.

Snap (Ctrl+Shift+F9): Forces the cursor to move along the defined document grid. The grid spac-
ing is configured through the Preferences. Click Settings/Preferences/Grid & Snap. The grid can
be made visible by toggling on the Grid button on the Status Bar or in Settings.

Content: Toggles whether or not elements of markups will snap to underlying content. The snap
will connect to the endpoints or the midpoints of the elements. Change the settings for this option in
Preferences. Click Settings/Preferences/Grid & Snap.

Markup: Toggles whether markups will snap to other markups when they are created.

Reuse: Enables the same markup to be added to the PDF without having to reselect the button on
the toolbar. This mode is helpful when adding the same markup onto the PDF sequentially.

Sync: Synchronizes the two viewing windows when displaying the PDF in side-by-side Split View
mode or in a detached window. This is useful when you need to compare two different versions of
the same document. Moving the document in one window will automatically adjust the view in the
second window

14



Command Bar Groups

As mentioned earlier, groups of menu buttons display in the center or the Command Bar and are
interchangeable depending on the Menu you have selected. There are nine menu groups:

File

The File group contains menus buttons associated with creating, combining, importing and export-
ing, and batch processing documents.

- R 7

Creste Ciombine Batch Export Markups  WebTab

Edit

The Edit group provides menu buttons pertaining to object and text manipulation.

Y EERSAUEQ

Content  Redaction Bz Snapshot Search Spefing 30 Editor

View

The View group contains menu buttons to change the look of the workspace and open documents.

Tabs Tooihars Profiles Rotate Wiew Ruler=s  Interface

Document

The Document group provides menu buttons for working with PDFs.

.LEJ

S=curity Signatures Pag woters Companson Review

15



Markup

The Markup group contains menu buttons for adding markups to a PDF.

Measure

The Measure group contains the Measurement and Calibration tools plus quick access to the
various measurement modes.

Ik

Calibrate neat Arez Volume  Cubowt Count

Window

The Window group includes menu buttons for controlling the main workspace window.

r= !

Split Wertica Spit Horzontal

Help

The Help group contains menu buttons that link to help and other resources.

- f‘\?
- .

Resournces Product Updates Contact legiste Administrator About

16



Tabs

The three attached panels and any floating panels you have
created can hold a number of powerful, specialized tabs, which

provide efficient access to a variety of Revu features. This

section covers the most used tabs and the functionality each

enables.

Properties Tab

The Properties tab displays any attached files and metadata

about the currently active PDF. If a markup or group is

selected, the Properties tab will display the specific appearance “p
of the selected markup or group. By default, the Properties tab
appears in the right panel.

To display the Properties tab, click

press Alt+P.

v - %F properties or

h -

a

2
B
2

Bookmarks
File Access
Forms Alt+0
JavaScript Console  Alt+)
Layers Alt+Y

Links Alt+M

Markups Alt+L
Measurements Alt+U
Properties AlE+P
Search Alt+1

Alt+2
Signatures Alt+d
Spaces Alt+5
Studio Alt+C
Thumbnails Alt+T

Tool Chest Alt+X

3D Model Tree Alt+3

17



File Properties Sections
If no markup is selected, the currently active file's properties are displayed in the Properties tab.
File Attachments Section

The File Attachments section lists any attachments saved in the current document. Click a file to
select it, then use the tools in the File Attachments button bar to open, save, or delete it. Double-
click a file name to open it.

» Fil= Aftachments

= PCCP jpg Document
&= Paintjpg Document
P . ; b

File Attachments Button Bar

1. Open: Opens the selected file.

2. Save: Saves a copy of the selected file locally, outside of the document it's attached to.

3. Add New: Uses an Open dialog to select a file from your computer to attach to the
current document.

4. Delete: Removes the selected attached file from the document.

18



File Properties Section

The File Properties section displays, and allows editing of, the following metadata fields: Title, Au-
thor, Subject, Project, Revisor and Client.

= File Properties

Title:  title-Diesfault
Muthor:  trsf12142
Subject: SDDOT Construction Plans - Release to Bid Letti
Project:
Revisor:

Client:

File Custom Properties Section

The Custom Properties section displays, and allows editing of, additional custom metadata.

Name Walue

To add a new field, click an empty cell in the Name column, type a name for the property, then click
in the corresponding Value column cell and add the value. To delete a custom row, click in either
cell and click Delete.

Markup Properties Sections

When a markup is selected, the tab displays all of the parameters that are configurable for that par-
ticular markup.

19



General Section

The General section is different for different
markups, but will often contain a comment
preview window, Author and Subject fields,
and a Lock checkbox to avoid accidentally
moving or changing the markup.

Appearance Section

This section contains settings pertaining to the
display style of the markup. See the sections
on individual markup tools for what specific
appearance settings are available for that tool.

* (zeneral

Brian Rascke

Subject: Rectangle

Modified; | 08/11/2016 8:37:15 AM

] Lock (D) Replies

» Appearance

O

Colar: [EJ
Fill Color: /] [ Highlight
Hatch; Nnne ™ |i|
Scale:: [l= 100|
Opaciy |2 100
Fill Opacity: . |= 100
Line Width: : || 1.00
Stle: (YYTrIrIrrIrrIIrIrT v
Sizer [l 200! [T] Invenrt
F_"J—s
Color: lij
Fill Color: [/]
Cpacity: | || T0:0]
Hll Opacity: - || 1 00|
Line Width: |= 0.0
Style: -
Shape: IHec:tangJe -
Font:  Helvetica 3
Font Size: 12 » [] Muto
Line Space: |= 1.00|
Margin: .: (. 0|
Text Color: EJ
Hligrimert E = = |E] = _
FortShle: B | U F | x' x
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Layout Section

This section reports where the markup exists on the document page. Enter values to place
markups precisely. If you move a markup by clicking and dragging, the change is reflected here.

®o 231383 Inches

Y. 55915 Inches

Width: 05419 Inches

Height: 0.1944 Inches
Rotation: |= o -

Options Section

This section will also vary from markup to markup, but generally holds a quick menu to allow adding
the current tool to My Tools or any tool set in your tool chest and a button to make the current set-
tings the default for that tool.

| Addto My Tools | |

| Set as Default |

Thumbnails Tab

The Thumbnails tab displays small previews of PDF pages for quick navigation within a multi-page
document. By default, it appears in the left panel.

To display the Thumbnails tab, click W .. 55 Thumbnails or press Alt+T.

21



Thumbnails Button Bar

QA

1. Reduce Thumbnail Size: Reduces the size of the thumbnail images.

2. Increase Thumbnail Size: Enlarges the thumbnail images.

3. Show/Hide Page Label: Toggles page labels on or off underneath the individual
thumbnails.

4. Create Page Label: The AutoMarkTM technology allows automatic Page Label
modification based on Bookmarks or a specified Page Region on the PDF that is

consistent on each page.

Bookmarks Tab

Revu recognizes existing bookmarks in PDFs and enables users to create and edit bookmarks as
well. Bookmarks contained in a PDF are displayed in the Bookmarks tab. For more information, see
the section on Working with Bookmarks.

When generating PDFs from other file types using the Bluebeam PDF creation tools, certain con-
tent will be automatically transformed into bookmarks — for example, a Microsoft® Word table of
contents, worksheet labels from Excel® and slide headers in PowerPoint®. When using Auto-
CAD®, Revit® or SolidWorks®, bookmarks can be created from layout sheets as well.

To display the Bookmarks tab, click W s 4 Bookmarks CAVAHE B B
or press Alt+B. =

*  Stucture

Left-pointing triangle icons along the right side of the book- v Bookmarks
mark list indicate bookmarks associated with the current
page. A bookmark will not have this symbol if it links to an
element on a different page.

"'| 'h -'+'
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Bookmarks Button Bar

QAU AU BB D

The Bookmarks button bar contains tools to organize and navigate bookmarks.

1. Expand All: Expands the entire bookmarks list.

2. Collapse All: Collapses the entire Bookmarks list.

3. Save Collapse State: Saves the current Collapse/Expand state as the default (requires
that the file be saved as well to retain this default across sessions).

4. Create Bookmarks: Makes a new bookmark and allows you to specify the name,
viewing scale and page range. With AutoMarkTM, bookmarks can automatically be
created from existing page labels or text found in a specific region on each page of the
document.

5. Add: Adds a bookmark to the current page, visible below the currently selected
bookmark in the bookmarks list.

6. Delete: Deletes the selected bookmark(s).

7. Action: Opens the Action dialog, which allows the user to insert a hyperlink into a
bookmark.

8. Properties: Opens the Bookmark Properties dialog.

9. Audit Bookmarks: Analyzes the bookmarks list to ensure the links still work.

23



Search Tab

The Search tab allows you to search for text in the current PDF, all open PDFs, PDFs in a folder, or
in the files in the Recents list. You can perform a Text search or a Visual search. You can also

Search and Replace.

. To display the Search tab, click f > ® Search or press Alt+1 or Ctri+F.

Text Search Visual Search

@ Text Q.Evezrcl' O Text

) Visual [ Get Rectangle ] @ Visual ’ et Rectangle ] ®

Search In: Search In: | Refine Colors |
[Hecms T] ’Curremt Document ']
Chlsers'AdminsDocuments C\Projects\FDFs

[¥| Search Pages Low High
["] Search Filenames Sensiivity: |_J

[”| Search File Properties [¥] Search Muttiple Rotations

[¥| Search Form Fields [¥] Filter by Color

[¥] Limit by Selection
[¥] Search Markups
[7] Search for Fine Detail

[7] Seanch Markups

| Case Senstive
[7] Whale Words Only

Text Search

Text must be present in the PDF file for text search to find it. Scanned PDF files are images and do
not contain any text, so they are not searchable. See Optical Character Recognition (OCR) for de-

tails on how to make scanned documents searchable.

VisualSearch

VisualSearch allows for the searching of graphical symbols in PDFs. To set the search criteria, de-
fine a rectangle around the symbol or graphic that you want to search for in the document.
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Working with Profiles

Profiles provide an easy way to store the toolbar, menus, and other display settings within Revu.
Profiles can also be used to shape the User Interface of Revu for particular job functions within your
organization. For example, you may create a simplified interface, turning off most of the toolbars
within Revu, for those users within your organization who would only be viewing PDFs and not have
need to edit PDFs. Additionally, you could turn on only the most basic markup functions without any
of the advanced editing functions and save a profile for basic markup users.

The toolbar settings are available from the Profile LH button menu. The check next to the
profile name indicates the currently active profile setting. To switch to a different profile, select
another profile from the menu. Once selected, the Revu interface will update based on the settings
defined in the new profile.

Preferences

The Preferences dialog enables customization of Bluebeam Revu settings. This section briefly
describes some commonly used settings, organized by the section of the preferences dialog that
contains it.

To invoke the Preferences dialog:
. On the Command Bar, click Settings, then click Preferences.
=Or=

. Press Ctrl+K.

Some commonly changed preferences will be discussed in this section.
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1 Preferences 5
Camera » | Document
Diocument | = it . —
T ave Mode: IF‘ubllsh Without Revisions TI
Forms Fage Layout: IM& Detect by page size - |
General Single Display: IF[t Page vl
Grid & Snap i T :
Hypedinks e ontinuous Display: [F;t 1-"u"|dth . "I
Import  Export | Madimum foom: {6400 3 S
Javascrpt [¥] Rotate all pages by default
Marcup R
[+ Auto-Reorder Bookmark:
Marups Tab g i
Navigation [¥] Prompt user if file is locked i
POEAA 8 [¥] Find Hyperdinks in PDF Content
Fresentation [¥] Remember Last Page
Rendering
Rendering 30
Sets
Sets (Advan...
Signature e
[ Impaort ] | Export | 51,4 | Cancel
General Preferences ﬁ
User: Each time a markup is Document || e
File Access
made, Revu records who il User: ' Admin
made it. This field defines General 7] Enable Document Recovery
Grid & 5 [ -
the name to use. IIT'I" Onﬁg;l:m !f Alow Muttiple Instances
I'U'Iprku |¥| Enable Auto-Complete | Manage.. |
arkup i
Enable Document Markups Tab 4 [¥] Show Splash Screen
Recovery: If Revu quits Navigation (= ] Use Large Icons
tedl ith thi {i PDF/A z
unexpectedly with this option e | Reset Hidden Messages |
set, the next time Revu is zen:eﬁng - Teb Trncation: [Stat =
. . endering
started, it will attempt to o e Light
recover unsaved changes to Signature Bightness: [
the document(s) open in the :::E:T T
previous session. Startup ["] Classic Mode ] Classic Menu
Studio b
Allow Multiple Instances: S0t T —

This enables or disables the . |
Multi-Revu feature.

Enable Auto-Complete: Remembers previously entered text. Click the Manage button to edit the
auto-complete history.
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Show Splash Screen: Enables or disables the Revu splash screen when Revu is first launched.

Use Large Icons: The User Interface Icons will be displayed larger and support High Resolution

Displays.

Reset Hidden Messages: Resets the display of the dialog boxes where "Don't Show Again" was

selected.

Tab Truncation: Determines if the file name in the opened tab, truncates the beginning or end of

the name.

Brightness: Sets the overall brightness of the Revu interface.

Classic Mode: Switches to an emulation of the appearance of the default interface for Revu prior

to version 6.

Classic Menu: Switches the menus to classic menus.

Grid & Snap

Units Section

Application Units: Defines
the system of measurement
to use for rulers and
measurement dimensions.

Grid Section

Show Grid: Provides control
over displaying the grid. Also

Preferences 4

-_Camem .| Unis

D it ————————

Filcnlac::;ess M| Sets units for Rulers, Grid and Layout

Forms

General Giid

ﬁ:; ?;,Szap 7] Show Gid Giid Spacing: (02500 [+ Inches

erinks = il

Import/EBxport || Snap to Grid

JavaScript

Markup Snap

Markups Tab [7] Snapto Contert

Mavigation y

POE/A || Snap to Marwp

Presertation [7] Snzp 1o Lines N

Rendering -'J'_'i Snap to Curves g |

Rendering 30 V] Snap1o Mid-Points | 5

Sets [¥] Snap to End-Points ‘

e | 4] Snzp o Intersactions 7 |
Bl S

Impart | Expo-r;_.

[ ok || cance

Snap to Grid: Makes any points used to define a markup line up with the defined grid. Also

controlled by the Snap button on the Status Bar.

