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If youneedassistancavith Bluebeampleasecontactone of the followingpeople:

BluebeamContacts

RebeccdJrban

(605)7737190

Rebecca.Urban@state.sd.us

KeithWinter

(6059831219

Keith.Winter@state.sd.us

Fortechnicalsupportyoucanemailsupport@bluebeam.conthat will createaservice

ticket for your incident.

Foradditionaltrainingmaterialscheckout our trainingvideosat the followinglink:

https://dot.sd.gov/doingbusiness/engineering/desigservices/forms

manuals#listitemLink 1552

Forsubmittingquestionsor revisiongo this guide,pleasecontactRebeccdrbanwith the

contact information above.
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Account & Profile

Qeating a BluebeamAccount

1) OpenBluebean® Inthe StudioTab> Clickd { ALI/\E

BLUEBEAM
STUDIO

Signin (& v

V| Use my Revu login credentials

Learn more

2) Clicka { A
- ]

Select Region

B Bluebeam United States

|=] BLUEBEAM

Bluebeam ID
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3) Fillout yourfirst name,lastname,BluebeanDisplayName(Firstand Lastnameasthis
will be displayedwhen you commentin a Session)Email(your state emailaddress),
and a Passwordwrite this down asit will varyfrom your state singlesignon password)
>Clicka / NB IOI02 dzy (0 ¢

<]

Select Region

B pluebeam United States v

Bluebeam Display Name (?)

Preferred Language

English (US) v

Email (This will be your Bluebeam ID)

Password

Password must be 8-32 characters and include a lowercase
letter, an uppercase letter, a number and a special
character

Confirm Password

* Allnew userswill alsoneedto be addedto our licenseportal. Reachout to Rebecca
Urbanto getaddedto the licenseportal and/or if you needalicenseassignedo you.

Password Reset

1) If youforgetyour passwordon the loginscreenselecta b S el Singingh y XKitien
selectd C 2 N@&URLdF & a4 ¢ 2 BmhRIGuUr state emailand selectd { SReset
LyadNdHzOGA2yaé

Select Region
== Buedeam United States Select Regmn
= piyebeam United States v
|=] BLUEBEAM
=] BLUEBEAM
idbeam i Reset Password
Bluebeam ID (Your Email Address,
:
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Joininga Review Session

1) Clickthe link providedin the Sessionnvite

2) Yourinternet browserwill open> Select]oinin BluebeamRevu

How do you want to join this Studio Session?

Join in Bluebeam Revu® Join in the Web
( (WwWw
4 K

Requires Revu 20.0.20+ for Windows No downloads, nothing to install

Don't have Revu? Download here.

3) Bluebeamwill then launchand open the session
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BluebeamProfiles

Bluebeantomeswith 4 preloadedprofiles.Eachprofile hasa different setof tools, tool
bars,and displaysettings.Thesecanbe found underthe RevuTab> Profiles

File Edit Batch

@™
o!

Revu View Document

About

Preferences Ctri+K

= By M

Revu

=

Profiles

@
©
A

Keyboard Shortcuts Revu Advanced

Administrator Quantity Takeoff
Exit Field Issues

+ SDDOT Road Design

Is

LY Manage Profiles

Save Profile

An SDDORoadDesignprofile hasbeencreatedwhichwill preloadtools, tool bars,display
settings,stamps,scripts,and headers/footers.Thiscanbe loadedby navigatingto this file
folder locationand doubleclickingthe .bat file namedBluebeam_Version21.bat.

U\rd\BluebeamBluebeamConfiguationUtility

BluebeamConfiguationUtility X -

) > ThisPC > (U)TRPR1 (\\STATESD.LOCAL\WORK) > rd > Bluebeam > BluebeamConfiguationUtility >

+) New T Sort View

op
pd old

< i @) Bluebeam _Scripts.docx

B Bluebeam_Secripts.pdf
AProject

[%] Bluebeam _Version20.bat

5] Bluebeam_Version21.bat

Aban _Trar
Adobe
; AerialPho
i archives
Bentley
i v Bluebesm
I Bluebeai
Bluebear
Bluebeal
Custom

Profile

* |If youhaveaddedanytools or dockedanytool barsrunningthis file will removethose
settingsandreturn to the basicprofile settings
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Atanypointintime if youaddtoolbarsto yourworkspaceyoucansaveyourown profile.
1) Thiscanbe doneby goingto the RevuTab> Profiles>ManageProfiles

Revu File
About

Edit View Document Batch

Preferences Ctri+K

Profiles

=

L
Revu

Keyboard Shortcuts Revu Advanced

Administrator

Exit

1) ClickAdd> Nameyour New Profile> ClickOK> ClickOKagain

Quantity Takeoff
Field Issues

v SDDOT Road Design

£ saveProfile
£ Manage Profiles

Profiles

Profi

Rev
Rev

S a

SDC

Active:  SDDOT Road Design

Select Name for New Profile

Name: New Profile

0K || cancel

Add... I

Location: C:\Users\TRPR17190\AppData\Roaming\Bluebeam Software\Revu\21\

OK

2) Thencustomizethe workspaceas desired. Gobackto the RevuTab> Profiles> Select

G{ IR FAL SE

Revu File
@ Avout
@ Preferences

Profiles

Edit View Document Batch

Ctri+K
= B

Revu

Keyboard Shortcuts Revu Advanced

Administrator

Exit

Quantity Takeoff
Field Issues

v SDDOT Road Design

£ Save Profile

f1  Manage Profiles

Cancel
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BluebeamAccountName

Tochangethe namethat appearswhenyou makecommentsin a BluebeanSessiorio

your Firstand Lastnamego to the RevuTab> Preferences

Revu File Edit
About

Preferences Ctri+K

Profiles
Keyboard Shortcuts

Administrator

Exit

Underthe GeneralTab>in the Userboxtype your FirstandLastname> ClickOK

Preferences

General
Interface
Tools

Studio
Window

Sets
Import/Export
Advanced

Admin

Vi

Options

User.

Language:

Theme:

Tab Truncation

Open PDF on Startup:

Document Navigation Grid & Snap Spelling

First Name Last Name

English (US)
Save Language Setting into Documents

v| Sync language with Bluebeam ID
Dark

Start

Show Full-Screen Crosshair

Reopen Files from Last Session on Startup

Open Home Page in Web Tab on Startup

Show Recent Files on Startup

Help Bluebeam improve its products and services by
automatically sending usage data

Reset Hidden Messages
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Bluebeam Markup Tools and Keyboard Short Cuts

~
D D Bligr Baottom Cul+alk+E [~ : "" Flip Wertical Ctrl+ Ale+ 4
é Align Center Crrl + Alt + E E DI_] E Group Crl+ 5
D: Aligr Lefe Crl + Ale + L é Highlight H
ﬂﬂ Blign Middle Cirl + Alt + M 6‘9 Hyperink Shift + H
+
I:Il:ll Blign Right il + Al + R N Image
D D Align Tep Crel + Ale + T Image from Scanner Shife +1
r Brc Shift +C | J¢ | Import Cul+F3
/ Brraw it / Lire L
E Butosize Text Box At + 2 Lock Crrl + Shift + L
DI_-I Bring Farw ard Ctrl+ —_-— Mate M
FDJ Ering to Front Crl + Shife + J p Pen P
% Callour ] E Palugon Shift + P
Camera Crel + Al +1 [r/ Paluline Shife + M
O Clowd C D Rectangle R
5 Cloud+ K Remove Selected from Group Crl + Shift + Al + 5
H Dimenszion Shife + L 1. Review Teut Shife + Al + R
A
Edit Action Crl + Shift + E | D Send Backward Crl+[
o Elipze E |D_E Sendto Back Ctrl + Shift + [
AB
_0 Eraser Shift +E Vc Spell Check F7
I T | Export Markups Ctl+F2 & Stamp 5
@J Fil= Attachment F A Tewt Box T
G Flag Shift +F ® Tupewriter !
Diq Flip Harizontal Ctrl + Al +H Ungroup Ctrl+ Shift+ 5
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Y

N Ak Shift + At + G [T Measure Toal M

(_l Ares Shift + At + & /_l Perimeter Shift + Alt + P
:—1—1—1—1..

J_H-l-' Count Shift + &l + 1 Palylength Shift + &l + 01
<4l Ll

@ Dismeter Shift + At + 01 @ Radius Shift + Alt +
:—1—1—1—1..

E B DOurnamic Fill J Valume Shift + Al + 4
oo

je»]  Lenak Shift + Alt + L

xi Add Signature Fisld

Editar

Cirl + Shife + F

b‘ Mewt Rezult

F3

q Search

Ctrl+F

'q Previous Fezult

Shift +F3
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x Close Cul+Fd Publizh as Compressed 1.5 Ctrl + Shift + P
@ Create POF Cirl+M a Save Cel+ 35
[T
COpen Cul+0O — Save All Cul+F2
Primt Cirl+P Save s Ctrl + Shife + 5
@ 1y
Edit
| ﬁ C Crel +12 . F Pl Crl + Shife + W
opy kel + azte inPlace trl + Shife +
CopyPage to Snapshat Crel + Al +C 1 I Reda Crrl ++
% Cut Crrl + Select Al Crrl + &
x Delete Dl ]:A Select All Tewt Crrl + Shife + &
Format Painter Curl + Shift + C -F v Snapshot [E]
o
I'I:~1 Paste Chl + 4 ¥ ) Unds Cil+2

@ Lassa Shife + O Q Togale Zoom Toal Shift + £
@ Fan Shift + 4 Q Zaom In Flus
E Select W Q Zoom Cut Miris
:[A Select Ten Shift+ T @)\ Zoom Taal z
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Document

Add & Edit 30 Content Ctrl + Al + 3 Mark Text for Hedaction Shift + k.
Add Bookmark Crl + B | I acH Ctrl + Shift + 0
0
OCR
Apply Bedactions Shift + & ' J RFefrezh Document Shift + F5
Crop Pages Shift + &l + 0 [| {_[ Feplace Pages Ctrl + Shift +%

P ROM "= 8

Delete Pages Ctrl + Shife+ 0O ; Fotate Clockwize Shift + &t + Plus
& l:[ . . .
Deskew Cerl + &l + 00 . Rotate Counterclockwize Sihift + &t + Mirs
Document Properties Ctrl+D [| ,-p[ Fotate Fages Ctrl + Shift + R
-
Email Ctl+E & Security Crrl+L
_]: .
Eutract Pages Ctrl + Shife + = ' D ' Snapshot Content Shift + G
et |
Flatten Ctrl + Shifr + M I Squiggly Sihift + L
Flatterned Ctrl + Al +F 1 Strikethrough 0
Insert Blank Page Ctrl + Shife + M I Underline I
4+ .
Insert Pages Ctrl + Shifr +1 '!r_l Unflatten Ctrl + Shife +
+ 2
e |
:E Mark Far Redaction Shift + R

15| Page



CustomKeyboardShortcuts

RemapexistingRevushortcutsto match similarfunctionsin other programsyou useor add new
shortcutsto createyour own personallist of frequentlyusedcommands.