Grid Spacing: Controls increments between grid units, which affects the snap-to resolution as
well as the spacing of the grid markers that are displayed on the PDF. A smaller increment makes
a smaller grid, a larger increment makes a larger grid.
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Snap

| Ll |

Snap to Content: Snaps markups to the underlying PDF vector content. A small 14
box appears over the underlying PDF content when markups are being made. The
following image demonstrates the behavior as a line markup is being drawn. Snap

to Content does not snap to text or images in the PDF, only vector images such as
lines and shapes. It is also controlled by the Content button on the Status Bar.

Snap to Markup: Snaps the cursor to other markups in the PDF. This can also be controlled by the
Markup button on the Status Bar.

With Snap to Markup enabled, two related behaviors will occur. The cursor will snap to points on
other markups, like Snap to Content snaps to points in the PDF content. Revu will also display —
and the cursor will snap to — guidelines that are based on lines in nearby markups.

Snap to a point Guidelines creating a Polygon Guideline creating aligned Rectangles

ol

<

Snap Color: Determines the color of the indicator box.

Sensitivity: Move the slider to High to make the snap area smaller. Move the slider to Low to
make the snap area larger.
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Markup

Reuse Markup Tools: If checked, the last markups used will remain selected so it can be used
over and over again. If unchecked, after a markup is placed Revu will switch back to pan mode.

Dynamically Set as Default properties: Remembers the last property settings for a markup. For
example, if the appearance properties for a rectangle markup were set to a Green color, 2 point
wide line, the next time that the rectangle markup is selected, these properties will be used.

Autosize Text Box and Priain XS
Callout Markups: Fits the
surrounding text box to the Camera a | Markup
entered text for a callouts El"c::‘am ] Reuse Markup Took
e CESS
and text markups. After £ | Dynamically Set-as Defautt Properties
editing the text in a Free General [T Autosize Test Box and Callout Markups
Text or Callout markup, the (Grid & Snap V| Scale Grouped Markups’ Properties
text box will resize e £l [V] Embed Forts
. . Import/Export e
automatically to fit the text. Ty [] Show futhor and Date in Pop-Ups
Embed Fonts: Includes o 9] Fint PopUps  Opacty: |70 v
) . Markups Tab | Co | .
py selected text into Text Markups
:Ezt:;ied for markups in Eg‘gf‘“” (Highlight, Undesiine., Sauiggly, Stikethrough)
) Praseritation [¥] Retain Layer Information when copying Markups
Show Author and Date in Hendetng
Pop-Ups: Displays Author Rendening 30 B b Brcdng: @
and Date in popup notes Sets : —
when an markup is double- o Lo g Beenorfor Sepes. Qg ka7
licked. The titl ’ d auth e =
clicked. The title and author e ——
. Import Bxport 0K Cancel
will also appear when a note | { J | ] [ |

markup is added to a PDF.
Print Pop-Ups: Check to print Notes and Comments popup boxes.

Opacity: Opacity level that Notes and Comments popup boxes will be printed if Print Pop-Ups is
checked.

Copy Selected Text into Text Markups: Any time a text markup is used, the annotated text will
be copied to the copy buffer so that it can be pasted into other applications. Text markups are
Highlight, Underline, Squiggly line, and Strikethrough.

Retain Layer Info when copying Markup: Layer information will be copied when you copy a
markup. If you copy a markup to another PDF, its layer will be created in the new PDF.
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Use Relative Paths for Hyperlinks and Actions: Set the default status for paths to be "relative"

when Hyperlinks and Actions are created.

Set 'Open in New Window' option for Hyperlinks and Actions: Set the option to open a
Hyperlink or Action in a new window when the Hyperlink or Action is created. This option only
applies when viewing PDFs in Acrobat or Reader. Revu already opens the links in a new tab.

Default Image Encoding: Chooses the format in which embedded images and inserted image

markups are stored in the PDF.

Drag Behavior for Shapes: Determines whether, when drawing certain shapes (polygons, area
measurement), a rectangle is used or whether the drag behavior sets control points for the Bézier
curves used to define the shape. The effect will be either a rectangle is dragged, or a curve shape

will be drawn.

Navigation
Preferences
Mouse Wheel Section L.
Camera *
Set how the mouse wheel Document
behaves in this section. et
| Forms
Single Page Mode: Sets the b
mouse wheel behavior in single ||| &"E;ﬁ;:p
page mode. Choose either | otk |1
Zoom or Scroll. JavaScript
Markup
Continuous Mode: Sets the | Markups Tab

mouse wheel behavior in Navigation
; A
continuous mode. Choose PHE

. L. Presertation
Zoom or Scroll. This behavioris ||| g
independent of the Single Mode || | Rendefing 30
setting. | Sets
| Sets {Advan..,
Reverse Mouse Wheel when | Signature ®

Zooming: Changes the

Import | Bxport
direction for when the mouse L

| Mouse Wheel

Single Page Mode: | Zoom -

|

Continuous Mode: | Serall =

| Reverse Mouse Wheel when Zooming
Senstivity: 4 %
/| Enable Horizortal Mouse Wheel

Options

| Synchronize Views

7| Enable Horizortal Scrollbar
|| Show Vertical Scrollbar on Left
| Show Ful-Screen Crosshair
| Lock Panning in Fit- Width

Made: ‘ Document v

Lok || careel

wheel will zoom in versus zoom out.

Sensitivity: Controls how much the zoom level changes per mouse wheel click.

Enable Horizontal Mouse Wheel: Enables panning for mice that have tilt-able scroll wheels.

30



Options Section

Synchronize Views: Synchronizes the viewing windows when displaying the PDF in side-by-side
Split View mode. The Mode can be changed to sync by Document or by Page. For example, this
is useful when you need to compare two different versions of the same document. Moving the
document in one window will automatically adjust the view in the other window(s). This can be
quickly toggled on and off with the Sync button in the Navigation bar.

Enable Horizontal Scrollbar: Toggles on and off the horizontal scroll bar at the bottom of the
document tab.

Show Vertical Scrollbar on Left: Displays the vertical scrollbar on the left side of the PDF page
instead of the right.

Lock Panning in Fit Width: Constrains panning to vertical movement when in Fit Width mode.
This prevents the page from sliding sideways if the mouse is moved slightly horizontally.

Maximum Zoom: Sets the maximum percentage the workspace will allow zooming of PDFs.

Enable 3D Mouse: Enable 3D navigation with a 3D mouse.

Studio
Accou nt Preferences £
Change your account settings, impott/Bpot  + | Aecount Seftings
create an account or login to h?::(uﬁ”p‘ Server: [studio blusbeam o
Studio. Marups Tab Login Exmail

| Navigation
Checkout on Open: If this PDF/A .
option is selected. when a | Presertation MNotification Preferences

. . L . Rendefing Lozt Password Manage Servers || Logout |

Studio Project file is opened, it ||| Rendenng 30
is automatically checked out. ||| ¥

| Sets (Advan... GBI‘!BIE|

| Signature E || Checkout on Open

neral ;
Genera | Sketch Tools /| Enable Flashing ori Session Alerts
Snapshat .

Enable Sounds: Play sounds e 7] Toobar integration Oriy
with studio events. Statup | Force Prony Use

| Studio
Enable Flashing Alerts: Turn Tablet
off visible flashes with studio | W=k 7 |
events. [ impot. | [ Expor | OK | | Cancel |
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Chapter 2: Commenting & Markups

Compatibility

Comments made in either Acrobat or Revu can be seen in both without any issue. If you add
comments to a PDF from within Adobe, you can open the PDF and see those comments even in
Revu.

Markup Overview

The tools to create and edit markups can be found in the Markup and Measure groups of the
Command Bar, in the Text and Shapes toolbars, and in the Tool Chest tab. In addition, most
markup tools have convenient keyboard shortcuts. Each time a markup tool is selected and used,
the markup is stored in the Recent Tools section of the Tool Chest tab.

Markup Tools

The Markup group contains menus and commands to allow the markup of PDFs.

4

[
¥,

Lines Shapes  Shetch Image Hyperink  Attachment  Stamp

32



Text Menu
The Text menu contains tools to create text-bearing markups.
Text Box
. Text Box (T): Adds a text markup. Callout
Typewriter

E Callout (Q): Adds a text callout.

L ]
Lot
R MNote

Flag  Shift+F

ETypewriter (W): Enables freely typing text on a PDF.

Note (N): Adds a sticky note. Caution: If any popup text windows are closed, the popup text of
those markups will not show up when printing.

n Flag (F): Adds a linked flag on the currently active page.

Pen Menu

The Pen menu contains markup tools that behave in a similar manner to a real-world pen.

Pen

J/ Highlight H

Eraser Shift+E

. Pen (P): Adds a free-drawn markup.
Highlight (H): Adds a semi-transparent line simulating a highlighter.

. Eraser (Shift+E): Removes pen and highlighter markups.
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Lines Menu

The Lines menu contains tools to create linear markups. e l ¥ ‘ =
Line L
. Line (L): Adds a line. Hold Shift to snap line in 45° increments. Arrow A

Arc Shift+C

Polyline Shift+M

.Arrow (A): Adds an arrow markup.

Dimension  Shift+L

.Arc (Shift+C): Adds an arc markup.
. Polyline (Shift+N): Adds a segmented line.

. Dimension (Shift+L): Adds a dimension or leader line markup on the PDF.

Shapes Menu
The Shapes menu contains tools to create outlined shape markups. ‘ - ‘ i [“ e

Rectangle
n Rectangle (R): Adds a rectangular markup. Ellipse

Polygon  Shift+P

Cloud &

D Ellipse (E): Adds an elliptical markup. Hold Shift to make a circle.

Cloud+ K

E Polygon (Shift+P): Adds a polygon markup with no defined angle. Click to set each point, then
press Enter or double-click to finish.

m Cloud (C): Adds a polygon with a cloud-like appearance preset.

u Cloud +(K): Adds a polygon with a cloud-like appearance preset and a text box.
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Sketch Menu

Polygon Sketch to Scale
Rectangle Sketch to Scale

Ellipse Sketch to Scale

Paolyline Sketch to Scale

Polygon Sketch to Scale: Adds a polygon markup to anexact scale.

Rectangle Sketch to Scale: Adds a rectangle markup to anexact scale.

Ellipse Sketch to Scale: Adds an ellipse markup to an exact scale.

Polyline Sketch to Scale: Adds a polyline markup to an exact scale.

Image and Image Menu

Image (l): Inserts an image from a graphic file accessible on your workstation. Click to the right to
access the Image Menu.

™ Imagefrom Scanner.. Shift+]

-. Crop Image

E Image from Scanner (Shift+l): Displays the Scanner dialog to acquire images from a
scanner or camera. Images captured result in new image markups.

n Crop Image: Crops an image markup. Click and drag to define a rectangle. Areas of the
image markup outside the rectangle will be eliminated.
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Hyperlink and Hyperlink Menu

Hyperlink: Allows the creation of hyperlinks in a PDF. Click to the right to access the Hyperlink

Menu.

Create Hyperlinks from URLs...

t'.”{ Create Hyperlinks from URLs: Creates hyperlinks from URLs that exist in the PDF content.

Attachment

Attachment: Opens the Add Attachment dialog to allow embedding a file in the PDF.

Stamp Menu

The Stamp Menu can be used to add "rubber stamp"
comments on the drawing.

This tool is what you will use to work with the out-of-the-box
stamps or any stamps that you create yourself. Any
standardized stamps will be accessed via your section
specific stamp Tool Sets. For more information see the
Working with Stamps section.

Approved.pdf
_,!'.p p roved, P df
Date.pdf

*eTin -

b 40tk . inglag.pdf
Seal.pdf

Watermark. pdf
Create Stamp...

Import Stamp...

Change Stamp Folder...
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Measurement Setup

The Measurements tab provides access to the measurement modes, allows setting the document
scale, setting up Viewports for multiple scales in the same document, and other measurement
options.

To display the Measurements tab, click E > n Measurements or press Alt+U.
Calibrating a PDF

The Calibrate button brings up the Calibrate dialog to allow accurate measurements to be taken
from a PDF. First, locate a labeled, known length somewhere on the PDF.

* On the Command Bar, click Measure, then click . Calibrate.

-or-

* On the Measure toolbar, click - Calibrate.

-or-

In the Scale section of the Measurements tab, click - Calibrate.

Click OK.

Click the first point of the known length, then click a second point to finish the line. You

can hold down the Shift key to snap the two points horizontally.

Enter the distance that these two points represent on the drawing and click OK.

NOTE: If you are working with a vector-based drawing (as opposed to a scanned PDF), you
can enable Snap to Content which makes the cursor snap to the underlying lines and
drawing elements, making it much easier to accurately select the two points.

Calibration - P
! - . s
I A 'l Enter measurement between the two points. /
o 14 ft »  (Measured 0in) —
v‘ T -
Lo [ ok | [ Cancel |
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Alternatively, if you already know the scale, enter the values
in the Scale section of the Measurements tab. It is
recommended to always use Calibrate if possible, as
sometimes scaling occurs during the PDF creation process.

The unit drop down list determines the units in which the
measurements will be reported. In the preceding example,
the result will be displayed in “feet-inches”.

Precision determines the decimal or fractional precision of
the measure value displayed.

Working with Viewports

Different scale zones can be defined within a drawing or
document by clicking the Add button in the Viewports

section of the Measure tab. To define the region on the page,

click and drag a rectangle around the area the scale should
apply to, and then type the viewport Name. Once the area is
defined on the PDF, click the Calibrate button and select two
points within the viewport to define the scale.

When the viewport name is selected in the list, the viewport
area, name and scale will display in the drawing.

Note: When a measurement is placed on a PDF with
Viewports defined, the Viewports are highlighted with their
associated scales displayed. If you notice a viewport that is
untitled, this could be affecting the accuracy of your
measurements in that area. In this case, the untitled
viewport should be deleted.

epth =
P19 in = 14 ft,In Y 0.2222 in = 8 In

1 W
S\ W
N g

1

-?H

PCC Sh

-
* Scale

[J] Store Scale in Page
166674 in + = 'GEGBEEG f'in ~

Precision

1 g

| Calibate |

| Recalculate |

L % |/
ol

Scale
Measurements
Viewports

Add || Modify ]
[¥] Separate Vettical Scale
7] Independert Units
¥ 23319 | e %
Y ‘02222 n w T 3 n ¥

Precision

1 -

Calibrate ¥ Scale
Calibrate Y Scale
Clear All
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Measurement Tools

The Measure group contains the Measure and Calibrate tools plus quick access to the various
measurement modes.

Measure Window Help

Measure Tool f ’ @ o & &

Mez=urs Tool Calibrate Lim=ar Arez Volume Cutout Count Geometnc

Measure (M): Creates a temporary measurement or markup in any of eight measurement modes.
Calibrate

Calibrate: Calibrates the scale to allow accurate measurements to be taken.

Linear Menu

The Linear menu contains linear measurement modes. ﬂ Ll ﬁ
Length Shift+Alt+L

‘ Perimeter Shift+Alt+P

. Length: Calculates a linear measurement.

D Perimeter: Calculates the length of all the sides of a given shape or multi-segment line.
Area

Area: Calculates the area of a simple rectangle or of an irregular, polygonal shape.

Volume

Volume: Calculates the volume of an area with a defined depth.

Cutout

Cutout: Allows you to cut out or subtract an area from an existing Area or Volume measurement.
Count

Count: Places a markup for each mouse click, associating a running total of counts with each
markup as it is placed.

Geometric Menu

The geometric menu contains measurement modes that calculate angles and circular features.

Diameter: Calculates the diameter of a circular shape. -
. . . i? Diameter Shift+ Alt+D
.Angle: Measures a given angle as defined by three points. &
. Angle Shift+Al+G
A Radius: Measures the radius of an incomplete circle defined [ BRGUCEEL TR Y

by three points along the arc. A 3-Point Radius  Shift+Alt+U
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The Tool Chest

The Tool Chest is a powerful feature that makes the marking up of documents much more efficient.
Once a markup is created, it can be easily recalled using the Tool Chest. The Tool Chest will store
your most used markups in a central, easily accessible location.

By default the Tool Chest is in the left panel. To access the Tool Chest, click I > sl Tool
Chest or by press Alt+X.

Using Tool Sets
Click any tool in the Tool Chest to select it, then click on the document to place the markup.
To copy a tool from one tool set to another tool set:

 Click and drag the icon to the desired tool set.

To reorder the tools within a set:
+ Click and drag the icon to the desired location.
To delete a saved tool:
« Click a tool to select it, then click the ﬂ Delete Icon on the Tool Chest button bar.
-or-
* Click a tool icon to select it, then press the Delete key.
-or-

+ Right-click a tool icon, then click Delete.

To duplicate a tool:

+ Right-click a tool icon, then click Duplicate.

To change the colors of a tool:

*Right-click a tool icon, then click Change Colors.

Reusing Recent Tools

The Recent Tools section records every markup as it is added

to the PDF. ‘{,\ ~
To reuse a tool, simply click the icon and then click on the PDF 9 o 4 @

to place the markup.

The Recent Tools history is temporary; it only lasts until Bluebeam Revu is closed.
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Permanently Saving a Tool to be Reused

To save a recently used tool so it will remain after the program has been closed, click and drag the
tool's icon from Recent Tools into My Tools or another tool set, or right-click the icon and then click
Add Item to My Tools.

To save a markup on the document as a reusable tool, right-click the markup, hover over Add to
Tool Chest, then click the tool set to save it to (For example, My Tools).

Managing Recent Tools

If too many tools have been used recently to view them all in the Recent Tools section, an arrow
appears to the right of the row. Click the arrow to access all recent tools.

3 %

b Sequences & Actions I o /‘

* Recent Tools

v Curves

b Shapes ‘ { TEST

b Symbols

To set how many recent tools to retain:
« Click the I gear at the top right of the section, then hover over Maximum Recents.

* In the Maximum Recents submenu, click a value to set the number of recents.

Clearing Recents and Hiding the Recent Tools Section
To clear all recent tools without closing Revu:

* Click the ' gear at the top right of the section.

« Click ﬂCIear Recents.

To Hide the Recent Tools Section:

« Click the - gear at the top right of the section, then click Hide.

:_l
Click the . Manage Tool Sets menu in the Tool Chest button bar, then click Recent Tools, to
show it again.
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Properties Mode vs. Drawing Mode

Items in My Tools, Recent Tools and custom tool sets can function in two different modes. The
tool icon changes to show which mode is currently being used.

TEST A
<« Double-click — Bl
Drawing Mode Properties Mode

Properties mode adds a new markup with the same display properties of the saved markup. In
this mode the Properties (as displayed in the Properties tab) are retained but the exact
dimensions, text, and so on are not. In the preceding example, using the tool in Properties mode
would create a new yellow text box with black border and text color, but no text would be inside
the box yet, nor would the box have a fixed size.

Drawing mode adds a new markup that is an exact duplicate of the saved markup, as if you'd
copied and pasted the original markup rather than made a new one of a similar type.

To change the mode, double-click on the icon. All information of the original markup is always
retained when switching modes. Only the icon and the way that the markup is added to the file
changes when the mode is switched. By default, most tools are saved in Properties mode. There
are some markups that always remain in Drawing mode. A Stamp and a Grouped markup are two
examples.

To set all markups to default to Drawing mode:

+ Click the gear at the top right of the section, then uncheck Properties Mode.

Sequences & Actions

A Sequence allows a text based markup to increment in value each time that a markup is added
to the PDF. The updating sequence value can be a number or text. An Action allows you to add
hyperlinks to tools in the Tool Chest.

Pinning a Tool Set

* For quick and easy access, a Tool Set can be pinned to any Toolbar.
* Click the small gear to the right of the Tool Set name.

» Click n Pin to Toolbar, then select the specific Toolbar.
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Working with Stamps in the Tool Chest

Standardized stamps can be delivered via section specific Tool Sets in the Tool Chest. Here are
some examples:

My Tools
Recent

eXoloRelCA TS
é

Placing Stamps from the Tool Chest
To place a stamp:
* Click the thumbnail of the stamp you would like to place from the desired Tool Set.

* Click the PDF in the location you would like the stamp to appear.

Unlike placing a stamp off of the Stamp Menu, placing a stamp from a Tool Set produces a
dynamic preview of the stamp on your cursor. This feature results in much easier stamp placement.

Applying a Stamp from the Tool Chest to 4
Multiple Pages

Ctrl+X
There are a few options for applying a stamp to o

multiple pages, the Apply to ... Pages context
menu options, and the Apply Stamp tool. : ste Ctrl+V

Format Pair *er Aift+1C

Ctrl+C

Apply a Stamp from the Tool Chest to All
Pages

L seck
This will copy and paste in place any markup on all

the pages of a PDF.

Add to Tool Chest

Set as Default

 Right-click a markup, then click Apply to

Apply to All Pages

All Pages.
9 Properties
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Apply a Stamp from the Tool Chest to Selected Pages

Apply to Selected Pages works like Apply to All Pages, but instead applies the markup to the
pages that are currently selected in the Thumbnails tab.

 In the E Thumbnails tab, hold Ctrl and click to select pages while leaving the
markup selected.

* Right-click the selected pages and then click Apply Stamp the Apply Stamp dialog box

appears then select the Stamp and click OK.

Apply Stamp Tool

The Apply Stamp tool can be found in the Document group of the Command Bar under the
Pages pull-down menu.

Document Form harkup Measure Window Help

O < 85 B % Rk

Segnatures . - Process Fiatten
gnatien Apply Stamp.. ,‘ TOCEs then

The Apply Stamp dialog gives you more control on how you would like to apply a stamp. This
dialog includes all the general stamp placement options as well as the ability to apply a stamp to
page ranges in multiple files, or even specify an anchor point option that could prove useful on
PDF’s of differing page sizes.

To Import Stamps into the Stamp Tool

1. Go to Markup > - Stamp > Import Stamp
2. Select the PDF file that you want to import into the Stamps folder and click Open

The location for the SDDOT “Not For Construction” and Preliminary Stamps is as follows:

U:\rd\Bluebeam\Stamps

Flattening Stamps

At times it’'s important to be able to flatten your stamps to prevent any deletion or modification after
the document has left your hands. This can be accomplished by using the Flatten context menu
option, or the Flatten Markups tool.

Flatten Context Menu Option
This option will flatten the selected markups.
* Right-click on the markup and
then click [£g Flatten.
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Adding Not For Construction Or Preliminary Stamp On Plans

To place the Not For Construction Stamp on the plans click on Document > Pages

Apply Stamp. An Apply Stamp dialogue box opens.

Window

EI_I'

Measure

Click on the drop down box and select:
Background_NotForConstructon.pdf

Document Farm

ﬁfl

Studio

Markup

(w

Sa agnatunes

Apply Stamp...

Note: The same steps can be used to select and place
the Preliminary Stamp.

Check the Page Range (Defult is all pages). Click OK.
Flatten the PDF

To remove the stamp markups from the Markup List
you must Flatten the PDF. Otherwise the stamp
markups will show up as review comments.

Click on Document > Flatten. The Flatten
Markups dialogue box opens. Then uncheck the
Allow Markup Recovery (If Checked). Click Assign
Layer >Type Not For Construction (Type Preliminary if
Preliminary Stamp) in the area provided. Click All
Markups. Check the Page Range(Default is all

pages). Click on Flatten. Click on ESave in the
Command Bar.

The Stamp will be placed on the Layer “Not For
Construction” on every sheet.

The Not For Construction Stamp layer can be turned

off and on by clicking the eye _

Under the Layers Tab

The Not For Construction Stamp layer can be deleted

by right clicking on _ and selecting

Delete. Under the Layers Tab.

Help

i

!‘%,

4

LS

Apply Stamp

Stamp Selection

C:\ProgramDatz"Bluebeam Software'Bluebeam Revu'\Stamps

[Backgmund_Nm ForConstruction pdf b

Mame: Background_MotForConstruction
Author: Brian Raecke
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Page Range
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File [ 10of 1]: 025C_SectionA pdf

Batch Page Range (16)

[ &t Samp | [ Acd Fies |

Rotation: |0
Scale: 1100

Stamp Postion
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7 Lock

Flatten Markups

Options.
[7] Mllow Markup Recovery (Unflatten)
[¥] Assign Layer

| Show Properties in Popup

Mot For Construction

[T] Fatten Capture Media as Attachment

@ Al Markups
() Exclude Fitered Markups

- Options... |

| Options... |

|¥/| Eliipse

[¥] Stamp

[¥] Snapshat

[#] Text Boxc and Callout
[¥] Pen and Highlighter

[T File Attachmert

2 |

Check Al |

i

‘| Uncheck Al |

Page Range

Pages Al Pages (1-78) » of 78
File [ 1of 1]: 025C_SectionB pdf

Batch Page Ranage (1-78)

| AddFies || Unflatten |

l Hatten | Cancel
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Flatten Markups Tool

The Flatten Markups tool can be found in the Document group of the Command Bar under the
Flatten pull-down menu.

The Flatten Markups dialog provides additional controls over how markups are flattened.

I's important to note that if the Allow Markup Recovery (Unflatten) option is checked, then flat-
tened markups will be able to be converted back into markups using the Unflatten tool. If your in-
tent is to prevent deletion or modification of your markups after handing off the PDF, then make
sure that the Allow Markup Recovery (Unflatten) option is NOT checked.

There are checkboxes to include the various markup types in the flattening operation, and there
are also options to exclude the currently filtered markups to further refine what gets flattened.

Flatten Markups

Options
[#] Allow Markup Recovery (Unflatien)
[ Assign Layer | Madcups
|| Show Properties in Popup

Flatten Capture Media as Attachment | Options. .

@ Al Marcups
1 BExclude Fitered Markups

Check Al |
|
| Uncheck Al |

13

| Image
'| Hiipse
| Stamp

| Snapshot

[#] Text Box and Callout
[¥] Pen and Highlighter
[] File Mttachment

ol B A

HEE

| m

Fage Range
Pages All Pages (1 - B35} w of 635

Fle[1of 1]: MinnD25C pdf
Batch Page Range (1-639

| AddFiles || Unflatten | Fatten | | Cancel
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Markups List

The Markups list is a specialized tab with a horizontal layout that provides powerful features for
processing, accessing, reviewing, and summarizing the markups on a PDF. By default it is found in
the bottom panel.

To access the Markups list, click ' > Markups or press Alt+L.

Markups List Button Bar

The Markups list button bar contains tools for organizing, processing, importing and exporting data.

. i mey ol (v} &l " -~ % ~
| Y Filter g Saar jiil Columns ~ | B b3 v | l Summary -

. Expand All: Expands the entire Markups list.

. Collapse All: Collapses the entire Markups list.

. Previous: Moves to the previous Markups in the list.

. Next: Moves to the next Markups in the list.

Filter: Displays only markups that match the filter criteria.

ﬂ Clear Filters: Clears applied Filters.

. Hide Markups: Hides all markups in the current PDF file. Markups will not display or print when
this mode is enabled. This mode is temporary and will be reset the next time that Revu is started.

Columns menu: Selects which columns to display in the Markups list.

. Manage Columns: Launches the Manage Columns dialog to change the display order and
add, remove, and create custom columns. Columns can also be reordered by dragging and drop-

ping column headers.
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. Delete: Deletes currently selected markup or reply.

NOTE: Delete removes the markup from the PDF, not just from the list.

Reply: Replies to the selected markup. Replies appear on a new indented row below the
markup in question.

m Status menu: Sets the status of the markups. The default states are the following: Accepted,
Reject, Completed, Canceled, None.

.
. Manage Status: Creates and manages custom states.

Checkmark menu: Checks or unchecks the checkbox associated with the selected markup.
Also provides a command to clear all checkboxes.

E Import: Takes the markups from a PDF or an XML file and includes them in the active PDF.
This is useful for incorporating and reviewing markups or feedback from multiple sources. FDF
files containing markups generated from other PDF applications may also be imported.

B Export: Exports all markups to an XML file. The XML file can be imported into another PDF so
that the markups will be displayed in the target PDF. The created XML file can also be imported
into Microsoft Excel for viewing in a tabular form. Markups may also be exported to the FDF for-
mat for interoperability with other PDF applications.

Summary: Provides a formatted list of all of the markups in the document. It is also
possible to define a subset of markups to summarize.

Markups List

The Markups list displays a table, with each row representing a markup that has been added to
the active PDF. Each column displays information about the markups.

As a row is selected, the view of the PDF in the workspace will jump to the location of the associ-
ated markup. This makes it easy to use the markup list to step through the markups in PDF. To
step through, click the Previous or Next buttons, or press the Up/Down arrow keys.