1) InRevugoto Revu>KeyboardShortcuts

2) Inthe KeyboardShortcutsdialog selectthe tool or command yowvantto
shortcut, replacethe keystrokein the Shortcutfield, andsdect Add.
Touseashortcutalreadyassigned t@nothertool, selectReassign

Allshortcutslistedin the Revumenusydem are automaticallyupdatedonce a new shortcut

hasbeen asgned.

Mouse Navigation

Middle Button
(wheel) Pan

Recenterview
Left Button Tooloperation

Pan

Multi-select
RightButton ContextMenu

Multi-select

Click+ drag
Doubleclick
Click

Click+

spacebar
Shift+Qick+drag

Click

Click+drag
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Mousefor 3D navigation

Middle button

(wheel) Zoom in/out Scroll
Panmodel Click+drag
Returnto view Doubleclick

Leftbutton Rotatemodel Click+drag

RightButton ContextMenu Click
Multi-select Click+drag

Modifier keys

TheAlt, Shift,Ctrl,andspacebakeysaren'tlimited to keyboardshortcuts.Theycan also
modify the way your mouse interacts with Revu. Some examples include:

T
T

Hold Ctrlto togglethe mousewheelbetweenzoomandpan.

Holdthe spacebato panin the documentwithout deselectinghe markupyou're
creatingor editing. Releaséhe spacebarto return to your markup.

Markupssnapto 15-degreeincrementswhenrotated usingthe top controlpoint. Hold
Shiftwhile rotating a markup to release that snap and allow rotations-idefjree
increments.

Hold Shiftandclickon the captionof a™ Measurementmarkupto movethe
caption separately from the markup.

Ctrl+ Shift+ clickamarkupto copyit andmovethe copyin astraightline.

HoldShiftwhile usingthe / Ling / Arrow, r‘q Polylineg X Polygonor
™ Measurementtools to draw a straight horizontal, vertical, or-dBgree line.

Hold Shiftwhile usingthe £ Penor £~ Highlighttoolsto drawstraightlines
horizontally or vertically.
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Document Tools

Document Manipulation
Insert Pages

Pagesanbe insertedinto adocumentin severalways.Primarilyusedwill be Inserta t I 3 S &

from5 2 OdzY Sy (1 X ¢

1) Openallthe documentsyouwantto combine
2) Navigateto the DocumentTab> Selectinsertandchoosed t | Hofn® 2 OdzY Sy (i X €

File Edit Document Batch

Document Properties

Page Setup.

# Rotate Pages.

v | Name: SDDOT_BluebeamRevul Insert
I:l Extract Pages
Split Document.
Replace Pages.
Delete Pages.
Crop Pages
Number Pages.

Create Page Labels

R @ © 88 B @

Headers & Footers
Security.
Compare Documents

Overlay Pages.

OCR Ctri+Shift+0

Script

>  Translate Markups.

Color Processing

Reduce File Size.
Repair PDF.

Archive as PDF/A

Flatten Ctri+Shift+M

Unfiatten Ctri+Shift+U

3) Inthe InsertPagepop-up Selectd ! R R
OpenC A f(tBeBefiles canbe deletedor
movedusingthe navigationarrowson the
sideboxedin blue to the right)

4) Thenselectwhereyouwantthemlocated
within the parentdocument,this isdone
in the greenboxto the right

5) Selecth h Y €

Ctri+Shift+R

Ctri+Shift+X

Ctri+Shift+Y
Ctri+Shift+D

Shift+Alt+0

Window Help

0 0

r:ov¥

> D Blank Page.

Ctri+Shift+N
[[® Pagesfrom Document... Ctri+Shift+]
Layered Pages.

From Scanner or Camera.

Chapter 3: Document

The Document group provides commands an
menu contains commands for manipulating t

1. Insert Pages - adds a blank
page

2. Extract Pages — removes or

copies one or more pages

from the document to a new

pdf

Rotate Pages - Rotates one

w

or more pages in 90-degree

increments

»

Crop Pages - reduces the
page size according to user

definition

MNAR R\ AN

Inseart

e
[ Include Bookmarks

[ Include File Attachments
(O] Merge Document Propertiss
[ Merge Layers

Into "SDDOT_BluebeamRevuManual Update 2025 pdf'

Eefore ~
© First Page

() Last Page

() Page: 1 of 76

(] Intedeave Pages

et
File Path Pages
Bluebeam Review Guide C... All1-4 of 4
Add Open Files Add Modify

(] Use Filename as Page Label

oK Cancel .

w
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Moving Pages

Movingpageswithin a documentcanbe donewithin the thumbnailstab.

1) Inthe documentyouwouldliketo movepagesn, openthe thumbnailstab

B Thumbnails v v !

SDwa

BLUEBEAM
REVIEW
GUIDE

]
J0
a0
S
=]
P

2) Selecthe pageyouwouldliketo moveanddragit to the placeyouwouldlikeit
insertedwhichisindicatedby a blue line underthe pagenumber

B Thumbnails « o L

]

SDwa

19| Page



Extract Pages

Thiscanbe usedto removeor copyone or more pagesfrom the documentto a new pdf.

1) Inthe documentyouwouldlike to extractpagedrom goto the DocumentTab>
G 9 E (tNJ 3IHia ¢
Revu File Edit View Document Batch Tools Wi

Document Properties Ctri+D

P @ 5 Page Setup.

Rotate Pages Ctri+Shift+R

[J\] v | Name: SDDOT_BluebeamRevulN

Insert
SDDOT_BluebeamRevuManual ; Extract Pages. Ctri+Shift+X
Split bocument

Replace Pages. Ctri+Shift+Y
Delete Pages. Ctri+Shift+D
Crop Pages Shift+Alt+0
Number Pages.

Create Page Labels

> @ ® B8 B [

Headers & Footers

Security.

Compare Documents

Overlay Pages..

2) Inthe ExtractPagegop-up youwill selectyour pagerangeandthe option which
suitsyour extractionneeds
3) Selecth h Y €

Extract Pages

Page Range
Pages: | Selected (1)

Options
Delete pages after extracting

Extract pages as separate files

| Open files after extraction

v| Update hyperlinks to relative paths
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Rotate Pages

1) Inthe documentwith the rotated pagesgoto the Documentab>Selectt w2 G I 1 S
t I 3Sax¢é
Revu File Edit View Document Batch Tools Wi
(G) Document Properties  Ctri+D

D @ S E]] @ [X PageSetup..

[[__‘3 Rotate Pages..  Ctri+Shift+R I3

@ v | Name: SDDOT_BluebeamRevulv Insert 5

@ SDDOT_BluebeamRevuManual [D Extract Pages...  Ctri+Shift+X

Split Document...
[D Replace Pages...  Ctrl+Shift+Y
[D Delete Pages... Ctrl+Shift+D
‘|er Crop Pages Shift+Alt+0
[ Number Pages...
L cCreate Page Labels...

2) Inthe RotatePagegop-up selectthe pagerangeof the pageso be rotated, change
the direction of the rotation, and Selecth h Y €
Rotate Pages

Files

Name Pages

SDDOT_BluebeamRevuManual.pdf Selected (1)

Add v

Direction: | 180 degrees v

Cancel
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Crop Pages

Thecroppingtool allowsyouto removeunwantedparts of a PDFpage.Usingthis tool will
modifythe PDHile; so,abestpracticeisto makea copyof the PDHile before utilizingthis

tool.

1) Inthe documentto be croppedgoto the
Documenttab > Selectd / NtRIFLA S &

2) Inthe Batch:Cropand PageSetupbox
Selectyour pagerangeandthen Select

GbSEGE

3) Underthe croppagegab modifythe
settingsasdesiredand Selectad h Y €

Revu File Edit View

k ® B

[@) v| Name:SDDOT_BiuebeamRevuN

fE]  sppOT_BiuebeamRevuManual

F]

oo

Batch: Crop and Page Setup
Files
Name

SDDOT_BluebeamRevuManual. pdf

]
|

Margins (inches)
@ Show All Boxes

Select Box:  Crop Box (Page Size)

_) Set Proportional
Top: [0.000 & Bottom: 10.000 &
Left: 0.000 -5 Right: 0.000 &

( Cear| v  Revet|v  Get Window | v

Document Batch Tools

Wi

(@ Document Properties  Ctri+D

Page Setup

Rotate Pages Ctri+Shift+R

Insert

Extract Pages.. Ctri+Shift+X

Split Document

Replace Pages Ctri+Shift+Y

Delete Pages.. Ctri+Shift+D

Crop Pages shift+Ait+0 23

Number Pages.

Create Page Labels.

Pages

All Pages (1 - 69)

Next Cancel

—_—
Preview

Media Size Page Size Scale
850x 11.00 850x 11.00 100.00%
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DeletePages

1) Openthe documentyouwould like to removepagesfrom
2) Navigateto the pageto be deleted
3) Inthe Documenttab>Selectt 5 St $ S a X ¢

Revu File Edit View Document Batch Tools Win

Document Properties Ctri+D

Page Setup.
» Rotate Pages Ctri+Shift+R

Insert

SDDOT_BluebeamRevuManual  [[3 ExtractPages..  Ctri+Shift+X

Split Document

) Replace Pages. Ctri+Shift+Y
Delete Pages. Ctri+Shift+D
Crop Pages Shift+Alt+0
Number Pages.

Create Page Labels..

4) In the Delete Pagespop-up adjustthe PageRangeas necessary> Selecta h Y €

Delete Pages X

Pages | Selected (1) v| of 69

Screen Views

Youcanutilize the following buttonsto changeyour screenview.

OE BB

Toutilize splitscreengo compareor reviewdocumentsclickthis button E

ToAuto-Fita documentto your screenselectthis button E

Tochangeyourdocumentto be scrollableinsteadof havingto hit nextpageselectthis

button )
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TheTool Chest

TheToolChestallowsyouto recallyour mostusedtools, recenttools, andallowsyouto
savetools you regularlyuse/modify.

TheToolChesttanbefoundin the left sidepanelunderthis iconE

AnyToolSetcanbe expandedor collapsedoy selectingthe arrowto the left of the ToolSet
Name.

[§] Tool Chest - | O Search X

E] v My Tools @

i o @m o8 pagm
1 |

Recent Tools

o
£

= .
L N v —

Sequences & Actions

v

> Curves

> Shapes

> Symbols

o000

> Proofreading Symbols

Using Tool Sets

Clickanytool in the ToolChestto selectit, then clickon the documentto placethe
markup.

Tocopyatool from onetool setto another:

1) Clickanddragthe iconto the desiredtool set

Toreorderthe tools within a tool set:
1) Clickanddragthe iconto the desiredlocation.
Todelete a savedtool:
1) Clickatool to selectit, right-click,and selectdelete
-or-

2) Clickatool to selectit andthen pressthe deletekey

Tochangethe colorsof atool:

1) Rightclick a tool icon, then click ChangeColors
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Reusing Recent Tools

RecentToolsutilizedwithin a pdf will be shownin the RecentToolstool set.
Toreuseatool, simplyclickthe iconandthen clickon the PDRo placethe markup.

Therecenttools historyistemporaryandwill be deletedwhen Bluebeamis closed.

PermanentlySavinga Toolto be Reused
Tosavearecentlyusedtool soit will remainafter the programhasbeenclosedclickand

dragthe toolsiconfrom RecenfToolsinto My tools -or- Rightclickton the iconandthen
clickd ! RtémtoMy¢ 22 f &€ @

] Tool Chest v | Q

My Tools
A@a AP EE
P

Recent Tools

]
oo
oo
S
=]
2

Change Colors.
Paint Format

Delete

Properties Mode

Add Properties to My Tools

Exporting and Importing Custom Tool Sets

At anypoint in time atool setcanbe exportedor imported.

If youcustomizeatool set,you canexportthisto beimportedwhenyougetanew
computeror Bluebeamis updatedto a new version.

1) Inthe ToolChesttab >Selectr ¢ 2 2KfS 3Jelécti a | yTo8ISS (1 4 ¢

Tool Chest ~ Q_ Search

My Tools

Recent Tools
Sequences & Actions
Curves

Shapes

Symbols
Proofreading Symbols

B
F]
6o
S
=]
24

Manage Tool Sets
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2) Inthe ManageTool Setspop-up Selectthe tool setto saveandSelectt 9 E LigeNJi ¢
savethis to your desiredfile location> Selectd h Whenfinished

Name Path Show In All Profiles

¥ | @ Sequence.. Sequences & Actions btx
& Curves Curves btx

X B Shapes Shapes btx

Symbols btx

@ Proofreadi... Proofreading Symbols btx

w
]
i
@

impot... Add.. | Moddy..
‘

ST T T =T

3) Inthe ManageToo‘IéétspopupSelecﬁ L Y LJ2nBMigateto whereyourtool setis
saved> Selectd h Whenfinished

Tool Sets

Name Path Show In All Profiles
A |8 MyTools My Toolsbtx Yes

& Recent To... Recent Tools Yes

V¥ | @ Sequence... Sequences & Actions btx
@ Curves Curves btx
X B Shapes Shapes btx
3 & Symbols Symbols btx
@ Proofreadi... Proofreading Symbols btx

— Mo | Wodky.
1

e

26| Page



Defining the Appearance of Markups

1) AddaMarkupto yourdocument

©
2) Goto the PropertiesTab.

3) Hereyoucanmodifythe line color, style,fill, andwidth; aswell asanytext settingsif
you are utilizinga tool with text

4) If youare constantlymodifyinga markupspropertiesor sizeyou cansavethis style
by Selectingt { &6 S T | (dthidisiutilizedthe tool propertieswill alwaysappear
asyou definedthem)
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5) Youcanalsoaddanytools you useregularlyto a Tool Chestby modifyingthe
settingsand Selectingt ! RoRrool/ K S dhis wilkallow the tool with revised
propertiesto be usedregularlywhilethe defaulttool propertiesremainthe same.

E] Text Box Properties

v General
Author: |Rebecca Urban

Subject: |Text Box

Modified: 11/08/2025 12:58:24 PM
Lock
v Appearance
Color: | []
Fill Color: | []
Opacity: -
Fill Opacity: -
Line Width: |-
Style
Shape: |Rectangle

Font: |Helvetica
Font Size: | 12
Line Space: |-
Margin: |-
Font Color: | [[]

Alignment

FontStyle: B

v Layout
X: |5.3577 Inches
Y: |8.9780 Inches
Document Width: |1.9930 Inches
Document Height: |0.8901 Inches

Rotation: |-

v Options
Add to Tool Chest v

Set as Default
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MeasuringTools

Themeasurementools canbe utilized on plan sheetsthat were createdon a scaleto

measuredistances.

* However this tool shouldbe usedwith extremecautionasit canbe dangerous
andinaccuratedue to somesheetsnot beingcreatedon a true scaleand/or scales
varyinghorizontallyand vertically. THISTOOLSHOULRBSOLUTEINOTBEUTILIZED
IN THEFIELDI'OMEASURE)FFSET(SRI:—__UANTITIESTHEPROJEC'EESIGNER

SHOULIBECONTACTHBTHISNFORMATIONSNEEDED.
Calibrating a PDF

1)
2)

3)

4)

Gothe MeasurementsTabm

Onthe CommandBarClickthe Measurementl oolyouwantto utilize > ThenClick
al |
Clickd h Yhéhe Calibratepop up

Calibrate

f Arexdo 8calé

Select two points of a known dimension to calibrate

alalidl
ﬁ measurement tools

Do not show this message again

Clickthe first point of the knowlength,then clicka secondpoint to finishthe line >
Thenenter the distancethat thesetwo pointsrepresentin the Scaleboxof the
Calibratepop-up (you canselecta separatey scaleif necessarypy checkingthe

a { S LIYRNIO G saadfollowing the stepsagain)>ThenSelectx | LI IOB f S¢

Calibrate

Pages: = Curment (30)

Preset (e®) Custom

0.501302

Preset (e Custom

0.501302

| Separate Y Scale

Precision: | 1/4

Recalibrate
ft'in"
Calibrate

ft'in"

Apply Scale

+ Add Preset

v

+ Add Preset

v

Cancel
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5) Youcannow measurewithin the file asneeded

Analternativeto calibratingmanually,you canselecta presetor setyour own customscaleby
typingin the valuesif you know what scalethe sheetswere createdat.

* Bestpracticewould be to alwayscalibrateby measuringknown pointsin the documentto
verify the scaleis correct

Hyperlinks

1) ToAddHyperlinkgo plansclickthe hyperlinkiconin the toolbar - > Highlightthe
link or text to addahyperlinkto >Selects | & LJS NHagtwél uél in hyperlinkbox>
SelectOK

Action

Action

Jump to SDDOT_BluebeamRevuManual.pdf

Page 1 | Scale: | FitPage v

v Create.

Space

Snapshot View Get Rectangle
(Not Set)

®) Hyperlink https://dot.sd.gov/doing-business/engineering-design-services/forms-manuals/

Open Select.. v

Pres€ESQo exittool whendone
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OCR

Thistool shouldbe utilizedwhencreatingplansto makethem searchablelt alsowill make
hyperlinksclickableif they are on oneline (for linkson multiple linesthe Hyperlinktool

shouldbe utilized).

* Thisshouldonly be run on sheetswith notes,estimateof quantities,andquantity tables

* DONOTRUNON TITLESHEETORPLANSHEETS

1) Openthe Documentyouwouldliketo run OCRon
2) Underthe DocumentTab>Selecth h / w X ¢

Revu

[w) ¥

B
F]
oo
oo
S
=
)

File Edit View

Name: SDDOT_BluebeamRevulv

SDDOT_BluebeamRevuManual

Document Batch Tools

@

=

(=
I
=

Document Properties Ctri+D

Page Setup...

Rotate Pages... Ctri+Shift+R
Insert

Extract Pages... Ctri+Shift+X
Split Document...

Replace Pages.. Ctri+Shift+Y
Delete Pages. Ctri+Shift+D
Crop Pages Shift+Alt+0
Number Pages

Create Page Labels

Headers & Footers

Security. Ctri+L
Compare Documents

Overlay Pages

OCR.. Ctri+Shift+0
Script...

Translate Markups..
Color Processing...
Reduce File Size...
Repair PDF...

Archive as PDF/A...

Flatten... Ctri+Shift+M

Unflatten Ctri+Shift+U
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3) Setthe OCReconfigurationin the pop-up box (normallythis canbe ran asis, youjust
needto selectyour pagerange)> ClickOKto run OCR

OCR

Files
Name Pages

SDDOT_BluebeamRevuManual.pdf All Pages (1 - 60)

Add v

Options

Language: English

Document Type: CAD Drawings
Optimize For.

v| Correct Skew

| Detect Orientation
Detect Vertical Text

v/ Detect text in pictures and drawings
Skip Vector Pages
Page Chunk Size |1

Max Vector Size 50 pt

Cancel
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OCR on Multiple Documents

1) If youwould like to run OCRon multiple documents,Goto the DocumentsTab> Select
ah/ wXEe

Document Batch Tools Wi
@ Document Properties  Ctri+D

[:‘, @ = []I @ @ Page Setup

[[" Rotate Pages. Ctri+Shift+R
v | Name: SDDOT_BluebeamRevuM Insert

SDDOT_BluebeamRevuManual [ ExtractPages..  Ctri+Shift+X
Split Document.

[D Replace Pages. Ctri+Shift+Y

[[® Detete Pages Ctri+Shift+D

z Crop Pages. Shift+Alt+0
Number Pages

Create Page Labels.

E
&
&g
8
=]
24

Headers & Footers

Security. Ctri+L
Compare Documents

Overlay Pages.

OCR Ctri+Shift+O
Script

Translate Markups.
Color Processing
Reduce File Size.
Repair PDF.
., Archive as PDF/A
Flatten Ctri+Shift+M

Unfiatten Ctri+Shift+U

2) SelectAdd>choosefrom files, openfiles, foldersor subfoldersto find the additional
documentsyouwouldlike to run OCRon > Selectyour pagerangefor alldocuments>
SelectOK

Name Pages
SDDOT_Bluebea All Pages (1 - 60)

Bluebeam Profiles.pdf All Pages (1-3)
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Scripts

Scriptscanbe usedasan alternativeto stampsto streamlinethe stampprocess.