Horizontal section separators with disclosure triangles show and hide each section of the Markups
list. Click a disclosure triangle to show or hide that section.
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The following figures show an expanded, collapsed and partially collapsed list that is sorted by
Page number:

Expanded List

| | W' Filter : Columns + 4 O -3y |g-', ‘,v Summary -
Subject " Checkmark  Author Comments

Page A1 (1)

ﬂ Note age A Brian Raecke 3 MRM Wrong
Page A4 (1)

B Fecta.. Page Ad Brian Raecke y Change Quantities
Page A5 (1)

' Cloud age A5 Brian Raecke 3 Modify note to reflect change in project length
Page AG (1)

." Clouds+ 'age AG Brian Raecke . Replace with new note

- = 32 [ el = B T,
| i + Columns ~ o Lp I8 - dF - |=_, bv Summary -

Subject ; Checkmark  Author
Page A1 (1)
Fage A4 (1)
Fage A5 (1)
Page A6 (1)

Partially Collapsed List

| | %' Filter :‘: jilil Columns - 42 3 | Le RV S |=‘-v E. = Summary
Subject Page = Llock Checkmark  Author Comments
Page A1 (1)

ﬂ Note Page Al Brian Ra : e MRM Wrong

Page A4 (1)
Page A5 (1)

‘ Cloud fian Raecke ) i Modify note to reflect change in projec
Page A6 (1)
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Columns Menu

The Columns menu allows you to toggle on and off various columns. A column that is turned on
will appear in the top row of the Markups list and will display a check box next to the name in the

menu. Click a column name to turn it on or off. To sort by any column, click the column's name on

the header. Click again to reverse the sort order.

Subject: Displays an icon of the markup and text referring to the subject
of the markup. By default, the text contains the name of the tool used to
create the markup (Pen, Highlight, Callout, etc.). This text can be
changed in the Subject field in the Properties tab, or by double-clicking
on the Subject text in the Markups list.

Page: Displays the name of the page on the PDF on which the markup

is located.

Page Index: Displays a numeric value indicating the page on which the
markup or measurement resides. The Page Index is a useful column for
sorting when exporting to spreadsheet programs.

Lock: Toggles whether the markup is locked for editing or not. If locked,

a it ' appears in the box, and the markup cannot be moved or
changed. If unlocked, the box is clear and the markup can be edited.

Status: Can be set to one of the default states or a custom status. The
default values are Accepted, Rejected, Canceled, Completed and
None. Once the status is set on a markup, you can sort by status.

Checkmark: Toggles the checkbox, enabling the Markups list to be
used as a basic checklist. As changes are being reviewed, click to check
the box; click again to uncheck it.

Author: Indicates the username of who made the markup. Double-click
this field to edit your displayed name. To set the name globally, click
Settings > Preferences > General, then enter a name in the User box.

Date: Displays the date and time the markup was modified based on the

system time.

Creation Date: Displays the date and time the markup was created based on the system time.

Subject
Page

Page Index
Lock
Status
Checkmark
Author
Date
Creation Date
Colar

X

v

Width

Height

Comments
Length

Area

Volume
Count
Measurement
Label
Sequence
Layer

Space

3D View
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Color: Displays the fill color that was used for the markup. You may sort by this column to group
all "red" or "blue" markups.

X and Y: Display the coordinates on the PDF page where the markup is located, counted from the
lower left.

Width and Height: Display the size of the markup itself.

Comments: Displays the comments from the General section of the Properties tab for this
markup. Double click in this field to change the comment associated with the markup.

Length, Area, Volume, Count, and Measurement: All display values associated with
Measurement markups.

Label: Displays the label associated with the markup. Label can be changed in the General
section of the Properties tab. For measurement markups, it is common to use the Label field to
specify the type of material that's being measured, such as "Asphalt Pavement 1" or "Conduit 3".

Sequence: Records the numerical value associated with a Sequence markup.
Layer: Displays the Layer the markup is associated with.
Space: Displays the Space that contains the markup.

3D View: Displays the 3D view that contains the markup. Click to jump to that view in the 3D
window.

Context Menu

Right-click on any field in the markup list to display a context menu for I
performing functions on the currently selected cell. The first option,
Copy, stores the contents of the cell on the clipboard, enabling the
pasting of the information within Revu or other Windows applications. e

Copy 'Approved'

Lock Ctrl+5hift+L

Reply
Set Status
Check

Delete

Properties
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Chapter 3: Document Manipulation

The Document group provides commands and menus for working with the PDFs. The Pages
menu contains commands for manipulating the actual pages of the PDF.

1. Insert Pages — adds a blank

page

2. Extract Pages — removes or
copies one or more pages

from the document to a new

pdf

3. Rotate Pages —

or more pages in 90-degree

increments

4. Crop Pages — reduces the

page size according to user

definition

Insert

Rotates one

Apply Stamp...

Insert Blank Page...
Insert Pages...

Insert Layered Page...
Insert from Scanner...
Extract Pages...

Split Document...

Replace Pages...

Delete Pages...

Rotate Pages...
Crop Pages...

MNumber Pages...

%T.

Ctrl+5Shift+MN

Ctrl+ Shift+]

Chrl+Shift+X

Ctri+ Shift+Y
Ctri+Shift+D
Ctrl+Shift«R

Shift+Alt+ 0

To insert a page or pages use the Insert Pages command. Select Files. Choose where to place

pages > Click OK

(@ Select Files to Insert

U@ﬂ « Work » Bluebeam Test »

Organize = WNew folder

Program Files 8
.. Program Files (x86)
. ProgramData
i Python27

Recovery

(BT |

| Support

Systern Volume Information

MName

™ 5580_SectionB.pdf
™ 5580_SectionD.pdf
"L 5580 SectionL.pdf
= 5580_SectionX.pdf
" 5580_SectionZ.pdf
"L Blank Sheet Test.pdf

W Temp " Bluebeam Revu Extreme Test Computer ... 54
Users ™ Bluebeam Revu Extreme Test Computer .., /e
Windows "L efile.pdf 07/18/:
Work = EmptyBorder,pdf 08/03/: =

Access -~ 4 I____. -?[___-_ »
Filename: EmptyBorder.pdf - [PDFFiles (pan) -]
’ Open I I Cancel l
—

Insert Pages

Insert Files

File Path
[#2] | EmptyBorder paf
-

-

CWork \Blusbes

Pages
All{T of 1)

Options

[¥] Include Bookmarks

TP b s i s
] Merge Document Properties
[¥] Merge Layers

Irto "025C_ Sectionf.pdf”
After iz |
' First Page
7) Last Page

@ Page: 1 of &
7] Interfleave Fages

[] Use Filename as Page Label
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Extract

Individual pages or a range of pages can be pulled
out of the current document into a separate file or
group of files using the Extract Pages command.

Rotate

To rotate the currently active page by 90°, use the
Rotation toolbar. If you do not see the Rotation

toolbar, click View > Toolbars > Rotation.

Crop

Bluebeam Revu includes a cropping tool
that allows you to remove unwanted parts
of a PDF page. Using the Crop Pages
feature will modify the PDF file; therefore it
is recommended that you make a copy of
the PDF before proceeding.

#

Extract Pages

Fage Range
Pages Selected (2)

Options

Defaults

[7] Delete Pages After Exdracting

|| Bdract Pages as Separate Fles

[¥] Open Files After Extraction

[¥] Update hypedinks with relative paths

~ of 6

-

Rotate Pages

Direction:

Clockowize 50 degrees b

Fage Range
Pages Al Pages {1-6)

Paage Fitter

Fite [10of 1] 025C_SectionA pdf
Batch Page Range (1-6)

+ of B

Apply Ta: IEven and Odd Pages

b3 |

IJ_andscape and Portrait Pages v|

Add Files

-
Crop and Page Setup

Page Setup1 Crop Pages |

Margins (Inches)

[¥] Show All Boxes

Select Box: [cmp Box{Page Size} -

[ Set Propartional

Top: |0:000 |& Bottom: |0.000 |

Left: 0.000 1 Right: |0.000 |5

Clear| » IHeveﬁ|v| I GeftWindow|yI

Page Range

Pages Selected (1) ~ ofb

File: 025C_SectionA pdf
Batch Page Range {1
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Preview
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Document Comparison

The Compare Documents feature is used to compare two PDF files and highlight the differences.
The differences are indicated with markups. Once the markups have been created, the differences
can be reviewed using the Markups list.

Comparing Two Versions of the Same Document or Drawing
*On the Command Bar, click Document >

. 1y
Comparison > f’\:_b Compare Documents...

Defining Documents A and B Compare Documents &
« If the document is already loaded Document A
. . . . H '.'-.1. "._ 2 i ¥ -> =
within the current Revu session, click Wt | ORI ol Dol pdt D
the Document list in the Document Al Pages (1-8] bl
A section, then click the name of the Document B
file Document; C:"x‘a".n'nrlc‘.xl]ZEC_SedinnA RevB pdf 4 | J
. Al Pages {1-6) -« of B
* |If the document is not loaded,
Click | Cutput Falder:
) CWon Blugbeam Test D
* In the Open dialog, locate the i,
appropriate file, then click Open. Select Window | | Pick Ports
« Click the Page Range list to define a '
range of pages to use for e
|| Split-screen view {synchronize) ["] Tum on Dimmer
comparison. : . _
Comparison type: | Printed Documents {same printer) v]
Follow the same steps in the Document B
section to define Document B. | Advanced... | | ok | [ Concel |

Optionally Defining a Region

If you want to compare only a specific region of each document, click Select Window, then define
a rectangle. Otherwise the entire document will be compared.

Aligning the Documents

By default Revu will attempt to line up the document. If you wish to override the automatic
alignment, click Pick Points to specify the alignment points. You will need to pick 4 points on each
document. The points should be specified in a clockwise order and the alignment points should
correspond to one another; for example, Selection Point 1 on Document A should correspond to
Selection Point 1 on Document B.
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Defining the Appearance of Markups

Click Advanced to change the markup

appearance. Options include Color, Fill, S = = _

Opacity, whether the markup has a cloud Color: (R] FillColor: | | Opacity: |40 &  Width: 1.0 2
appearance, and if the markup should be ~ Subiject:  Difference-2-6-03 /| Cloud  [¥] Locked
locked when placed in the PDF. Apply to: | Document B Only -
The Subject field can be used to name LETp e A

the difference markups (e.g., “Differences

2-6-09"). You can then sort the Markups PG

list based on Subject. All difference
markups will be grouped together since each markup has the same subject. A series of difference
comparisons can be made over time to provide a change history.

The Apply to list determines to which document the markups are added when the comparison is
run. The settings available are the New Copy of Document A, New Copy of Document B, Both Doc-
ument A and B, Document A Only, Document B Only.

Choosing Other Options

Check the Split-screen view box to open side-by-side synchronized windows for reviewing the dif-
ferences noted after the comparison process completes. Check Turn on Dimmer to dim underlying
PDF content and make the locations where differences are found easier to see.

» To run the comparison, click OK.
Once the comparison completes, any differences will be annotated.

If the Split-screen view box was checked, the two compared documents will open in a side-by-
side manner. Zooming or panning on one window will update the display in the opposite window.
This is useful for visually comparing the before/after, changed, and unchanged parts of the two
documents. The markups that were added will appear in either the left or right window depending
on which PDF was specified.

Open the Markups list to see a table of markups that were automatically added when differences
were detected.

As a markup is selected in the Markups list, the Revu workspace will jump to the location of the dif-
ference.
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Creating a PDF from Multiple PDFs

Multiple PDFs can be combined into a single PDF from within Revu or from the context (right-click)
menu in Windows Explorer.

To combine multiple PDFs into a single PDF from within Revu:

1. Go to File> =] Combine. The Combine PDF Files dialog boxappears.

2. Add files to the list:

Insert Files

File Path Pages

025C SectionA pdf CWord\Bluebe...  All{1-6 of &)
[25C_SectionB pdf CoMWVaod\Bluebe. .. Al1-78 of 78)
(25C_SectionD pdf CoWar\Bluebe. .. All{1-24 of 24)
025C_SectionF pdf CAWord\Bluebe....  All{1-25 of 25)
(25C SectionL pdf CiWord\Bluebe....  Al(1-Fof 7)
025C_ Section¥ pdf CorWordd\Blusbe..,  AI{1-50 of 50)

[_Add |

Ciptions

[¥] Include Bookmarks [ Use Filename as Page Labal
[ Include File Atachments

[™] Merge Document Properties

[¥] Merge Layers

o To add all PDFs that are currently open in Revu, click Add Open Files.

o To select files from a local or network drive, click Add.

3. In a Session Plan Review the following shall be included in the combined PDF forreview:

1.

2

Session Cover Letter Example U:\rd\Misc\Design\topic\Bluebeam Session Cover Letter
Special Provision Checklist
Special Provisions (If Provided)

Plan Sections A-Z/Non-Section Plans  Note: You may add the Utility Spec., Utility
Plans, Building Spec. and Building Plans as a
separate document(s) in the Session Review
Utility/Building Plans (See Adding Documents to a Session Review)

Utility/Building Specifications
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4. PDFs will be combined in the order in which they are sorted. To change the sort order:

oClick || and select the desired sort option to sort the files automatically.
oSelect a file you wish to move and click either EJ to move it up in thelist or
E to move it down in the list to reorder the files in the list manually.
oSelect a file and click %] to remove it from the list. — 18 !‘;' B - q
5. Click OK. ;
6. Save the Combined File for Plan Reviews as CountyPCN#.pdf

mi
2 SaveAs Ctr+Shift+5
=

Save All Shift+F2

And place the file in the Project Folder under the File Folder
Publish As

“‘Review”.
Options:
Include Bookmarks: Add any bookmarks from the selected PDF files (Check this Item).
Include File Attachments: Add any file attachments from the selected PDF files. (Do not Check)

Merge Document Properties: Combine the document properties of the existing and selected PDF
files. (Do not Check)

Merge Layers: All layer information in the PDFs will be kept when this option is checked. If
unchecked, the layers will be removed, but the content and markups in the layers will remain in the
combined PDF. (Check this item)

Use Filename as Page Label: By default, each page label of the combined PDF is named after
the source PDF's page label. Select this to use the file names instead. (Do not Check)

Creating a PDF From an Existing File Not a PDF

Revu lets you create PDFs out of existing files, including those that are not PDFs themselves.
When creating a single PDF out of a single not-PDF file, Revu will use its own plugin whenever
available (for example, the Office or CAD plugins).

= 5 FB

From File Ctrl+ M

From Multiple Files

From Scanner or Camera

1.Go to File > [ Create > .| From File. The Open File Layered PDF

PDF Package

dialog box appears.

2 Navigate to and select a file. The source file can be a document, such as a Word, Excel
or PowerPoint document. Once the file is selected, click Open. The Save As dialog box
appears.