* CurrentlyOnlyScriptsfor & b Fdr/ 2 y & 0 Nazdxit AN/t €A existiyf heNE €
RoadDesignProfile

* |f Scriptsare utilizedyoudo not needto Flattenthe document
afterwards

1) Openthe Documentyou would like to run a Scripton

2) Goto the DocumentsTab>Selectr { O NR LJG X &

Revu File Edit View Document Batch ools Wi
@ Document Properties  Ctri+D
D Page Setup.
[[‘ Rotate Pages Ctri+Shift+R

[

5]
4]
88
S
a8
&

v | Name: SDDOT_BluebeamRevul Insert

SDDOT_BluebeamRevuManual Extract Pages. Ctri+Shift+X
Split Document
Replace Pages. Ctri+ShiftsY
Delete Pages Ctri+Shift+D
Crop Pages. Shift+Alt+0
Number Pages.
Create Page Labels
Headers & Footers
Security.
Compare Documents.

Overlay Pages.
OCR Ctri+Shift+O
Script

Translate Markups

Color Processing

Reduce File Size.
Repair PDF.

y Archive as PDF/A

Flatten Ctri+Shift+M

Unflatten Ctri+Shift+U
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3) Inthe ScriptManagerpop-up Setyour pagerangeif necessary Selectthe appropriate
Scriptto Applyunderthe & { O NBok3Baléctd w dzy €
Script Manager

Files

Name Pages

SDDOT_BluebeamRevuManual.pdf All Pages (1 - 60)

Add v Save... Load...

Scripts
| Convert to Grayscale
o SDDOT Not For Construction

-f" SDDOT Preliminary

V4 Add to Toolbar.

Scripts on Multiple Documents

1) If youwould like to run Scriptson multiple documents,Goto the DocumentsTab> Select
d{ ONX LJG X ¢

Document Batch Tools Wil
Document Properties  Ctri+D
Page Setup.

D Rotate Pages Ctri+Shift+R

DO BDEMEE

v | Name: SDDOT_BluebeamRevuN Insert

SDDOT_BluebeamRevuManual 3 Extract Pages Ctri+Shift+X
Split Document

Replace Pages Ctri+Shift+Y

\  Delete Pages. Ctri+Shift+D

Z{  Crop Pages. Shift+Alt+0
) Number Pages.

Create Page Labels.

NS

] Headers & Footers
Security
Compare Documents.
Overlay Pages.
OCR Ctri+Shift+0
Script
Translate Markups.
Color Processing.

Reduce File Size.

Repair PDF.

[& Archive as PDF/A

Flatten. Ctri+Shift+M

Unfiatten Ctri+Shift+U
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2) SelectAdd> choosefrom files, openfiles, foldersor subfoldersto find the additional
documentsyou would like to run Scripton > Selectyour pagerangefor all documentsif
necessary Selectthe appropriateScriptto Applyunderthe & { O NBox3Balecty w dzy £

Script Manager

Files
Name
SDDOT_BluebeamRevuManual.pdf

Bluebeam Profiles.pdf

Add v

Scripts
I Convert to Grayscale
-( SDDOT Not For Construction

& SDDOT Preliminary

+ X Z

To Delete Scripts

Pages

All Pages (1 - 60)

All Pages (1-3)

A

Add to Toolbar...

S

2
1) TodeleteScriptsto prepareplansfor BidLettingGoto the LayersPaneI. > Selecthe
ScriptLayer(Not For Constructionin this example)> ClickDEL

Bl Layers v &V [B v ||Defautt

E [F Layer

@4 Not For Construction
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2) Inthe DeleteLayerpop-up box ClickDelete

n |
Delete Layer X

Delete Layer: "Not For Construction’

This will remove layer(s) from page content and annotations. The content
and annotations can also be deleted.

Are you sure you want to delete layer?

& Delete Layer Content on Page
Delete Layer Annotations

Cancel

Stamps

Stampscanbe utilizedto placebackgroundmages(ie. Not for construction,Preliminary,
Draft, etc.) and allow for placementmodificationson eachpageindividually.

* After astampisapplied,the documentmustbe flattenedto preventanydeletion

or modificationof the stampitself.

* Whenpossible,t isabestpracticeto utilize Scriptsinsteadof Stamps

Loading Stamps

Thegeneralstampswill be loadedinto the SDDORoadDesigrprofile whichcanbe loaded
by utilizingthe Bluebeam_Version21.bdile. Seepage8 for details.

Toloadstampsinto the stamptool itself:

1) Goto the Toolstab > SelectStamp>Selects / K I SfampC 2 f RS NX £

Edit View Batch Tools Window

PIRAGE O @

< = &
E ® B Hoe B3 Q
[|§] v | Name: SDDOT_BluebeamRevuManual Pages: 59 D

Q Q Form

Signature

Revu File Document
Markup
e

Measure

Sketch to Scale

Hyperlink  Shift+H

File Attachment F

Toolbars

Reuse

B
]
oo
oo
S
=)
&

peeeeE | = JERNC

&y 0 iy i
Background_NotForConstruction.pdf
Background_NotForConstruction.pdf
Background_Preliminary.pdf
DRAFT.pdf
graph-paper-half-inch.pdf
jon stamp 1.5 inches.pdf
SDDOT Checked By.pdf
SDDOT Road Design Shop Drawing Stamp -
SDDOT Road Design Shop Drawing Stamp -
SDDOT Road Design Shop Drawing Stamp -

SDDOT Road Design Shop Drawing Stamp -

No Exceptions.pdf
Not Required for Review.pdf
REJECTED.pdf

Returned for Revision.pdf

SDDOT Road Design Shop Drawing Stamp.pdf

Set Corners Plans Legend.pdf
Create Stamp
Import Stamp.

Change Stamp Folder.
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2)

C2f RSNE

Navigateto U\rd\Bluebeam clickonthed { (i I W¥didargandSelects { St SO

» ThisPC » (U) TRPRT (\STATE.SOLOCAL\WORK) > rd > Bluebeam

Date modified

09/10/2024 11:02 AM

File folder

z

i
!
<

=
« v t
Organize = New falder
MUG Name
3 New Eagle| Bluebeam Revu Manual
New folder Bluebeam Vu Manual
BluebeamCanfiguationUtility
New folder
Custom Tools
New Shop |
Profile
op Scripts
pd Session Cover Letter
v rd Stamps
> A Project
> Aban_Trar
» Adobe
> AgrialPho
> archives
] Bentley
3 Bluebeam
> Doc
Folder. Stamps

| Select Folder I Cancel

Applying a Stamp to an Individual Page

1) Openthe documentandnavigateto the pageyouwouldlike to adda Stamp

too Inthe ToolsTab> SelectStamp> Selectthe Stampyou would like to

apply

Revu File Edit View

() (\
pesmas
B
|

> B O B B m

Batch

@
@2 Q

Document

=Y
=

Name: SDDOT_BluebeamRevuManual Pages: 59 D

x H

&

Tools Window Help
Markup

Stamp

Measure

Sketch to Scale

Form
Signature
Hyperlink  Shift+H

File Attachment F
Toolbars

Reuse

+ Inthe m

markup seled

* Right-click th @

appears the

Apply Stamp Tool

The Apply Stamp to

Daman noill dacem mman

&Ly ©

Background_NotForConstruction.pdf

Background_NotForConstruction.pdf
Background_Preliminary.pdf

DRAFT.pdf

graph-paper-half-inch.pdf

jon stamp 1.5 inches.pdf

SDDOT Checked By.pdf

SDDOT Road Design Shop Drawing Stamp - No Exceptions.pdf
SDDOT Road Design Shop Drawing Stamp - Not Required for Review.pdf
SDDOT Road Design Shop Drawing Stamp - REJECTED.pdf
SDDOT Road Design Shop Drawing Stamp - Returned for Revision.pdf
SDDOT Road Design Shop Drawing Stamp.pdf

Set Corners Plans Legend.pdf

Create Stamp.
Import Stamp

Change Stamp Folder.
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Applying a Stamp to Every Page in a Document

1) Openthe documentyouwould like to addstampsto
2) Goto the BatchTab> Selectt ! LJLJ B Y LIX €

Batch
FE Crop & Page Setup...

Revu File Edit View Tools Window

OB R g B

[@) | Name: SDDOT_BiuebeamRevuManual Pages: 5 0

= A:6

Document

[® RotatePages

Split Documents...

Headers & Footers
Security.
Sign & Seal...

Apply Stamp..
Link

Compare Documents..
Overlay Pages...

Slip Sheet...

E
f]
Be
S
=]
24

OCR
Script

Reduce File Size
Repair PDF.

Flatten Markups...

Summary..

Print...

3) Inthe ApplyStamppop-up you canselecta pagerangeif necessaryunderthe Files
box>Underthe StampBoxSelectthe drop down in the first boxto selectthe stamp
to apply(changeyour locationfolder if necessaryo find the standardstamps)>
Selecth h Y ¢

Apply Stamp

Files
LEW T Pages

SDDOT_BluebeamRevuManual.pdf All Pages (1-59)

Add v

Stamp

Background_No truction.pd!

Location: U:\rd\Bluebeam)

Normal (none)

100%

0

100 %

0.000

Y Position 0.000

Cancel
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Flattening Stamps

*After applyingstampsto anydocumentthis step MUSTBEUSED

1) Inthe documentyoujustappliedastampto goto the DocumentTab> Select

Flatten

Revu

File

Edit

View Document Batch Tools

D v (O

ceosmasB

2

[@) v| Name: SDDOT_BluebeamRevul

> @ ® B8 B [

—

3

B
o
7
B
0
-
3G
B
m
o
&
=

67

Document Properties Ctri+D

Page Setup
Rotate Pages Ctri+Shift+R
Insert

Extract Pages Ctri+Shift+X
Split Document
Replace Pages Ctri+Shift+Y
Delete Pages Ctri+Shift+D
Crop Pages.. Shift+Alt+0
Number Pages

Create Page Labels

Headers & Footers

Security... Ctri+L

Compare Documents

Overlay Pages
OCR... Ctrl+Shift+O
Script

Translate Markups

Color Processing..

Reduce File Size...
Repair PDF.
Archive as PDF/A

Flatten... Ctri+Shift+M

Unflatten Ctri+Shift+U

Wi
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2) Inthe FlattenMarkupspop-up verifythat your pagerangeincludesall the sheets
you addedstampstoo > Mark Flattento Layerand namethis after whatever

stampyou utilized (in the exampleNot For Construction)>Selectda Cf | G G Sy ¢

Flatten Markups

Files

Name Pages

SDDOT_BluebeamRevuManual.pdf All Pages (1-59)

Add v Save...

Options
Type
Image
Ellipse
Stamp
Snapshot
Text Box and Callout

Pen and Highlighter
Flatten: (®) All Markups
Exclude Filtered Markups
Currently Selected Markups
Allow Markup Recovery (Unflatten)
Flatten to Layer: | Not For Construction 4 Options...
Show Properties in Popup

Flatten Capture Media as Attachment

Unflatten Flatten Cancel

* ByFlatteningto Layeryoucandeletethe Stampthe samewayyouwould deletea
scriptwhenthe stampneedsto be removedfor Bid Lettingpurposes.f this is not
followed exactlythe documentwill needto be unflattenedandeachstampdeleted
individually.
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Headersand Footers

Importing the SDDOT Plan Header and Footer Settings

Tolmportthe StandardPlanHeaderand FooterSettingsyouwill needto run the Bluebeam
ConfigurationUtility file titted & . £ dzS 0 S| Y Y = SouiEd in thefellewdng folders
U:\rd\BluebeamBluebeamConfiguationUtility

Furtherinstructionsandwarningsfor this processcanbe found on page8.

Numbering PDF pages Using Headers and Footers for SDDOT Plans

1) Openthe file to add pagenumberto
2) Goto the DocumentsTab> Selectd | S+ RERE (i SNkctd ! RR ¢

Edit View Document Batch Tools Window

Document Properties Ctri+D

Page Setup.

* Rotate Pages. Ctri+Shift+R
v | Name: SDDOT_BluebeamRevulV

s)

Insert
Thumbnails - =l y Extract Pages. Ctri+Shift+X DOT_BluebeamRe
Split Document
€ Replace Pages. Ctri+Shift+Y
Delete Pages. Ctri+Shift+D
Crop Pages. Shift+Alt+0
Number Pages.

Create Page Labels.

&
e
oo
oo
S
=]
2

Headers & Footers

Security.
Compare Documents
Overlay Pages
) OCR Ctri+Shift+0
Script

Translate Markups.
Color Processing.
Reduce File Size.
Repair PDF.
' Archive as PDF/A
"\ Flatten Ctri+Shift+M

Unfiatten Ctri+Shift+U

42| Page



3) Inthe Headerand FooterDialogueBoxSelectyour pagerangeasnecessaryand
thenSelecta b SE { ¢

Batch: Header and Footer

Files

Name Pages

SDDOT_BluebeamRevuManual.pdf All Pages (1-61)

Load..

4) Underthe SaveSettingsDrop Down Selectthe appropriatesettingfor the Plans
SheetPageOrientation>InsertPagenumbersformatin correctbox (outlinedon
next sheet)> SelectOK

g
i
| — - .
] Save Settings  Tile Block (Plans 11x17) v | Save.. Delete (L) Fit content inside margins
y o Margins (Inches)
j | Arial (|8 v/B B J U Top: 068 34 Bottom: 0.50
] Left: 8.00 5 Right: 065 2

Header and Footer

Header Left Center Right
3 Be<1>> B9
(

Footer Left

Insert:  Page Number Date Bates Number File Data

Preview

Numbering PDF Pages Using Headers and Footers for SDDOT Plans """
Open the Document Group
Bt Pas et i L B Y T
Mitwe [ cwma o | (Coes

1 62
1
| SDDOT_BluebeamRevuManual. |4 4 33 > »

Back Delete Al OK Cancel
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Inroads Heade& Footer Settings

Thesesettingscanbe modifiedfor eachprojectindividuallyasneeded ,but this providesa

good startingpoint.

* Thesesettingsshouldnot be savedif loadedfrom the ConfigurationUtility File

* Thelessthen symbolsaroundthe pagenumber(<<l1>>hareindicatorsto havethe
pagenumberscountup andare not necessaryf just labelingone page

* If youarenot startingonthe first pagefor numberyoucanaddapoundsignto
indicatingwhereyou needto start numbering.le. If youwantto start numberon the
third pageof a documentyou would put in B<<1#3>>.

* TheseTemplate Settingscan be savedindividually by inputting the settingslisted
below into the Headerand Footer dialogue box and selecting okay to apply (as
describedin the previousstep). Thiscanbe beneficialif you want to saveyour own

profile settings.
1)
2)

3)
input below > Clickd h ¥ Elickd h Y €

Thenew template will showup in any documentyou open now.

Thengoingbackto the DocumentTab>Selecti | S| REGNEPE QR A ( £

Thennextto SaveSettingsClickdt { | &8idput the nameof the templatewhichyou

Zarves me an

Save Settings  <New Custom> Save ] Fit content inside margins
Font Margins (Inches)
Arial 8 g /U Top: 050 5+ Bottom: 0.50 5
Left: 1.00 ' Right: [1.00 &
Header and Footer
Header Left Center Right
Example
Footer Left
Inset:  Page Number Save Header Footer s as
Preview
Numbering PDF Pages Using Headers and Footers for SDDOT Plans
Open the Document Group
62
SDDOT_BluebeamRevuManual. |4 ¢ 33 > M
Delete Al Cancel

Input the pagenumbersthe header/footerwas previouslyappliedto andSelectt b S E (i ¢
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1 Title Block(Plansl1x17)

o

O O o o o

Font: Arial 8
TopMargin:0.68
Bottom: 0.50
LeftMargin: 14.20
RightMargin:0.65
TextInsertedinto Right
HeaderBox

A B<<1>> B##

1 TBCrossSecPortrait
Title Block(CrossSectionsl1x17
Portrait)

o

O O O o o

Font: Arial 8
TopMargin:0.50
Bottom Margin: 0.42
LeftMargin:8.70
RightMargin:0.40
Textlnsertedinto Right
FooterBox

A X<<l1>> X##

1 TBCrossSed.andscape
Title Block (CrossSections11x17 Landscape)

o

©O O o o ©o

Font: Arial 8
TopMargin:0.60
Bottom Margin: 0.50
LeftMargin: 14.20
RightMargin: 0.40

Save Settings TB Cross Sec Landscape ~  Save Delete (0 Fit content inside margins
Font Margins (Inches)
Arial (|8 BB J U Top: 060 [5- Bottom: 050 |5
Left: [14.20}2 Right: |0.40 |5
Header and Footer
Header Left Center Right |}
Footer Left
1
b
Insert:  Page Number Date Bates Number File Data
i
Preview
SEGTION X: CROSS SEGTIONS EE—F |
pofrer weas : 3
Be TS : 1
= 2 I

|

06G7_SectionX pdf

Back Delete Al

TextInsertedinto RightHeaderBox

A X<<l1>> X##
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OpenRoads Headé& Footer Settings

Thesesettingscanbe modifiedfor eachprojectindividuallyasneeded ,but this providesa

good startingpoint.

* Thesesettingsshouldnot be savedif loadedfrom the ConfigurationUtility File

* Thelessthen symbolsaroundthe pagenumber(<<l1>>hareindicatorsto havethe
pagenumberscountup andare not necessaryf just labelingone page

* If youarenot startingonthe first pagefor numberyoucanaddapoundsignto
indicatingwhereyou needto start numbering.le. If youwantto start numberon the
third pageof a documentyou would put in B<<1#3>>.

* TheseTemplate Settingscan be savedindividually by inputting the settingslisted
below into the Headerand Footer dialogue box and selecting okay to apply (as
describedin the previousstep). Thiscan be beneficialif you want to saveyour own

profile settings.
1)
2)

3)
input below > Clickd h ¥ £licka h Y €

Thenew template will showup in any documentyou open now.

Example

Footer Left

Inset:  Page Number Save Header Footer Settings as

Preview I I

[ ok |] Cancel

Numbering PDF Pages Using Headers and Footers for SDDOT Plans
Open the Document Group

62

SDDOT_BuebeamRevuManual. |4 3 >

Thengoingbackto the DocumentTab>Selecti | S| REGNEPE QR A ( £

Thennextto SaveSettingsClickd { | &8idput the nameof the templatewhichyou

Zxrves e awoan

Save Settings  <New Custom> Save ") Fit content inside margins
Font Margins (inches)
Arial 8 g /U Top: 050 |5 Bottom: 0.50 5
Left: [1.00 5 Right: 1.00 &
Header and Footer
Header Left Center Right

Deee A Cancel

Input the pagenumbersthe header/footerwas previouslyappliedto andSelectt b S E i €
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1 Title Block(Plansl1x17)

o

O O o o o

Font: Arial 8
TopMargin:0.68
Bottom: 0.50
LeftMargin: 14.20
RightMargin:0.65
TextInsertedinto Right
HeaderBox

A B <<1>>/B##

1 TBCrossSecPortrait
Title Block(CrossSectionsl1x17
Portrait)

o

O O O o o

Font: Arial 8
TopMargin:0.68
Bottom Margin: 0.42
LeftMargin:8.70
RightMargin:0.65
Textlnsertedinto Right
FooterBox

A X <<1>>/X##

1 TBCrossSed.andscape
Title Block (CrossSections11x17 Landscape)

o

©O O o o ©o

Font: Arial 8
TopMargin:0.68
Bottom Margin: 0.50
LeftMargin: 14.20
RightMargin:0.65

« Save Settings  <New Custom>

Font

Save...

() Fit content inside margins

Margins (Inches)
Arial 8 v« B I U Top: 068 |3 Bottom: 050 |5
Left: [1420/2] Right: 062 [=
Header and Footer
Header Left Center Right
X <<1>>/79
Footer Left
Insert:  Page Number Date Bates Number File Data
Preview
SECTION X: CROSS SECTIONS
[ ZE
w1y oee
07F1_SectionX pdf 1 > M
Delete Al [ oK | Cancel

TextInsertedinto RightHeaderBox

A X

<<1>>/X##
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Deleting Headers and Footers

Todeleteheadersandfooters previouslyaddedto a document

1) Openthe Document
2) Goto the DocumentsTab> Selectd | S Rri8i 8B 2 (i SNeRlectH 9 RA (0 €

Ctri+ShiftsX

3) Inthe Headerand FooterdialogueboxSelectt b S fPégéRangel & séleviantfor
this step)

Batch: Header and Footer

Files
Name Pages

SDDOT_BluebeamRevuManual.pdf All Pages (1-61)

Save... Load...