3. By default, the PDF created out of the selected file will have the same name. If desired,

enter a new name in the File name field, then choose a folder location and click Save.
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2. Navigate to and select a file. The source file
can be a document, such as a Word, Excel
or PowerPoint document. Once the file is
selected, click Open. The Save As dialog
box appears.

3. By default, the PDF created out of the
selected file will have the same name. If
desired, enter a new name in the File name
field, then choose a folder location and click

Save.

Savein Crezte
= MName
=k
Recent Places
Desktop
Libraries
Computer
@
Network
4
File name:
Save as type:
Color Setting:
Append Mode:
Iv¥ Open File Application

Image Compression

{" Photographics (JPEG)
% Graphics (ZIP}

" [Defautt]

Gty \High

Post Processing

I~ Enable lanag

IS

= B cf B

Date modified Type

No items match your search.

T

*

JSedinn_L-LigHting_and_Signals_Noies.pdf

| PDF Files (" pef)

[True Color (24 bit)

‘Overwnte

‘Mlcrosof‘t Office Document

Resolution
& Frint £ Deaf

Image 600 | dpi
Image Anti-Aliasing

j Save

- Canesl

j Hide
Line Merge
[~ Line Merge

1002
—Page Rotation 1

Rotate Auto -

Creating a PDF(s) From Multiple Existing Files Not PDFs

Revu lets you create PDF(s) out of multiple existing files, including those that are not PDFs

themselves.

1. Go to File > B create > From Multiple Files. The
Open File dialog box appears.

From File

Ctrl+N

From Multiple Files

From Scanner or Camera

Layered PDF

PDF Package
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2 Navigate to and select the files. The
source files can be a document, such as
a Word, Excel or PowerPoint document.
Once the files are selected, click Open.

The Stapler '
appears.

dialog box

3. If you are going to combine the files use
the E| to change the order of the files.

4. Select if One Output File is desired or
One Output File Per Document. If one .
output file is desired then provide a
name for the file.

5. Pick the Output Folder

6. Click OK

7. The Stapler - Untitled Job dialog box

appears.

8. Select the Staple button and the files will

be converted to PDF and opened.

File Edit Run Help

1|

m

=o x |
Step 1: Add source folders and files
Flename Path Application Last v
E] ChecldistFom docx CWork\Bluebeam T...  Word plugin 72
Review Letter dox C\Word\Bluebeam T... Word plugin 0720

| Add Folder.| | AddFiles...| [ Include Subfolders

Step Z: Select Output
") One Output File

Step 3: Set Output Folder

(7 Use source file folder

@ Pick Custom Folder

| Use source folder tree

Creste File

b w T |7 Wizard + AddFile

Flename =

- a Review Letter.
b LEJ Rewview ...

Configure

- a ChecklistForm....

Directory
C\Wor\Bluebeam Test...

ic\Bluebeam Test...
C:\Work\Bluebeam Test...

@ One Output File Per Document

Application

acrobat

acrobat

Microsoft Word

/2016

éD?ﬂZ.-’?NE 9:13:28 AM

07/20/2016 5:08:55 M

| Staple Help:
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Stapler Using Windows Explorer to Combine or Convert Files

|E] 025C Table_of Pavement £ Siewalle  12/12 0015835 AL Riicsncntt B
————— 1 ] Convert'to Adobe PDF

1] 025C Plan-Plat Revision (R A 1.

..... = — Ty Combine supported files in Acrobat..
| 025C_Plans to Bid Letting.{

Windows Explorer Context (right-click) menu

In Windows Explorer, you are able to select files and

. . . . ) . IE_] T T—— : Scan for Viruses...
right-click to Combine Files or Convert Files in Revu & pscooats.ee [ A
. @_]phone.xls c e
USIng Stapler |E£]I:-‘IatF’Iar1RE\.ri5ic|r'|Release=1F.‘I ’ G i
. i i B Review Letter.docx Send to »
Step 1: Browse in Windows Explorer to a folder Moo o B
=L Test.pdf e

containing the files you want to Convert or

Create shortcut

Comb|ne Delete
Rename
Step 2: Select the files in the Explorer window. S

Step 3: Right-click on any of the selected files and
choose Combine Files in Revu or Convert Files

in Revu.
Combine Files in Revu will create a single multipage PDF from the selected files.

Convert Files in Revu will make individual PDF from each of the selected files.

1.When Combine Files in Revu is selected, 1.When Convert Files in Revu is selected,
(File>Stapler will be invoked with the files chosen Stapler will be invoked with the files chosen
already populated in the source file window. already populated in dialog.

2.Enter the name of the Output File. 2.Select the Staple button and the files will be

3.Change the Custom Output Folder if needed. converted to PDF and opened in Revu.

F Stapler = B % | F Stapler- Untited Job* o @ X
Step 1: Add source folders and files File Edit Run Help
Filename Path Application Last I ‘ | : | ‘-" Wizard 4 Add File
E] 025C Table_of _Pawe.. C:\Word\Bluebeam T... Excelplugin 12/08]
025C_Plan-Flat Revisi... C:\Word\Bluebeam T... Word plugin 12404
. 025C Plans to Bid Lett... C:\Word\Blusbeam T... Word plugin 11/25] .
+ || CheckistFormdocx  C:\Work\Blusbeam T..  Word plugin 07/12 Filename + Directary Date
v aDEEC Table_of. . C\Work\Blugheam Test . 08m/z20e
i — — - ; ;12;’03!‘21]153133:”%
: - e | 125C_Plan ... acrbat 08/11/2016
Add Folder.. | | AddFiles...| [ Include Subfolders Options... | _ _ _
: 2025 20800PM
Step 2: Select Output :
@ One Output File

*) One Output File Per Document Advanced... | ;Mmsoﬂ Word

Step 3: Set Output Folder

TGN |

1 Use source file folder

@ Pick Custom Folder C\Work'\Blusbeam Test\Create [j

Create File OK |[ Cancel | !J Configure Shaple

9 ——
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Add SDDOT Header and Footer Templates

The following SDDOT Header and Footer Templates need to be saved into the software:

This can be done by either of the following:

1. By clicking on the Bluebeam Profile file U:\rd\Bluebeam\Profile

2. By Manually entering the Templates as shown below.

Open a PDF then Go to Document > B Headers & Footers > Add. The Header and Footer

dialog box appears.

Title Block (Plans 11x17)

Template 1 - Title Block (Plans 11x17)

Font - Arial 8

Top Margin - 0.68

Bottom - 0.50

Left Margin - 14.20

Right Margin - 0.65

Right Header Text - B<<1>>

B99

Title Block ( Cross Sections 11x17 Portrait)
Template 2 - TB Cross Sec Portrait

Font - Arial 8

Top Margin - 0.50

Bottom Margin - 0.42

Left Margin - 8.70

Right Margin - 0.40

Right Footer Text - X<<1>>

X99

Title Block (Cross Sections 11x17

Landscape)

Template 3 - TB Cross Sec Landscape

Font - Arial 8

Top Margin - 0.60

Bottom Margin - 0.50

Left Margin - 14.20

Right Margin - 0.40

Right Header Text - X<<1>>

X99

Enter each one of the Header & Footer Templates infor-
mation and name the Template as shown. Make sure you
save the Template. When you are done you should have
3 Templates when you click on the down arrow by Save

Header and Footer E E .
Save Setings | Tte Block (Plans 11x17) v [ Save... | | Delete | (] F content inside margns
Font Margins (Inches)
Arial 8 vlB oy Top: 068 - Bottom: 050 |5
Left: 114201 Fght: 065 |3
Header and Footer
Header Left Center Right
Beclss BS9
Footer Left
insert: | PageMumber | | Date || BatesMumber | | Fie Deta
Preview
| 1
Biank Sheet Test pdf 1 b bl Baich 18
| AddFies || DeeeAl | [ oK || cancel |
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Numbering PDF Pages Using Headers and Footers for SDDOT Plans

Open the Document Group

.LE—[ E"%'ﬁ\

Security ‘Signatures gEs Headers & Footers C mipaiison

Click the main button to open the Header and Footer dialog box, from which you
can add a new header and/or footer (if none currently exist on the page) or edit the
current header and/or footer. Click the arrow to the right to invoke the Headers &
Footers menu.

Add: Adds a new header and/or footer to the document.

Edit: Edits the document's existing header and/or footer.

1. Go to Document > Pl Headers & Footers > Add. The Header and Footer dialog box
appears.

For SDDOT Plan Sheets: Use a previously configured header/footer template, select the Title
Block (Pans 11x17) template from the Save Settings list.

2. Under “Right Header Text” Change | Headerand Footer ey
the first “B” to the appropriate Save Seftngs [ Tite Block (Plans 11x17) v/ | Save.. | | Delete | [7] it content inside margins
section. (DO NOT change <<1>>). Font Mergins (inches)

Change the Second uBu and u99u Arial * 8 - @ B | g TUpZ 0.68 : Bottom: G‘E{:‘ :
lef: 142012 Right: 065 =
to the appropriate section and the w—
total number of pages. Header Left Center Right
. NH D050(122)384 Becl» B39
3. Project Number
o Footer Left
Under “Left Header Text” fill in ' '
Project Number.
. Insert: | Page Number ] [ Date || Bates Number ] [ File Data |
4. Click on Batch Page Range X-X. The
Preview
Batch: Header & Footer dialogue box 5 |
opens. See next page.

Note: For SDDOT Cross Section

Portrait Sheets and Cross Section

Landscape Sheets specific

requirements refer to page 64.

Blark Sheet Test pdf 1 P P Batch Page Range (1-8
AddFies || Deetedl | 0K || Cancel
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Click OK

Click OK

"

Batch: Header and Footer L |i|1
File List
File Path Pages
E Blank Sheet Test pdf C:\Work\Bluebeam Test All Pages (1-8 of 8}
[a]
[x]

Page Range
Pages Al Pages (1-8) - of 8
Page Filter
Apply To: |Even and Odd Fages -

[ Landscape and Porirait Pages v |

Header and Footer
Save Settings [mam{ﬁmmm 'H_SE'“-‘H Delete ‘ [ Ft content inside margins
Fort Margins (inches)
Arial +8 ~WpB U Top: (068 [2| Botiom: (050 %]
left: 142012] Rt 065 [
Header and Foater
Header Left Center Right
NH 0050{122)384 Becla B35
Footer Left
nsett: | PageNumber | | Date || BatesMumber | | FieData |
Preview
_____________________________________________________________________________________________________ Bl
B B _I;'_
Blank Sheet Test pdf 4 1 b Ml Betch Page Range (1)
AddFies || DeeteAl_ Lok |[cael |
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For Cross Section Portrait sheets: Refer to Page 63 for general instructions

All pages will need to be rotated so the title block is right side up.

Select “TB Cross Sec Portrait”’. Under “Right Footer Text” change the first “X” to the appropriate section.

(DO NOT change <<1>>). Change the second “X” and “99” to the appropriate section and the total number

of pages.

Optional - Project Number. Under “Left Footer Text” fill in Project Number. Select “ Page Range Op-
tions...” and set the range of pages to modify. Adjust “Start Page Number” under “Page Number and Date
Format...” for the pages to update.

Select OK.

For Cross Section Landscape sheets: Refer to Page 63 for general instruc-
tions

Select “TB Cross Sec Landscape”. Under “Right Header Text” change the first “X” to the appropriate sec-
tion. (DO NOT change <<1>>). Change the second “X” and “99” to the appropriate section and the total
number of pages.

Optional - Project Number. Under “Left Header Text” fill in Project Number. Select “ Page Range Op-
tions...” and set the range of pages to modify. Select “Page Number and Date Format...” and modify
“Start Page Number” to define the starting page number.

Select OK.

Note:

This applies page numbers and total pages to all the pages in the PDF (unless you specify some-
thing different). If all the pages don’t have the title block in exactly the same location those pages
will need to be adjusted. One solution is to fill in the numbers in the source software. Or you can
update the Header & Footer and apply it only to the pages selected in the Page Range Options.
You will also want to adjust the “Start Page Number”.

Note:
e The “Right Header Text” is right justified text and controlled by the “Right Margin” setting.
e The “Left Header Text” is left justified text and is controlled by the “Left Margin” setting.
e To move the Project Number left or right adjust the Left Margin.
e To move Total Page Number left or right adjust the Right Margin.

e To move Page Number left or right adjust the number of spaces after <<1>>.
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Numbering PDF Pages Using Batch Processing - Headers and Footers

"1 Y
1. Goto File> ® Batch> D Headers & Footers. The Batch: L}
Header and Footer dialog box appears *

oTo add all PDFs that are currently open in Revu, click Add

Open Files.

o To select files from a local or network drive, click Add.

3. Click OK. The Header and Footer dialog box appears. See next

page.

om- o u 5§ FR XD

e e (et L R L
S Create A ADIMMEDANE Batc

. Add documents using one (or both) of the following methods: 51

Q

]

WebTab

I E . ’.. L e
; wianw

COCR

Script

Link

Slip Sheet

Cormpare Documents
Overlay Pages

Security

Headers & Footers

Crop & Page Setup

Rotate Pages

Apply Stamp

Split Documents

Reduce File Size
Repair PDF

Flatten Markups

Print

Batch: Header and Footer L |
File List
File Path Pages
[v4] | Biank Shest Test pet CAWork\Bluebeam Test Al Pages (1-80f )
'y
(]
Add
Page Range
Pages All Pages (1-8) * of 8
Page Fitter
Apply To: | Even and Cdd Fages 'J
ILandscape and Portrait Pages vJ
o]
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4. Use a previously configured header/
footer template, select the Title Block
(Pans 11x17) template from the Save
Settings list.

5. Under “Right Header Text”

Change the first “B” to the
appropriate section. (DO NOT
change <<1>>).

Change the second “B” and “99” to
the appropriate section and the total
number of pages.

6. Project Number

Under “Left Header Text” fill in

Project Number.

Header and Footer

EIN

Save Settngs Tite Block (Plans 11x17) || Save... | | Dekte |

Fort

Arial 8

Header and Footer

[7] Fit content inside margins

Marging {Inches)

~WB U Top: 068 [2| Bottom: (050 |4
lek: [T420/2] Right: [065 &=

Header Left Center Right
NH 0050(122)384 Bzl B35

Footer Left

Inzert: | Page Number ] [ Date | | Bates Number ] [ File Data ]

Preview

Blank Sheet Test pdf 1 P P Batch Page Range (1-8)

AddFies || Delete Al
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Batch Removing Headers and Footers

This process describes removing all headers and footers from multiple documents. To remove just
a header or a footer or just a part of either, process the PDFs individually as described in Editing
Headers and Footers.

To remove all headers and footers from multiple documents:

1. Go to File > !-._ Batch > D Headers & Footers. The Batch: Header and Footer dialog box
appears.

. : 2
2. Add documents using one (or both) | Batch feaderand Footer

File List
of the following methods: ™ Path

!
oTo add all PDFs that are :

Pages

currently open in Revu, click

Add Open Files.

o To select files from a local or | Add Open fies | | Add |

network drive, click Add.
3. To remove headers/footers from
specific pages of a PDF, select i,
then click the Pages menu and

choose from the following: Cancel |

oAll Pages: Sets the range to all
pages.
o Custom: Sets the range to a custom value. When this option is selected the list becomes a
text box. To enter a custom range:
oUse a dash between page numbers to define those two pages and all pages in
between.
oUse a comma to define pages that are separated.
For example: 1-3, 5, 9 will include pages 1, 2, 3, 5 and 9.

4. From the Apply To menus, select among Even Pages Only, Odd Pages Only or Odd and Even
Pages and among Landscape Pages, Portrait Pages or Landscape and Portrait Pages. These
selections work in conjunction to form the filter, so any pages to be processed must meet both
criteria selected.

5. Click OK. The Header and Footer dialog box appears. See next page.
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_
Header and Footer L B

Save Settings | <New Custom: v“ Save.. ‘ elete [ Fit content inside margins
Fort Marging (inches)
Helvelica -8 ~l B/ U T 050 5] Botow 030 5

Left; 100 |4 Rght 030 |+

Header and Footer
Header Left Center Right
<edd/MM iy Hitmoms >
Footer Left
<<Page 1of n>s
nse: | PageMumber | | Date || BatesMumber | | FieData |
Preview

24/02/2011 16:58

license or product packaging for the Software, Use of software,
hardware or services that bypass any Software license restrictions !
| and/or reduce the number of Client Devices. concument users andior ;
Pt e Uit i e e e T b e e i e G vl e e et rap e e !
suppliers. You acknowledge that Your possession, installation, or use |
of the Software does not transfer to You any ownership, title, ar

ELLAverdana pdf 4 4 3 P M PagesRange (19

| AddFies || Detel | [ oK |/ conesl |

6. Click Delete All. A warning dialog box appears.

7. Click OK

P il
Bluebeam Revu x64 u

You are about to delete all existing headers and footers from
the selected files. Are you sure you want to continue?

[ Do nat show this message again

<] G
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Editing Page Labels and Page Numbering

To change the name of a page label directly

1. Select the Thumbnails tab. If it is currently hidden, go to View > - L Tabs > E Thumbnails
or press ALT+T.

2. Select the thumbnail and press the F2 key. The thumbnail's label becomes editable.
Alternatively, double-click the thumbnail's page label. The thumbnail's label becomes editable.
When in this mode, pressing TAB will move to the next page label while remaining in Edit mode.

Pressing SHIFT+TAB will move to the previous page label.

To edit a page label’s numbering style

1. Select the Thumbnails tab. If it is currently hidden, go to View > Tabs > Thumbnails or press
ALT+T.

2. Use one of the following methods to open the Page Numbering and Labeling dialog box:
o Select the thumbnail and go to Document > Pages > Number Pages.
o Select the thumbnail and go to Options > Number Pages.

o Right-click a thumbnail and select Number Pages.

Page Numbering and Labeling [i_:hJ

Mumbering

Style: | None -

Prefo:

Start: 1

Page Range

Pages Selected (4) ~ of§

Clear oK H LCancel |
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3. Set or change any of the following options, as desired:
o Style: Select a numeral style for the page label.
o Prefix: Enter a value (for example, "Page ") that will precede the page label's numeral.
oTo insert a space between the Prefix and the numeral, add a blank space at the

end of the Prefix.

o Start: Sets the starting numeral.
oPage Range: Determines which pages will be affected by the settings. Select one of the
following:
oAll Pages: Sets the range to all pages.
o Current: Sets the range to the current page only. The current page number will
appear in parentheses, for example, Current (2) if page 2 is the current page.
oSelected: Sets the range to the current selection. This option only appears if pages
were selected prior to invoking the command.
o Custom: Sets the range to a custom value. When this option is selected the list
becomes a text box. To enter a custom range:
oUse a dash between page numbers to define those two pages and all pages
in between.
oUse a comma to define pages that are separated.
oFor example: 1-3, 5, 9 will include pages 1, 2, 3, 5 and 9.
4. Click OK.
To apply a text only label

Follow the procedure outlined in To edit a page label's numbering style above and set the following
options on the Page Numbering and Labeling dialog box:

Style = None.
Prefix = desired text label.
To remove page labels

Follow the procedure outlined in To edit a page label's numbering style above and set the following
options on the Page Numbering and Labeling dialog box:

Style = None.
Prefix = blank.

70



Creating Page Labels from Page Regions

1. From the Thumbnails toolbar, click E Create Page Label. The Create Page Labels dialog box

opens.

N

. Select Page Region.

L

4. Click and drag to define a region on the PDF. Generally
speaking, the data in this region should be consistent
across any PDFs being labeled. When the region has been
defined, the AutoMark dialog box opens.

5. To add another region, click Add. The AutoMark dialog

box disappears, replaced with a crosshair cursor again.

Click Select. The Create Page Labels dialog box disappears, replaced with a crosshair cursor.

Create Page Labels B
Oiptions
71 Bookmarks
@ Page Region Select
Fage Range
Al Pages (1-224) - of 224
[ ok | [ cancel |

Click and drag to define another region. The AutoMark dialog box reappears with the new region added

to the Selection field. There is no limit to the number of regions that can be added.

oReview the sample page label as shown under Preview. If desired, click in the Selection field to

add text before, after or between [Regions].

6. When all regions have been defined, click OK. The AutoMark dialog box closes,

replaced by the Create Page Labels dialog box.
7. Select a Page Range:
oAll Pages: Sets the range to all pages.
o Current: Sets the range to the current page only.
The current page number will appear in parentheses,
for example, Current (2) if page 2 is the

current page.

Toer [ oo

| B1 || B128

AutcMark £
Selection:
[Region1]
Preview:

B1
Add 0K | [ cancel

oSelected: Sets the range to the current selection. This option only appears if pages were selected

prior to invoking the command.

o Custom: Sets the range to a custom value. When this option is selected the list becomes a text

box. To enter a custom range:

oUse a dash between page numbers to define those two pages and all pages in between.

oUse a comma to define pages that are

separated.

For example: 1-3, 5, 9 will include pages 1, 2, 3,5

and 9.
Click OK.

: T T
Create Page Labels £

Options

~) Bookmarks

@ Page Region | Edit. ...
Fage Range

Al Pages (1 -224) -~ of 224
oK | [ Cancel
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Introduction to OCR in Revu

Optical Character Recognition (OCR), or text recognition, translates the text in scanned PDF
documents into searchable text. Once OCR has been run on a scanned PDF, you can search the
document for specific text, add bookmarks and hyperlinks on text, copy text to another document
or use one of Revu's advanced text editing tools.

Note: Do Not run OCR on all SDDOT plan sheets. Run OCR only on pages with images.
Some pages that may need OCR are Note Sheets, Quantity Sheets and Data Sheets. These
requirements may change as we test the new OCR in the 2016 version of Bluebeam Revu

2. From the Command bar, go to Document > OCR or use the keyboard shortcut

Ctri+Shift+O. The OCR dialog box opens.

Running OCR on a Single Document

1. Open the document on which OCR is to be run.

3. Set the OCR Configuration options, as desired:
oCorrect Skew: Enable to correct angular deviations in scanned documents.
oDetect Orientation: Enable to detect the page orientation (90, 180 and 270 degrees) of

each page and correct it if needed.

oDetect Text in Pictures and Drawings: OCR =
Enable to detect text in graphics. Recognon Languages
oRotate Markups: If Correct Skew is Engiish | Add... |
enabled, use this option to also adjust existing | Remove |
markups so they line up with skew- OCR Corfiquration
corrected text or images. V] Corect Skew ¥| Fiite Maaps
[V Detect Orientation [l Skip Vector Pages
o Skip Vector Pages: Enable to skip [¥] Detect Tent in Pictures and Drawings | Page Chunk Size |4
7] Max Vector Size (25 | pt

processing of pages with vector content.

Optimize for; L[;.QD Drawings -

Page Range

oPage Chunk Size: Use to determine the

maximum number of pages sent to the
) . . Pages Al Pages{1-8) v of &
OCR engine at one time. Increasing chunk

size can increase speed, but will also Flo [ 1of11: Bark Sheet Tectodt

consume more of the computer's
Batch Page Range (1-8

| (oK ] [ carcel |

resources.
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oMax Vector Size: Use to set the maximum vector size that will be analyzed during the
OCR process; any vectors larger than this setting will be discarded in pre-processing.
Decreasing this value can increase speed, but might also cause larger text (for example,
larger fonts) to be inadvertently ignored.
o Optimize for: Use to optimize the OCR process for the selected document type. The
CAD Drawing setting tends to ignore text formatting, for example, while the Text
Document setting does not.
4. To select a Page Range, click the Pages menu and select from the following:
oAll Pages: Sets the range to all pages.
o Current: Sets the range to the current page only. The current page number will appear in
parentheses, for example, Current (2) if page 2 is the current page.
oSelected: Sets the range to the current selection. This option only appears if pages were
selected prior to invoking the command.
o Custom: Sets the range to a custom value. When this option is selected the list becomes
a text box. To enter a custom range:
oUse a dash between page numbers to define those two pages and all pages in
between.
oUse a comma to define pages that are separated.
oFor example: 1-3, 5, 9 will include pages 1, 2, 3, 5 and 9.
6. Click OK to run OCR.

7. Save the Document.
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Running OCR on Multiple Documents (Batch)
1. From the Command bar, go to File > Batch > OCR. The Batch: OCR

dialog box opens.

[ Batch: OCR =k
. Fil List
2. Add documents using one (or
File Path Pages
both) of the following methods: B SegScanComp . A2 12)
. . PCS_Policy pdf C\Projects"\Baker Project’...  All{1-50f 5)

o Click Add Open Files to A
add currently open files to B
the list. X

o Click Add to select files | Add Open Fies | dd
from a local or network Page Range

[ i P Al Pages (1-12 r of 12
drive to the list. ages Al Pages (1-12)

3. To select a Page Range, click
Page Filter

the Pages menu and select from
Fpply To: [E\ren and Odd Pages "|

the following:
9 \Landscape and Portrait Pages v|

oAll Pages: Sets the range

G

to all pages. |
o Custom: Sets the range to a custom value. When this option is selected the
list becomes a text box. To enter a custom range:
oUse a dash between page numbers to define those two pages and all pages in
between.
oUse a comma to define pages that are separated.
For example: 1-3, 5, 9 will include pages 1, 2, 3, 5and 9.
4. Click the Apply To lists to select among Even Pages Only, Odd Pages Only or Odd and Even
Pages and among Landscape Pages, Portrait Pages or Landscape and Portrait Pages.
5. Select the next PDF in the File List and repeat steps 3 and 4 until Page Range and Page Filter
options have been set for each PDF.

6. Click OK. The OCR dialog box opens. See settings for single document OCR.
7. Click OK to run OCR



Chapter 4: Studio Session

Studio Session: Create, share and collaborate in the cloud

Studio combines the best of cloud storage and collaboration. Simply upload your PDFs to a Stu-
dio session, and invite attendees from around the world to view and add markups to the same
PDFs in real-time or on their own time. All session activity is tracked in a record that conveniently
links back to the PDFs. You can even create reports to archive or share with your team.

Host a Studio Session

The session host is the person who starts and controls the Studio Session. The host starts the
session, adds the documents, invites the attendees and defines the security and permissions.
The host also manages the Session. Documents can be added or removed and new attendees
invited. When everyone has contributed, the host also creates the report, finishes the session and
saves the files.

However, the host does not need to be in the session for other people to join the session and
work. People work at different times and have different times available to them for different types
of work. Once a session is started, anyone who has been invited can login to the session and
work.

The features available to attendees when attending a session have already been described. This
section addresses the features that are unique to the Host.
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Start a Session

To start a new Session:

-

« In the Studio tab button bar, click ) start>

E-mai:
- Pasaword:
New Session. Confim:

* The Create Studio Account dialog displays if you [ Remember password

have not already created an account. If you have an Name: |

existing account you can log in with your existing 7] Allow ather users o see my E-mai

Login with Existing Accourt

* Session Name: Use CountyPCN# Review Due Date Time Ex. Minn025C 08-15-16 5 PM

account.

|
* The Start Studio Session dialog displays. -

The date and time allows the reviewers to see the due date and time in the email without opening
the plan review. The Date and Time in the name also allows the reviewers to know at a glance in
the Studio Session List when the review comments are due especially for the reviewers that have
multiple Session Reviews to keep track of.

* Click Add to select PDF documents that you want to be part of the session, or click Add

Open Files to add the files that are already open. For Plan Reviews use a combined PDF

file of all Sections including the Cover Letter, Check List and any Special Provisions
available. Separate documents can be added in the Session Review for the Utility Spec./Plans or
Building Spec./Plans. Example of a Cover Letter can be found here:

U:\rd\Bluebeam\Session Cover Letter

OptionS! Start Studio Session [ = .:
Select the Permissions. You can allow or disallow Loy Minn025C 08-15-16 5 FM
attendees to Save, Print or Markup the PDF e Patt
A Minnd25C pdf CAWorc \Bluebeam Test
documents that are in the session and include the E
ability to Add Documents to the session. For Plan x
Reviews Check Save As, Print, Markup and Markup
Alert.
Check Restrict Attendees by E-mail Address if e
you want to restrict access to the session by e-mail Hoons
Pemission
address. [¥] Save As
|__¢I Prirt
IMPORTANT - In Plan Reviews leave The ] i i
[} Add Documents
Restrict Attendees unchecked to allow users that [T Restrict Attendees by Exiail Address
o i L [¥] Session Expires \Aug 15, 2016 E~ || 5:00PM |
have been forwarded the e-mail invite to join the — :

session.
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* Check Session Expires if you want to have an end date for the Session. For Plan Reviews
always check this to have an end date for the review and modify the time
(Recommend 5:00 PM).