Cancel
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4) Atthe LeftBottom of the Headerand FooterDialogueBoxSelectht 5 Sl § & &
Selectt h Ynhéhe pop-up warningbox > Selecth h Yhéhe Headerand Footer
DialogueBox
| o

Save Settings  <New Custom> «  Save () Fit content inside margins
Font Margins (Inches)
Avrial vig ~v|/B B I U Top: 050 |5+ Bottom: 0.50

O O o
———— ———

Left: 1.00 £ Right: 11.00

Header and Footer
Header Left Center Right
b]
Footer Left
]
Inset:  Page Number Date Bates Number File Data !
Preview k
£

Numbering PDF Pages Using Headers and Footers for SDDOT Plans
Open ime Document Group

ok o oot 1 P M pethetenod

| Mt | e ™

SDDOT_BluebeamRevuManual. < < 33 >

== o | s
| Ny S—

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

(C) Do not show this message again

i
=
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ThumbnailPagelLabelsand Numbering

To change the name of a page ladgectly

oo
1) Selectthe Thumbnailsab ke

2) Selecthe Thumbnailof the pageyouwould like to edit anddoubleclickthe page
label

3) Thepagelabelwill becomeeditable,andthe pagenumbercanbe changedTabcan
be usedto moveto the nextpagelabel. Tostop editing clickanywherein the
thumbnailstab

E Thumbnails v v

&
Ba
S
=)
&
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~

Changehe Stylefor whatyouaretryingto accomplisi1,2,3for numbering,none

0]

St Qa

Yy dzY 6 SNRA y 3

humbnailTabMenu>Selecthi b dzY ® S RBE & X ¢

Changehe Prefixfor whatyouaretryingto accomplisiDesiredext maybethe

SelectappropriateStartingPageand DocumentPageRange

¢2 SRAG F LI 3IS f
oo
1) Selectthe Thumbnailsab ke
2) Underthe T
|

3)

for text only or to removepagelabels)
4)

sectionletter or blankto removelettering)
5)
6) SelectOK

Page Numbering and Labeling

Numbering

Style:  None

Prefix:

A

Start:

v

Page Range
Pages: | Selected (36)

Cancel

atets
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To remove page labels and reset to default numbering

oo
1) Selectthe Thumbnailsab ke

2) Underthe ThumbnailTabMenu>Selectt w S All®adgg | 6 S €

E Thumbnails v =+ I

Opliuns

E] B Page v...,

Cut Pages

Copy Pages

Copy Page to Snapshot Ctri+Ait+C

v [ & B8

Apply Stamp

Insert Blank Page. Ctri+Shift+N
Insert Pages. Ctri+Shift+l
Extract Pages Ctri+Shift+X
Replace Pages... Ctri+Shift+Y
Delete Pages... Ctri+Shift+D
Rotate Pages... Ctri+Shift+R
Number Pages...

Rename Page Label

Reset All Page Labels

Export Pages

Email Pages.

Print Pages

Repair PDF

Flatten... Ctri+Shift+M

Markup Summary

Reset Page Labels

Are you sure you want to reset your page labels?

Resetting will change all page labels to match the

current page number.

ax
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Review Sessions

The following will guide amdividual on how to set upnd host a Bluebeam Studio Session for
SDDOT/FHWA reviews using SDDOT best pradtiossing a Bluebeam sessimnot limited to only
SDDOT/FHWA reviews, the following can also be easily adapted anytime where collaboration on a
projectmightbedesired. It canbe developingawork orderor giveanyindividualthe ability to view

and or comment on an issudé studio Sessiors simple tostart, and a report can be generatéal
documentation.

SDDOBestPractices:

1 Addingindividual documents such as Special Provision Checklist, PCN#_SectionA, PCN#_SectionB etc.
to the review sessiont KS AYRAGARdzZ f LIRFQa | tft2¢6 NBOASHSNRE |
when reviewing large review sessions that are common with Section Method revieatso gives
the host some freedom to start a reviesgssiorwhennot alldocumentgo be reviewedareavailable;
thisisnotidealbut does give flexibility to the hosThe larger the review the larger the benefitas
orNBOASESNE (2 KIFI@S GKS LIRTQa aSLI NIGSR 2dzi o0& { S
and Plan SectiondVhen hosting a NonSection Method review keep the PCN#_NonSection separated
from the Session Cover Letter, Checklists and Spea@wisions

T Send Review Sessions out through Outlook and not through Bluebeam Revu. When BlRelveam
sendsinvitationsout it is difficult for the hostandespeciallyto invitees toseewhowasallinvited, this
isimportant for officesthat forwardinvitesonto alltheir officereviewers. Also,whenBluebeamRevu
sendsinvitationsout, theyarereceivedA y { 55h¢ hdzif 221 LYyO62E & |y &9
invitees missing reviews.
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StartSDDOElectronicplanreview session
TheHostwill needto start a StudioSession.

1) Inthe Studiotabselectd b §éS & aintieyrép-downmenuunderd b € ®
Studio - |

All Sessions

Joined  Mot.Jo Pl New Session

[E— Jaoin

2) Inthed { GStuNB{ S & adiaBgheox

Session Name: POTT039L 10-22-225 PM

Documents

File name Path

[ |

Options

Pemission

B Save is

B Frint

B Marwup

B Marwp Alett
(] Add Documents

L
[ Restrict Attendees by Email Address
Iﬂ Session Expires  Oct 22,2023 [~  500PM |2 |

Cancel

a. SessiomMName:(Highlightedn Yellow)CountyPCN#ReviewDueDateTime,
Example PennOOW28-15-185PM
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b. t R Eanldeaddedmultiple ways(BlackBox)
i. AddOpenFilesg Thisaddsfilesthat arecurrentlyopenedin Revu

ii. Addc Thisadds fies through file explorer

iii. Add files later after the Session has beenrtstd (See Belowadding Documents in a
Session)

3) Options¢ Canbe adjustedafter the Sessiomasbeenstarted(Circledn Blue)
a. Permission
i. Checka { I''a&
i. Checlkdt NR Yy (¢
ii. Checka a I NJ dzLJE
iv. Checkda a | NJ fdANJI ¢
v. DoNotChecla ! BR OdzY Sy (1 & ¢
4) DoNotChecld w S aAttétie@dlyEmail! RRNB & a ¢

a. ThisallowsSDDODestpracticeof forwardinge-mailto othersthat needto
reviewthe plans

5) Checkd { S %R LINTidléda Red)
a. UseDropdownMenusto setDateand Time
b. SessiorExpirationcanbeadjustedduringthe review(seed a I Y | aRERVIEWE Sa &4 A 2 y €
6) Selectd h Y €
a. ¢SessioL Yy @A (wllloper? y ¢

7) Inthed { S alayA@ Ny ldialdghaX v £
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a. A(SDDOT Best Practice) is to sentreviews through Outlook and by
aSt SOGAY3 ahYeée . fdzSo S| Yinfansbdzenteledd Jdzt | (S a
and sends out the invitationdl hesanvitationsfrom Bluebeantannotbe
trackedordocumented2 KSy SEAGAY3 2dzi 2F (K
Ffglrea asStSOuG a/lyOoStéod

(0p))
o-
~—
(0p))
Qx

Invite Users

Add Emails to Invite

Get Started with one of these options:

Type or Paste Emalls

Add Emails from Groups

Use Address Book

Add Message Invite Pa pants Cancel

ManagingSDDOElectronicplanreviewsession
TheHostwill needto managea StudioSessiorReview Thisincludessendingthe reviewout to
possible reviewers and allowing others to view who all the review was sent to.

Studio v & H J A

POTTO39L 10-22-23 5PM - 865-381-6 [[» {1l Q

My Status:

Finished
v Attend Reyiewing

Watting

Joined

In the Sessiorthe name of the review is shown, set your statusto @ w S @ A Eivishgtia =
S (i Gend Bvitationsout viaa copiedlink, add documentsto the reviewand managethe
reviewthroughthe settings.
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Session Invitations Through Outlook
1) CreateanOutlooke-mail:
a. Subject; 2 d4@vN&sito ReviewCountyPCN#ReviewDueDateTime Email Body:
Referencehe project
b. REProjectNumber,CountyPCN
LocationDescription Improvement
Description
2) Copylnvitationandpasteinto emalil
a. ToopenSessiornvitationdialogboxclickthe Invite (envelopeicon)at the top

Studio v |

POTTO39L 10-22-23 5 PM - 865-381-6 [E—?

My Status:
- Attendees

Joined  Not Joined (0)
of the Attendees section in the studio session.
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b. Selectheda / 2LL§D A (i theih pagteginto the EmailBody.

Share Session Invitations

Get Started with one of these options:

Type or Paste Emails
Add Emails from Groups

Use Address Book

Add Message | Invit:

n Invitation Link

Cancel

c. Finallycloseout of the Sessionnvitationdialogboxby selectingt OF y OSt ¢ @

1 EmailExample

Send Ce

RE: NH 0212(165)224, Potter County, PCN 039L
US212 - Through Gettysburg

Structure # 54-220-160)
Urban Grading, PCC Surfacing, ADA Upgrades, Storm Sewer, Roadway Lighting

ou have been invited by Tom Druyvestein to join a Bluebeam Studio Session:

pott039L 10-22-20 5 PM

Session 1D: 217-117-57
Session URK® https://studio.bluebeam.com/join.htmI?ID )1/11})
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Giving Another Usdfull Control

Whencreatingareviewsessionabestpracticecanbeto givesomeoneelsefull control of the sessionin
caseyou are unable tananagethe sessiorfor any reasorat any pointin time (RoadDesignshoulddo
this stepfor everysession).

1) Togivefull controlof asessiorto anotherpersongoto the sessiorsettingsandgoto the permissions
tab:

£ Studio v ] rebeccaurb..
Test - 481-879-964 ~

My Status:

- Attendees

Joined Mot Joined (0)
Online (1)

ﬁ Rebecca Urban

Offline (1)

~esslon Sethings

General Mtendees FPermissions

Users/Groups Applied Pemmissions
Print Allow
Markup Allow
Markup Alert Allow
}‘a Add Documents Deny

Full Cantrol Deny

Save As

Attendees have the "Save As" option enabled for all session

i documents.