* Click OK to save the settings and upload the files. The Session Invitation dialog displays.

* The Session Information is listed at the top of the dialog. Click the Copy Invitation button to copy
the session Invitation information to paste it into another program, such as an e-mail message, IM
or document.

* The Invitees section allows you to add e-mail addresses so you can send the information needed
to join the session. This list of e-mail addresses also defines who is allowed to access the session
if Restrict Attendees by E-mail Address was selected.

Click on Address Book to bring up the Outlook email list. Add the people that are needed for the
Plan Review including FHWA (If project is an oversite project), Local Governments, Consultants
and SDDOT Designers.

* Click to add a new email address. Type the E-mail address and click OK.

* Select an email and click -;:(-l to change an email address.

* Click X to remove an email from the list.

* Click *ﬁ to add all members of an existing Group.

* Type a Message. For a Plan Review Sesson imalaton L
always include the Project Description in EE N K
. Session Name:  Minn025C 08-15-16 5 FM
this Message Area (Copy and Paste from _ —
Session 1D: 475-457-460 Copy Invitation |

Letter). Also include that it is a Plan
Invitees

Review and the due date and time. B ks

This Message is included in the email D
"]

invitation that is sent out. _
* Click OK when you are done and the )

email invitations will be sent from the

Studio server.

Note: the email invite can be forwarded to any person | AddwessBook.. || Email Templates... |
that needs to take part in the review. They will need
the free version of Bluebeam Vu to do the review.

Message (Optional)
P 0115(47)102, Minnehaha County, PCN 0250
50115 50115 - Fm 248th 5t south of Dell Rapids, to Quamy Road/Zem Stin Dell

Rapids Structure # 50-208-022
Grading & PCC Surfacing, Replace Str

Plan Review Due 0815116 5:00 PM

Mote: A Session is imited to 500 Attendess.
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* Address Book will open the address book of your e-mail program so you can select
people directly from your existing e-mail contacts. This will bring up the Outlook emall list.
* E-mail Templates allows you create or access templates defined in Revu.
Note: The e-mail messages are sent from the Studio server.
Manage a Session
Documents, Attendees and Permissions can be added or removed during a session.
Attendee Access

Changes to the Attendees can be made during a session. Invitations can be sent to new
Attendees. New Attendees can be granted access or Attendees can be denied access.

Add Attendees to a Session

i Seszion Invitati ] 52
(InVlte Attendee) ession [nvitation
Seasion Information
) C“Ck IE:J InVite at the top Of the Attendees Session Name:  Minn025C 08-15-16 5 PM
section. Session 1D: 475497480 [ Gt |

Invitees

* The Session Invitation dialog displays. ——

Allow or Deny an Attendee 2]

There are three ways to deny an Attendee access to the
session: 0

* Right-click on the name in the Attendees list

and click Deny.

| Address Book... || Email Templates...

=-or - Message (Optional)

: : P 0115(47)102, Minnehiahia Courty, PCN 025C
+ Click ﬂ Attendee Access in the Attendees SD11ES§115-F|‘1:HEZ§h?St,DsTrt¥mfDeII Rapids, to Quany Road/Zer Stin Del
. . . . Rapids Structure # 5[}2DE—D22

list. The Attendee Access dialog will display. Fonden X o, e 3
Plan Review Due 0811516 5:00 PN

Select the name in the list and click Deny. S e

-0or -

2
Click [,r;.t Session Settings, then click the Attendees tab.
+ Select the name in the list and click Deny.

An Attendee can be allowed back into the session after they have been denied access. Follow any
of the steps above and click Allow.

Note: In SDDOT Plan Reviews the Allow or Deny option will not be used.

78



Restrict Attendees by E-mail Address allows | session settings =

access to only those who appear in the | General | Atendees | Pemissions
Attendees list in the Attendees tab or Attendee Pirtebin ot

Access  Email
Access dialog.

* Click ﬂ Attendee Access in the
Attendees list. The Attendee

B &

| Alow Smith@anywhere.com

Access dialog will display.
* Check Restrict Attendees by
E-mail Address and click OK.

[¥] Restrict Attendees Allow Deny

oK || Cancel "

-0r -
. [

+ Click #F Session Settings, then click the Attendees tab.

* Check Restrict Attendees by E-mail Address and click OK.

NOTE: Restricting Attendees will not allow forwarding of the plan review email invite.

Manage Documents

Documents are added when a session is started, but the Host can also add, delete and replace
documents during the session.

See the Start a Session topic to add the documents when you start the session.

Add a File:

- Click Bl Add File in the Documents list.

) . . Bl Minn025C pof
* Select the file or files and click Open.

Record | Motifications Pending

If a Section of the plans were not included in the Combined PDF it can be added to
the Review Session. There will be a record of when the Section of plans was added
to the review Session. To notify the reviewers that the additional Section was

added to the review an email shall be sent out to all reviewers using Outlook.

Delete a File: Only the Host can delete a Session file. Do not delete a Session
Review Document unless absolutely necessary - All Comments will be lost.

* Right-click on the name in the Document section and then click Delete.
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Responses To Review Comments and Revisions

When the review period ends review comments can no longer be published to the review Session.
The Project Manager will need to notify the Consultants/designers from each section that the
review has ended and responses to the comments and revisions are to be completed by a certain
date. All review comment responses shall be shown in the review Session. In order for the
Consultants/designers to respond to the comments on the review Session the review deadline will
need to be extended by the Project Manager (Host).

Click on in the Studio Session. A I
(T ]

Session Setting dialogue box will appear. Uncheck

the Expiration date to allow responses to the review PNCAERL A T

comments. The Project Manager will set the % Home | M Session [

Review Responses/Revisions due date in an email |5 SESTEE SEHEE SEHEE

as shown on page 82. Note: the reason that the Minn025C 08-15-16 5 PM - 475-497-460

Expiration date is not reset is because all of the sas: [

attendees of the review will receive automatic - Altendees =

emails that their comments are due by the new 5
date Session Settings . : X !

General | Aencees [ Pemissions |
Sesgion Name:  Minn025C 08-15-16 5 PM
Next the Project Manager is required to set the el SRR

o , _ !
Permissions on the review so that late review .

. Total Fles: 1
comments are not received.

Total Space;  163.48 MB

1. In the Session Settings click on Permissions. Created On 08/06/2016 34114 PM
. . . . Version; Studio v2
In the Permissions window click on the hren e | i
Expiration: || Enabled Mg 15,2006 > 500PM 2
Attendees applied permissions “Markup” a arrow B Hoiicions
will appear then select “Deny”.
The Attendees should have the following | ok | Cancel |
permissions during the Review Response/ [ggs.-onsmgs =T
. . [ General | Attendess | Permissions |
Revisions period: o | e | —
Users/Groups Applied Permissions
Save As - Allow ) | Save s Allow
. Prinit Allow
Print - Allow IE Markup Alert |
Add Documents |
Markup - Deny Full Control oy

Markup Alert - Allow
Add Documents - Deny

Full Control - Deny i

Attendees can markup all session documents.

oK || Cancel
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2. The Project Manager is required to give Eﬁimsmgs

the Consultants/Designers permissions
to make the responses to the comments.
Click on D a list of the names of
the review attendees will appear. Since
the Consultants/Designers were part of
the review their names should be on this
list. Using the Ctrl button on the keyboard
and mouse you can select multiple
names from the list. Set the permissions
for each Consultant/Designer to the
following:

Save As - Allow

Print - Allow

Markup - Allow

Markup Alert - Allow

Add Documents - Deny

Full Control -

Click OK

Deny

With the Permissions set for the Attendees/
Reviewers they will now be able to view the
plans if they receive review comment
rejection notices but will not be able to make
any changes or additional comments. Only
the Consultants/Designers will be able to set
the status and add their responses to the
comments.

Note: If Reviewers want to contest the
rejected comments they can send the
Consultant/Designer that rejected the
comment an email by right mouse button
clicking on the Consultant/Designer name in
the attendee list (upper right corner of the
screen) then select E-mail. The Project
Manager shall be included in the email.

R ]
o
|GenaEJ Aftendees | Pemissions |
Users/Groups ﬂpphed Permissions
D € Avtendees Save As Allow i
Prirt Allow |
Markup Deny |
|§J Markup Alart Allow |
Add Documents Deny |
Full Control Deny |
| Markup
Attendees can markup all session documents.
=
Essiun Settings I_Sg | m:::
T T T o e ki
| General | Attendees | Pemissions | ::::
= - 1
Users/Groups Add Users/Groups ?3:_!
k brad.gall@state.sd.us =
k Brandon Riss@state sd.us
]
k cary.cleland@state sd.us I
k Chnisting Bennett@state sd.us |_
i Doug.Kinniburgh@state sd.us
k Glenn Walz@state sd.us
k James Ainslie@state. sd.us
k {larson@melauryengineering com
ﬁ john fuglzang@state sd.us
k justin.cock@state.sd.us -
!ESI-DI"I Settings ® |
réenaal I:“d:lendees | Pemissions
Users/Groups Applied Permissions
E] & Atendees Save As Allow I
Prirt Allow |
E] Glenn, Waiz@siate ad.us Markcup Allow
|
E| i jlarson@meclauryenginesri Markcup Alert Allow |
Add Documerts Deny |
i‘ john.fuglsang@state.sd.us Full Cortrol Deny
|
Attendees can upload documents to a session.
1 [ T k|
[ ok [ Camcd |[ oot |
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An email shall be sent out to all Consultants/ % & [ = o W
designers of the plans to notify them that the . ;

. . g%~ studio.bluebeam.com -
responses/revisions are needed by a required
date. Ean:nrﬂE W Session [

To create the email follow these steps: R Leave W Finish ™, Settings

1. Click on n in the Session Attendees. The Minli2aC 08-15-16.5 M - 475437 460

Session Invitation dialogue box opens.

* Altendees =

Click |  Copyinvitation | then open a new

Session Invitation - 24

email in Outlook.

Session Infomation

2. Right Click in the body of the email and paste the link Tt e
information of the Session into the email. inviees
E-mail Address
3. Type in the message “The Review session for (]

CountyPCN# has ended. In order for you to make

- (i)
your responses and complete your revisions the
Review Session has been extended to “Date” “Time”. "
. - . Address Book.. H E-mail Templates. . 'I
Please send and email providing the location of your
Message (Optional)
final plans.
4. Type in the Subject line “Provide responses/revisions
for CountyPCN# by “Date”_ Mote: A Session is limited to 500 Attendees. oK Cancel
EEIN™ R L & @& B |5 Provideresponsesr., | = = 2 [

| File |r'--1ESSEh'_JE Insert  Options FormatText  Review  Adobe PDF db@

i

S 4 GalbriBedy) 11 v A AT gy i w| @
— B L O i=-iz- E?izw Include; T '
Paste o A ames | [nclude ags Toom
- J A EEE Y N
Clipboard A | Basic Text | | | Zoom [
f {1
= [ v
Send
Subject: Provide responses/revisions for Minnd25C by 08-30-16
MinnD25C 08-15-16 5 PM ‘

Session ID: 475-457-460
Session URL: https://studio.bluebeam.com/join.htmi?ID=475-497-460

The Review Session for Minn025C has ended. In order for you to make
your responses and complete your revisions the Review Session has
been extended to 08-30-16 5:00 PM. Please send an email providing
the location of your final plans.
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Responses To Review Comments and Revisions Continued

Statuses are useful for keeping track of comments and letting review participants know how you are
going to handle the comments. Each Consultant/designer that are responsible for responding to the
comment shall set the status of their part of the comment. The review status appears in the Markup
List along with the name of the designer setting the status. If more than one designer sets the re-
view status for the comment, both names and review statuses appear in the comment.

Select the comment in the comments list and right-click to show the options menu. Then choose an
option from the Set Status menu. If the designer has complied with the changes requested by the
comment the option would be “Completed”. The Status “Completed” can be both the Status and the
Reply when the comment is totally complied with. If the designer has not complied with the changes
requested by the comments the option would be “Rejected”. If the comment is rejected then the
Consultant/designer shall explain why it was rejected by Replying to the Comment. With a Filter of
the comments for the word “Rejected” the Project Managers and reviewers can see the comments
not complied with.

Copy 'trprl2024'

Reply

Set Status Accepted
Alert Attendee Rejected
Cancelled

Completed

Properties MNone

Any Consultant/Designer that rejects a comment shall Alert the person that made the review
comment and the Project Manager with their Reply to notify the reviewer. The Project Man-
ager shall confirm that all comments have been given a status and if the comment has been
rejected an Alert has been sent to the reviewer. All Alerts are recorded and will become a
part of the Session Report.
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Rejecting comments, Replying to the Rejected Comments and Alerting the
Reviewers that made the comments

In the Markup List if you set the Status of a comment to “Rejected” the Consultant/Designer shall
first reply to the rejected comments by right clicking on the comments and giving the reasons for
the rejection. Then the Consultant/Designer shall Alert the Reviewer and Project Manager by
selecting both the Rejected Status and

the reply in the Markup List and then right [§ | “EEECEREETe S EEE R ET TR A Tr R S A A LI
clicking on the selected comments. Collapse

Then click on Alert Attendee and select
the reviewers name and the Project
Manager.

Layer

Crl+Shift+L

An email will automatically be sent to the
reviewer and Project Manager with a
picture of the review comment and the
response. Hyperlinks in the email will
take the reviewer to the exact location of Delete
the comment and response in the plan 't Properties
review.

Alert Attendee

Markup Alert in

Raecke haz slorad von 1o thiz

lohn Smith
Pape: Pazz 0 -E3

Layer:

" Statms:

Anfhor: BErisn Fascke
Pape: DPas= © - B3

Layer:

Statas: Faj
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How to Respond to Review Comments

Each consultant/designer is responsible for responding to the comments left in the section(s) of plan(s)
that they are responsible for during DOT Review. Each comment should be marked with a status and
responded to as necessary.

If a comment is marked “Accepted/Completed” the comment is totally complied with. For a comment to
be totally complied with the plans should be updated to include all the items specified in the comment. A
short description of how the comment was handled can be added but is not required.

If a comment is marked “Rejected” this means the comment was not partially or totally complied with. In
this case the consultant/designer must reply to the comment with the reasoning for not complying with
the comment (ie. Standard Plate/Note, RD Manual, Spec Book, etc.). When a reply is complete the
consultant/designer should Alert the Attendee (Reviewer) that made the comment and the Project
Manager, so they are aware of the comment being rejected.

No comments should be marked “Cancelled” or “None”.

If a Project Manager notices that comments that were marked Completed during the DOT Review were
not addressed/complied with in the plans, the Project Manager should follow up with the
Consultant/Designer to verify that the plans are updated to comply with the comment.

How to Set a Status:
In the Session Markup List > right click on the comment > hover over “Select Status” > Select the Status
of the comment (ie. Accepted, completed, or rejected)

Markups List v ¢ | O, Searct X Y Filter List ]

v 205)

[ Subject - Status {4 | Checkmark | Author Comments N
[E Note

n anc Progress so appropriate bid items

How to Reply to a comment:
In the Session Markup List > Right Click on the comment > Click “Reply”
Once you have completed your reply you should lock it, so it can not be edited or deleted.

Markups List ~ & X Y Filter List i
[ Subject A atus 4t | Checkmark | Author

» 2(5)
) note

added. 009E4200 D09E4220°

s Re:Re:Line

» [ATHigniignt
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How to Alert an Attendee to a rejected comment and reply:

Highlight the comment and reply > right click in the comment box > hover over “Alert Attendee” > Select
“Choose” > Scroll down the list and select the person who made the rejected comment and the Project
Manager > Select “OK”

= B & & K @ Ja [so7ex

Markups List ~+ ¢z | Q_ Search ¥ Filter List m

[ Subject Page Label Lock Status 14t | Checkmark | Author Comments

~ Rejected
(O Ellipse E Rejected set by Rebecca Alert Attendee
s Re:Ellipse e

& Properties

{ Name Email |

{ John Gerach john gedach@state sd.u

:I Jason Baker jason baker@state sd.us

! . Keith errter kerth winter@state.sd.u

{ Kelly Boland kelly boland @state sd.u:

| Trc11644 Steve Wiege@state =d.

i Darin Hodges darin hodges @state.sd..

| Steven Ker steve ker@state sd.us |
Robert Laleman Robert. Laleman @state : |

{ tme1nt17 Joseph Klewicki@state + |

i Patrick Wellner patrick.wellner@state.sc
Justin Smith justin.r.emith @state 2d.u

' trpri3i164 mark reiss @state sd us

E Kevin Valko kevin.valko @state sd.us |

| Neal Clmstead Neal Clmstead @state sc |

! Jon Suomala jon.suomala@state.sd . |

1 Matt Stone matt stone@state sd.us

H Shea Lemmel Shea Lemmel @state sd.

L oK Cancel J

How to filter comments:

In the Session Markups List > Select “Filter List” > Now you can click in the white box above each
column to sort the column (ie. Above Status you can select all the comments that are still blank, above
author you can select all comments made by any designer, etc.)

Markups List ~ <25 | Q_ Search Y FilterList =

[E Subject | Checkmark | Author Date Color Comments

] Highlight

86



Completed Review Session Report

Note: Before creating the Session Report the Project Manager shall verify that all Rejected
Comments have a corresponding Alert record or e-mail that the reviewer was notified of the
rejected comment.

After the plan review and responses are complete the SDDOT Project Manager shall generate a
Session Report that has a record of all activity and comments/responses.

Record | Motifications Pending k|

Click == Report in the Record Section of the Studio tab.

Click PDF Package Report which creates a PDF package containing the Record Summary and all
of the documents in the session with the review comments and responses.

#

! Session Report 28
The PDF Package Report contain =
hyperlinks in the Record Summary that }?E —
link to the corresponding markup in the = e
document ‘1' @ PDF Package Report
' 1 ) Combine Files Report
The Title of the Session Report shall be |
CountyPCN# _archive. §|| |
. . Title:  Minn025C_archive
Ex. Minn025C_archive i
Notes, If needed, will be included at the
top of the Session Report.
Select the Page Size (Letter)
Include the Attendees List :
Fage Size: [Letter b ") Potrat @ Landscape
Include the Documents List
= Columns =

Include Filtered Record Items V| Include Attendees List e .

' ) [¥] Include Documents List |J_; Tine ;=|
In the Columns Box Check: Date, Time, =

1 | Include Fittered Record tems [¥| Document
Document and Page. ] Paces -
Click OK to create the Session Report. [ = ] I =N
- l§l

Place this file in your project folder under |

Review.

A copy of the PDF Package Report shall be sent to the Consultants for their records using the DOT
FTP Site or using the “Projects Folder” in Bluebeam Revu.
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Finish a Session

Finish the Session ends the session and removes the documents from the Studio server. The
Finish Session dialog lets you create the Session Report and select how you want to save or
discard the documents. Before the Project Manager Finishes the Session for the project they
shall verify that the PDF Package Session Report CountPCN#_archive was already created
and stored under the Project “Review” folder. Since the PDF Package Report contains the
Session Report and all of the documents with comments and responses that were included in the
Plan Review Session the Session files do not need to be saved and the Session does not need to
be generated with the Finish Session process.

* Click ':—,:l Finish in the Studio button bar and the Finish Session dialog displays.

* Include Markups: All reviewers will be selected by default.

+ Save Options: Finish Session : % -I
oClick Do not save files: A Session Minn025C 081516 5 P - 475-497 450
. Inchude Mark
Report has already been created with p———
Il fi h Name E-mail

all files attached. [¥] Brian Rascke Brian Raecke@state ad us
-UnCheck Generate Report. A [¥] Paul Knofezynski paul knofczynski@state sd us

Session Report has already been O i - b

created. Save Options
o Click OK to Finish the Session. ) Save {Overwrite Existing)

1 Save In Folder

Note: The Session and all of its files are removed
from the Studio server when the session is
finished. To gain access to a session that you
have already completed, go to https://
studio.bluebeam.com

@ Donot save files

Report Options

[ Generate Report
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Memorandum/Letter to Bid Letting

Since all of the review responses are included in the Session Report a review response letter is not required.
A hyperlink to the Session Report of the review PDF in the memorandum/letter is all that is needed. See
example of this Memorandum at this link: U:\ms\Misc\Acrobat Pro X Electronic Review\Memorandum to
Bid Letting.doc The Project Manager shall send this memorandum to the Bid LeUng Office and copied to
the field offices (Region Engineer, Region Operations Engineer, Region Traffic Control Engineer, Region
Designer, Area Engineer and Area Engineering Supervisor), all reviewers as listed in the Session Report,
FHWA and any Local Government Offices. This memorandum shall have a link to the Session Report and a
link to the final plans that go to Bid Letting. If FHWA or Local Government Offices are involved then a link to
those files on the FTP site needs to be included. The field offices and reviewers will then have an opportuni-
ty to compare the review responses to the final plans to see if their comments were addressed at an early
stage of the bid letting process vs. when they receive their copies of the plans/proposals for construction

from Project Development.

89



Appendix

Electronic PDF Plans

This documentation assumes:
PDF Software Used — Bluebeam Revu Extreme

Naming Convention:

Addendum CCoO
Section Method | PCN#_Section?.pdf | PCN#_Section? PCN#_Section?
Add#.pdf CCO#.pdf
Non-Section PCN#_Nonsection. | PCN#_NonsectionA | PCN#_NonsectiionC
Method pdf dd#.pdf CO#.pdf

Note: Each Addendum or CCO includes only the revised sheet(s) for that Section.

Original File Location:  Office’s prj folder (Ex. U:\rd\pr)\CNTYPCN#\ for Road Design)

Page Size: Match Paper Size (8.5in. x 11 in. or 11in. x 17 in)
Rotation: Match Paper (Landscape or Portrait)

Color: Match Paper (One set matching Bid Letting Submittal)
Resolution: 600dpi

Number pages to match Section in PDF (Ex. B for Section B)

File size of PDFs usually is between 100 KB to 300 KB per page. Rarely should it exceed
500 KB per page. Large files can cause performance issues viewing and printing.

Document Untitled Viewports Message

If you receive this message when opening a PDF in BlueBeam Revu check the “Do not show this
message again” and click on No.

i N

Bluebeam Revu xbd P

interfere with calibration or measurements. Would you like to

This document contains "Lintitled” viewports which may
A remove them?

| Do not show this message again

fes | | Mo
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PDF from Word or Excel with Bluebeam Revu

Open file
File>Print

Select Bluebeam PDF as the printer

Note: If the file is Color but Black and White is desired:

Click on Print Print Properties > Paper/Quality
Color: Select Black & White

OK

Click on Print>Select folder to save PDF

Verify Print options

Click on Save

Save As 2
Save in: Prirt Test ;i L =F B
Ko Mame - Date medified Type
Sl B Mo items match your search,
Deskiop
J.'LEIﬁ'ies
A
Computer
@
Network
<[ 1 " b
File name: 1E|edmnic Plans pdf :j Save |
Save as type: ]F‘DF Files (" pdf) _vj Cancel I
Color Setting: [True Color 24 bit) ~]
Append Mode: ]D’\.rerwrite _"j
¥ Open File HApplication: !Micrusoft Office Document _"j Hide I
— Image Compression - 1 1~ Resolution 1 7 Line Merge -
" Photographics (JPEG) Line: & Pt € Draft [~ Line Merge
' Graphics (ZIP 3 = |
i 5 Image: @00 vi dpi Blend Mods iDarlr:en [def vi
" [Default]
o . Upacity: 3100 % vi
IFELL LAl |ngh = i -~ Image Anti-Aliasing -
1~ Post Pracessing - High: |~ i [~ Page Retation —
[~ Enable Graphics: IHigh “i Rotate i‘q""t':' j’
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Adding “Not For Construction” as a Stamp

Refer to pages 44 and 45 of this manual to add “Not For Construction” to the plans.

Removing the Stamp “Not For Construction”

Refer to page 45 of this manual to remove “Not For Construction” Stamp from the plans.

Adding “Preliminary” as a Stamp (ROW Plans — Only)

Refer to pages 44 and 45 of this manual to add “Preliminary” to the plans.

Removing the Stamp “Preliminary” (ROW Plans — Only)

Refer to page 45 of this manual to remove “Preliminary” Stamp from the plans.

Numbering PDF Pages using Header and Footers
Refer to pages 61 to 68 for Numbering PDF Pages using Header and Footers
For Plan Sheets use Template - Title Block (Plans 11x17)
For Title Block (Cross Sections 11x17 Portrait) use template - TB Cross Sec Portrait

For Title Block (Cross Sections 11x17 Landscape) use template - TB Cross Sec
Landscape
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Standard Plates in Bluebeam Revu 11x17 sheets

If

you have MicroStation V8i it is recommend you use MicroStation for this procedure.

Download Standard Plates needed from the Office of Road Design’s WEB page (http://

www.sddot.com/business/design/plates/Default.aspx ).

Right Click on Standard Plate Number > Save Target As...

Note: Standard Plates are also stored at U:\pd\Standards\StandardPlatesPDF

Print an empty border sheet to PDF, with or without project numbers & page numbers. Or get a copy
from U:\rd\Doc\PDF or the Office of Road Design’s WEB page. (http://www.sddot.com/business/
design/docs/downloads/emptyborder.pdf)

2

o a &

. Open a PDF with an empty border sheet.

If not landscape rotate page.

Select Markup > Stamp > Change Stamp Folder

Select Standard Plate Download Folder

Select Standard Plate(s) from Stamp Folder> Place Standard Plate(s) as a Stamp >Horizontal
Alignment from Left.

When Standard Plate placement is complete change Stamp folder back to original folder which
is located at C:\ProgramData\Bluebeam Software\Bluebeam Revu\Stamps.

Place “Not For Construction” Stamp on the Standard Plate Sheets.

Note: You can add project numbers & page numbers using “Add Header & Footers” in Adobe. Do

n

ot use any commenting Tools to fill in project numbers & page numbers.
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Alternate Procedures for Comments Outside of the Studio Session

1. A full copy of the review plans pdf was sent to an entity for review outside of the Studio Session
and that copy was sent back to the Project Manager by the end of the review with comments
included in the pdf.

The pdf that was received shall be named to identify who made the comments and then
added to the Studio Session as a second document. The Consultants/designers can then
proceed to reply to the comments and make revisions. Separate e-mails will be required
if comments are rejected.

2. A full copy of the review plans pdf was sent to an entity for review outside of the Studio
Session and A separate document was received that was not a pdf either electronically or hard
copy.

If the document was sent electronically then it should be converted to a pdf and named too
identify who made the comments and then added to the Studio Session as a second
document. If the document was sent hard copy the document should be scanned into a pdf
and named to identify who made the comments and then added to the Studio Session as a
second document. Separate e-mails will be required if comments are rejected.
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Bluebeam Revu Studio Session Procedures for SDDOT Projects

Once proper electronic documents are submitted, the SDDOT project manager shall combine the
separate PDF’s into a single PDF and name the combined file as shown on pages 56-57. Note:

The Project Manager may add the Utility Spec., Utility Plans, Building Spec. and Building Plans as
a separate document(s) in the Session Review.

1.

2.

3.

The SDDOT project manager shall start a Session as shown on pages 75-79 of this manual.

Make sure that the Session Name in the Session Invitation has the CountyPCN# Review Due

Date Time Ex: Minn025C 08-15-16 5 PM. The project description shall also be placed in the
Message of the Session Invitation. If the project is a FHWA oversight project, include the
FHWA reviewers email addresses in the review attendee list when you set the Session up.

FHWA already has Bluebeam Vu installed on their computers. If Local Governments or other

entities would prefer to do a electronic review include their email addresses in the attendee list.

They will be able to download the free Bluebeam Vu software from a link in the Bluebeam Revu

Session invite email that they will receive. Make sure that all Consultants/Designers are
included in the Session along with the list of Reviewers.

The Reviewers shall follow the instructions on Pages 9-11 of this manual. If review comments
are going to be late and can not be added to the Session before it ends please notify the
project manager that invited you to the Session.

When the Session has ended the SDDOT project manager shall proceed with the review
response process for the Consultants/Designers so that they can make review responses/
revisions (See pages 80-84). Every comment shall have a “Reply” and a “Status”. Any
Consultant/Designer that rejects a comment shall Alert the person that made the review
comment with the Bluebeam Alert process (See pages 83-84). The SDDOT project manager
shall assure that all reviewers with rejected comments be notified with a justification/response
by reviewing the Session Report Record Summary that is created (Page 85) when the plan
review is archived or by checking their emails. The SDDOT project manager shall send the
Consultants a copy of the PDF Package Report on the DOT FTP Site. After the Session
Report is created the SDDOT project manager shall Finish the Session by following the
instructions on page 86. The SDDOT project manager shall then send a Memorandum/Letter

to Bid Letting following the requirements as shown on page 87.
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