OK Cancel
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2) Fromthere youwill goto groups(circledabove)andcreatea groupwith the personyouwantto giveFull
Controlto. Click thePlus Symbol > Create a hame for the group > Click Okay

Group Membership Management >

(Groups Members

ﬁ'e Add Gr " bt

X

Mame: Supervisor

Cancel

QK Cancel

3) Thenyouwill addthe personto the groupby selectingthe group> Clickthe PlusSymboin the
MembersColumn> Type in the persons email address > Click Okay

b

.‘* Add User N X

QK Cancel

4) Youcanthen clickokayin the GroupMembershipManagemenpop up.
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5) Backinthe SessioiManagementPopupunderthe permissiortab youwill clickthe PlusSymbohextto
the Users/Groups columns > Select the group we just created > Click Okay

| Session Settings X

General Attendess Pemissions

Users/Grg Add Users/Groups »

]

I session

| Cancel |

6) Backinthe SessioiManagementfopupwe cannow selectthe groupwe addedandchangethe
AppliedPermissions to what are shown below and then Click Apply.

| Session Settings >

General Attendess Permissions

Users/Groups I Applied Pemissions
4+ | =D Attendees Save As Allow
Prirt Allow
x Markup Allow
Markup Alert Allow
iﬁ- Add Documents Allow
Full Control Allow
Full Control
AMttendees have full administrative rights. This overides all other
options.

0K Cancel [
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StudioSessiorManagement
Thereviewsessiorcanbe managedhroughd { S a{a3k (R iyik tfieStadio session

Session Settings d

General  Attendees  Pemmissions

Session Name:  |pott039L 10-22-20 5 PM |

Session ID: | 217-117-576 |

Total Users: 1
Total Files: 0
Total Space: 0bytes
Created On:  10/20/2020 1:23:32 FM

Version: Studio v2

Expiration: Enabled Oct 22,2020 [@~ || 500PM 13

Manage MNotifications

ox [ |

(mustselectapplyfor anyadjustmentamade)

GeneralTab:Enablethe sessiorto close(expiration)andselectthe closingdateandtime, can
also manage session notifications in this tab.

AttendeesTab: Canaddattendeeby emailandrestrictattendees
Permissiondg'ab: Setpermissiongo attendees

1 Duringthe Markupportion of the reviewsessiorsetpermissiongor all to:

o SaveAs Allow
o Print Allow
o Markup Allow
o MarkupAlert Allow
o AddDocuments Deny
o FullControl Deny

1 Duringthe Revisiorportion of the reviewsessiorsetpermissiongor everyoneexcept
LIN2 2SO0 RSaAIYSNB G2Y 6aAryvyLi e OKIFy3S

o SaveAs Allow
o Print Allow
o Markup Deny
o MarkupAlert Allow
o AddDocuments Deny
o FullControl Deny
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1 Duringthe Revisiorportion of the reviewsessiorsetpermissiongor projectdesignergo:

o SaveAs Allow

Print Allow
o Markup Allow
o MarkupAlert Allow
o AddDocuments Deny
o FullControl Deny

A Thisisaccomplishedhroughusingpermissionsab, usethe green

General  Attendess  Permissions

Lsers/Grg

R john.less @state.sd.us

R jon.suomala@state.sd.us
R joseph klewicki @state.sd.us
R justin.rsmith@state.sd.us

S8 And
A Stey
}ﬁ R abui

R hele
R kara.simmermon@state.sd.us

R johr
keith.winter@state sd.us
R Kari

R kevin.griese@state.sd.us
2 key

R kris
O il
I | Rmaﬂ.stone@state.sd.us

R kryztal marguardt@state.sd.us

R mark reiss@state sd.us Il session

. Cancel
'pl'l'jé_i'é:on then select individual you want tthhange preferences for.
A NOTESometimeslesignersio not enterthe sessiorduringthe markup
portion of the review.This results in them not being populated in the
! RR ! aSNEKDNRdzLIA¢ | dzi2YF GAOFffeaod
A Toa! RR SNA k nhd@aliluisethe & D NBdridership
al yF3SySyidé¢ A02y G2 ONBIFIGS F INRAzLI |
select OK then select applidow you can give permissions to the
group you just created.

B T i
B8
General  Attandsse  Pemissions
g 4°
L ] Groups lembers l
X R Andrea Bierle |D R
{‘} Jack 05HV Designers X R
Pa] > o s )
R Email:
N
5
I OK Cancel
| M
| |
! |
¢

oK Cancel p
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Adding Documents to a Session

1) Addingdocumentscanbeaccomplishedhroughthed ! RER fcé@h). Thiswill route youthrough
your file explorer capabilities on your computer.

Studio v H

POTT039L 10-22-23 5 PM - 865-381-6 ([ 1l

My Status:
~ Attendees

Joined  NotJoined (0)
Online (1)
) Rebecca Urban

~ Documents
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Howto Respondo ReviewComments

Eachconsultant/designersresponsibldor respondingo the commentdeft in the section(spf
plan(s) that they are responsible for during DOT Review. Each comment should be marked with
a status and responded to as necessary.

Ifacommentismarkedd O O S LJi S R k [t ¥ohdinehitis BtRIly compliedwith. Fora
comment to betotally complied withthe plans should be updated to include all the items
specified in the comment. A short descriptionhmiw the comment was handled can be added
but is not required.

A L oA X,

If acommentismarkedd w S 2 Staishfeddsthe commentwasnot partiallyor totally
compliedwith. In this case the consultant/designer must reply to the comment with the
reasoning for not complying witlthe comment(ie. StandardPlate/Note,RDManual,Spec
Book,etc.).Whenareplyiscompletethe consultant/designer should Alert the Attendee
(Reviewer) that made the comment and the Project Manager, so they are aware of the
comment being rejected.

Nocommentsshouldbemarkedd / | Yy OBrib 8 KE € @

If aProjectManagemoticesthat commentsthat were markedCompletedduringthe DOTReview
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:
1) Inthe SessioMarkupList>right clickonthe comment>hoveroverd { S { 8§ O & Sefect
the Status of the comment (ie. Accepted, completed, or rejected)

Markups List v ¢ | Q Search < Y Filter List i)

[ Subject ~ atus 1§t | Checkmark | Author Date ol nts
v 2(8)
02/28/20241:16:24 PM

m

Copy ‘Checklist shows Prosecution anc Progress so appropriate bid items need to be added. 009E4200 009E4220°

03/11/2024 8:01:43 AM

v L Re:Line 2 03/11/2024 8:20:39 AM
U Re:Re:Line = 03/11/2024 2:49:12 PM

+ [A]Highiight
s Re: Highlight
[A] Highlight

O Ellipse
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How to Reply to a comment:
1) Inthe SessioMarkupList>RightClickonthe comment>Clickd w S LJ & ¢

2) Onceyouhavecompletedyourreplyyoushouldlockit, soit cannot be editedor deleted.

Markups List v ¢ [ Q Search X| VFiterlist

[ Subject Status 14t | Checkmark | Author Date Comments

B

2(5)
SR g 02/28/2024 1:16:24 PM Checklist shows Prosecution and Progress so
appropriate hid items need to he added

™
gggg:;gg [[y Copy ‘Checkiist shows Prosecution an | Progress so appropriate bid items need to be added. 009E4200 009E4220

v / line 2 03/11/2024 8:01:43 AM
not

v U Re:Line vi 9 AM Deleted Cl:

L5 Re:Re: Line 2 4912 PM Please ret:

ct
[A] Highlight 2 & /12, 2:06: M Reply
Serstatis
Ls Re: Highlight 2 2 Alert Attendee

[Al Highiight 2 2 Use 720E1
. O Ellipse 2 56 AM standard {
M6 and Re

informatic @ Froveres

How to Alert an Attendee to a rejected comment and reply:

1) Highlightthe commentandreply>right clickin the commentbox>hoveroverda ! £ S NJi
I GGSYyYRSES 00U = Scrsidawdte st andselectthe persorwho madethe
rejectedcomment andhet N2 2S OG al yF3ISNI p { St SO0 ahyvyYé

=] B = O K @ Ja [s076% Copy Contractor
Collapse
Markups List v ¢ | Q Search X| VFilterList [

[ Subject 14 | Checkmark Date
& o o i s Do Vo suE S50
< Completed

o @ Note 5 /28/2024 12:56:35 verify the need f
the estimate or

Ls Re: Note 5 024 9:18:10 AM Will remove this |
Will add Standa

< Rejected | Set Status
v O Ellipse o Rejected set by Rebecca 03/14/2024 9:01:56 AM Contractor Alert Attendee

L5 Re: Ellipse - 03/20/2024 3:27:51 PM This is how the
just Engineer o

Reply

Properties

H Mame Email |

{ John Gerach john.gerach @state sd.u

:I Jason Baker jason baker@state sd.u:

H

I Kelly Baland kelly boland @state =d u:

| Trc11644 Steve Wiege @state sd.

i Darin Hodges darin hodges @state sd.1

| Steven Kemr steve ker@state sd.us |
Robert Laleman Robert. Laleman @state |

{ tre1nt17 Joseph Klewicki@state |

{ Patrick Wellner patrick wellner@state sc
Justin Smith justin r.smith@state sd.u

| trpr13164 mark reiss@state sd .us

! Kevin Valko kevin.valko@state sd.u:

| Meal Qlmstead MNeal Olmstead @state sc

1 Jon Suomala jon.suomala@state sd.u:

| Matt Stone matt stone @state sd.us

H Shea Lemmel Shea Lemmel @state sd.

L OK Cancel J
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Commentingn ReviewSession8estPractices

Variousmarkuptools canbe usedto leavecommentsin areviewsessionSomeof the
most used are:

TheHighlightertool whichcanbeusedto highlighttext or plansections

TheCallouttool whichcanbe usedto point at acertainlocationwith an
arrowand add a text box

TheTextBoxtool whichaddsatext boxat anylocationon asetof plans

TheNotetool . whichcanbe usedto markalocationwithin the plansbut
addsthe note textto the markups lisand notthe plan sheet

TheRectangIE or EIIipsE tool whichcanbe usedto

encompass/highligha full section and provide a comment in the markups list.

AddingCommentgo aMarkuponthe plansheet

TheHighlighter Note, RectangleandEllipsetool canbe editedto adda comment on the
plan sheet after they are placed.

1) Placeyourmarkupof choice

2) DoubleClickonthe Markupandacommentdialogueboxwill popup and place
your comment in the dialogue box

3) Once completed with your comment be sure to close the comment bygxlicking
the Xinthe top rightcorner

Wrong Note . ,..".’
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AddingCommentgo a Markupin the MarkupsList

Youcanalsoaddacommentto a markupin the markupslist for all toolsincludingones
that show up on the plan sheets.

1) PlaceyourMarkup(inthis examplearectangle)

l llRAHK;LUlIRULSK)ISSOﬂ ——— I En '
@ = r?(
TABLE OF ADDITIONAL FIXED TRAFFIC CONTROL SIGNS on
du
Location MRM L/R Description om

State St 55.89(US85) R Road Work Ahead (1)
Grant St 56.02(US85) R&L Road Work Ahead (2) INCI

a Faulk St 56.05(US85) R&L Road Work Ahead (2)
usss 56.11 R Speed Limit 25MPH (1) n
Custer St 56.30(US85) R&L Road Work Ahead (2) npl
Butte St 56.37(US85) R Road Work Ahead (1) ras

us8s 56.38 L Speed Limit 25MPH (1)

e
All signs will be spaced according to the posted speed or as directed by the JESD
s Engineer. rar
- High
OVERWIDTH RESTRICTION AND DETOUR SIGNING loca

2) Expandhe MarkupsListat the bottom of the screeneither by dragginghe blueline
0Sft2¢ GKS LI IS 1 Qa dzLJ 2NJ R2dzof S Of AO1 Ay 3

O b @ [

3) Double Click in the Comments Column and add comment when complete, click out
of the box,then clickthe boxin the LockColumn(If the commentneedsto be edited
you will need to uncheck the Lock Box)

Markups List v ¢ | Q Search X Y Filter List t
Edit Table to remove line
B Subject e 1§t | Checkmark | Author Date Color B overlap in next column
3m
[C] Rectangle Rebecca Urban 11/04/2025 7:10:36 AM

* Youcanonlydeleteor edit commentsthat youhaveadded

* SeeRespondingo ReviewCommentdor DOTbestpracticeson that process
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MarkupsList

How to access the Markups List

TheMarkupsListisat the bottom of the screenbelowthe pagenavigationbuttons. It can
be expandedoy doubleclickinganywhereon the blue heightedline that showsup when
hoveringbelowthe navigationbuttons or by draggingup on the blueline.

& & Ja [10767% |- 48 0f 95

»  Markups List ~ 5 QS X Y Filter List [ui]

i [ Subject us 1 | Checkmark  Author

Sorting and Navigating Comments

Anycolumnwithin the Markupslist canbe sortedby Ascendingr Descendindpy clicking
on the column header label

Markups List v ¢ | Q Search X Y Filter List i3]

[ Subject 1}t | Checkmark | Author Date

[] Rectangle = Kei nter 05/27/2025 11:24:42
L Re:Rectangle ¢ Reb rban 08/18/2025 4:17:14 PM ]

Whenamarkupitem isselectedthe viewof the pdfwill jumpto the locationof the markup.
Tostep throughadditional markups once one is selected you aaa the up or down
arrows to navigate through the list.
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How to filter comments:

1) Inthe SessioMarkupsList>Selecti C A [t Al 3\ youcanclickin the white boxabove
eachcolumn to sort the column (ie. Above Status yiaun select athe comments that are
still blank, above author you can select all comments made by any designer, etc.)

Markups List v ¢ | Q_ Search X Y Filter List ==

o] Subject Page Label Lock | [Biank] | checkmark | Author Color Comments
Accepted
R Background_NotForConstruction3 Rejected 02/10/2023 10:32:51
S, Background_NotForConstruction3 02/10/2023 10:50:20
Custom
ighlight 03/15/2024 12:47:46 ...
ackground_NotForConstruction3 02/10/2023 10:50:20

3, Background_NotForConstruction3 02/10/2023 10:32:51
v Accepted

@ Note p 5 Accepted set by Kevin V. 03/15/2024 10:26:20 Use updated High Build Waterborne Pavement
Marking Paint standard note with the exception of the
cold-weather paint paragraph.

[A] Highlight Accepted set by Kevin V.. 03/15/2024 10:27:27 ... 5.3 Lbs/Gal when also using composite reflective

elements.
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Managing Markups List Columns

Columnsofinformationcanbe addedor deletedfrom the markupslist. Todo this:

1) Selecthe MarkupsListdrop down > SelectColumns

2) FromHereyoucanedit fromthe list displayedoy checkinghe columndescription
to add

3) Fromthed a | y I A 6 dzpop-&péyou candragcolumnsto displayin adifferent
order or Select Additional Columns > When you all changes are complete Select
ahyYe

Subject

Page Label
Page Index
Lock

Status
Checkmark
Author

Date

Creation Date

Manage Columns

Display Order

Column Display Order

Color

X

Y

Document Width
Document Height

Name Type

Subject Built-in
Page Label Built-in
Page Index Built-in
Lock Built-in
Status Built-in
Comments

Checkmark Built-in

Length
Author Built-in
Area

Wall Area

Volume

Date Built-in
Creation Date Built-in

Color Built-in

Count
|j [jj g Measurement
Label
Markups List v Sequence

Capture
Eﬁﬂ Columns >

Depth
Markups > Layer

Capture > Legend
> Re:Rec Height

X Built-in
Y Built-in
Document Width Built-in

Document Height Built-in

Cancel

Width
Rise/Drop
Slope
Space
Unit

3D View

Select All
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CreatingReviewSessiorReport

1) Afterthe planreviewandallthe responsesrecompletethe Hostwill needto generatea
Session Report. Click tReport icon in the Record tab for the Review Session.

Studio - {5}
test- 122-611-713

My Status:

~ Attendees

Joined  Not Joined (0)
Online (1)
ﬁ Rebecca Urban

v Documents

Record Notifications Pending

' {) Rebecca Urban: Joined Session ‘
: Y

72| Page



2) Inthe SessiorReportdialogboxselect
a.

—

®aoo

PDHPackagdreport
Letter
IncludeAttendeesList
IncludeDocumentd.ist
IncludeRecordtems

i. DoNotIncludeFiltereditemsOnly

Column®Boxcheckall

Whenyouselectd h yauwill needthe savethe reportinthed w S @ fol8es ¢
underthe project folder titted COUNPCN#_architeample CLAY023V_archive

e F;|"“I"
SESSI0 VE O

Type
() Record Summary
Q) PDF Package Report

() Combine Filzs Report

Cptions
Title:  Test

Motes: Mote

Fage Size:  Letter

B Include Attendees List
B Include Documents List

B Include Record ttems

[ Fittered ttems Only

() Portrait

0 Landscape

Columns

H Date
H Time

H Crocument

[ [

Cancel
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FinishSDDO'Electronicplanreview Session
TheHostwill needto finisha StudioSession.
1) Selecthe Finishiconin the ReviewSession.

Studio - |

POTTO39L 10-22-23 5 PM - 865-381-6 [ {l{

E— Finish Session

- Attendees

Joined Not Joined (0)

2) Inthed CA §/ § & Kdia®glébox,selectd 5 mbtsaveF A farldnéheckhed D Sy SWEILIR NI €

= = 1

Finish Session 2%

pott039L 08-25-20 5 PM - 851-653-120
Include Markups

Name E-mail

Tom Druyvestein thomas druyvestein @state sd us
Chad Howard chad howard @state sd.us

Neal Olmstead Neal Olmstead @state sd.us

JoBlle Dammann JoHlle. Dammann@state sd us v
< >

T

¥ T TIT

Save Options

(O Save (Overwrite Existing)
(O Save In Folder

U:\rd\pr\pott 0391 \Review

(® Do not save files

Report Options

[[] Generate Report

[f Users\trpr14434\OneDrive - State of Ev;-;J E

I; [oK ]| Cancel I
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SendFinalPlansto BidLetting
Oncea PDRPackagéreporthasbeencreatedandthe SessiorFinishedrinalPlanscanbe sentto BidLetting.

Thefollowingform letter canbe usedto SendFinalPlango BidLetting:U:\rd\AProjectD-base Form
Letterd F4 Plans to Bid Letting.docx

The Designer sending finalansshould include the field offices (Region Engineer, ReQerations
Engineer, RegiofirafficControlEngineerRegiorDesignersAreaEngineerand AreaEngineering
Supervisor)allreviewersas listed in the Session Report, FHWA (on Federal Oversight Projects), and Lc
Government Offices.

Oncethisform letter is sent,a Bid LettingQAReviewwill take place.Anychangego the plansasaresultof
the QA reviewor to address issuesdter Plans are sent to Bidettingwill requirea revisionetter. The
ProjectManagers officshouldbe notified of theserevisionssoother plansectionampactedby changesan
berevisedandarevision letter can be sent with the following form letter utilizédt\rd\A Project B

basd FormLetterd F6&Revision offonstruction Plans (Bid Let).docx

75| Page



Appendix

ElectronicPDHPlans

NamingConvention:

Addendum CCO
Section PCN#_Section?.pq PCN#_Section?Add#.pdff PCN#Section?CCO#.
Method df
Non-Section | PCN#_Nonsection PCN#_NonsenctionAdd{ PCN#_NonsectionCQC
Method pdf pdf O#.pdf
FileLocation:

AllFinalPlansshouldbe savedin the prj folder for their respectiveoffice for easeof

locating:

FileLocation
SectionA UArd\prj\ CounPCN#
SectionB U\rd\prj\ CounPCN#
SectionC U\RegionXprj\ CounPCN#
SectionD UArd\prj\ CounPCN#
SectionE U\bn\prj\ CounPCN#
SectionF U\ms\prj\ CounPCN#
Section GK UArd\prj\ CounPCN#
SectionL UArd\prj\ CounPCN#
SectionM U\RegionXprj\CounPCN#
SectionS U\RegionXprj\ CounPCN#
SectionX U\rd\prj\ CounPCN#
SectionZ U\rd\pri\ CounPCN#
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DocumentUntitled Viewports Message

If youreceivethe messagdelowwhenopeninga PDFn Bluebeancheckthe a 5 bt

Showthis messagd 3 I ang'dlickon No.

.

s

Bluebeam Revu x64 %

This document contains "Untitied” viewports which may
nterfere with calibration or measurements. Would you like to
remove them?

|
D)onoti\owmmageagm
i
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