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V4.1
(Revu 20)
(Note: These are temporary instructions until the implementation
of eBuilder)
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General Instructions

Google Chrome is the recommended browser to use. This user guide is developed using Chrome and

you may experience a different process if other browsers are used.

One-Time removal of Internet Explorer (IE) Extension

The IE extension for SharePoint (https://doa.dfdmdocs.wisconsin.gov/Pages/Home.aspx) will need to be
removed if it is currently installed on your computer. To check if you have URL added and to remove it:

1. Open Google Chrome. n

2. Right-click on the IE Tab Extension Icon

w
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3. Clickon Options.

on the top left toolbar.
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Options

Remaove from Chrome

Unpin

Manage extension
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https://doa.dfdmdocs.wisconsin.gov/Pages/Home.aspx

4. Scroll down to Auto URLs Box.

‘ Click the URL https://doa.dfdmdocs.wisconsin.gov/Pages/Home.aspx.

Auto URLs

= Wikdcard example: htlp/www microsofl com™
» Reqular expression example (prefic with o) rifile)
= Per-URL compalibility mode (read more)

b. Click Remove.

C.

Auto URLs

« {Wildcard example: hitp:/fwww microsoft com/™
egular expression example {prefix with i) rffile i ®
er-URL compatibilty mode (read more)

:fidoa, didmdocs. wisconsin goviPagesHome. aspx

5. (wisbuild wisconsin govimde: himi

You can now close the Tab by selecting the X.

G |E Tab Opticns E‘/
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One-Time BLUEBEAM Setup ltems

BLUEBEAM DEFAULT

Make sure Bluebeam is set as the default pdf reader.
1. Click Start on your computer.

Start | 28  4056words [ Text Predictions: On i Accessibi

Go to Settings > Apps > Default apps.
Scroll down to Choose default apps by file type

4. Scroll down to .pdf and click the application that is the present default.

plf F . Adcbe Acrobat 2017 *”"—

pdtem

+ © Choose an app
R [
.r.*!=. o . A - Adobe Acrobat 2017

r:"l . 4 Adobe Acrobat Reader DC
rm:r-nmrq.,. o R ﬂ Blusteam Revu

pim f v Google Chrome
. O

5. Select Bluebeam Revu and then X after the change to close the window.

*Zip files will not open in Bluebeam.
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REMOVE SHAREPOINT INTERFACE FROM BLUEBEAM DMS
You will want to confirm that you have removed SharePoint as an interface to Bluebeam.
1. In Bluebeam, go to Revu > Preferences > Interface > and select File Access.

Revu Lhe Edit v
@ About

{& Preferences Ctri+k I}

Note: If you do not see a DMS Type of SharePoint listed with the location of
https://doa.dfdmdocs.wisconsin.gov/, you will not need to complete the remain steps in

this process.
2. Click on the DMS Type listed.

Fila Actasis

Era:

HiprVdon didmdecy wscnasing | iady
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3. Click on the X.

Tt Nne TGS WIsCONEN | ey

>

WisaTacs
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CHANGING COMMENT AUTHOR USERNAME

You will want to change your username to how it should appear in the markup window.
1. In Bluebeam, go to Revu > Preferences > General > Options
2. Inthe User field, change your name and include DFD. Ex. Matt Dapp - DFD

Click OK.

Go to: https://studio.bluebeam.com/Default.aspx

Create an account if you do not already have one.

Go to My Profile > User Data and change Default Name to match what you entered in Step 2
above. Ex. Matt Dapp - DFD

Click Update profile.

8. You may need to close Bluebeam and re-open for the change to occur. The username will not
change on an active session you are participating in; however, it will update for future sessions.

o v AW

My Sessiong

My Profile

E-mad maithew. dappl Bwisconsin, gov
IU:-_-!.'H.‘I Mame Matt Dapo - DFD |
‘Walkhaked
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https://studio.bluebeam.com/Default.aspx

IMPORTING PROFILES AND TOOL SETS

To Import a Profile:

1.

2.
3.
4

Open Bluebeam.
Go to Revu > Profiles > Manage Profiles.
Click Import.

Navigate to the G: drive > Bureau of Architecture Engineering folder.

— =+ = § w» Tha PC » DFDG

w g Chack aooess

Admirschaton, (ifice

Desiiog v =
I3\.|||uu o Apshilictuna E'zuﬂr: ] | |
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sau_od Cap Budget Cormtl_ Admin

5.0 Budkget nformation
Aeddedd Cantract Wtk
W Deticiop
DOk
¥ Diophax
il Ol - Slate ol Wiiktordia
v W This BT
& 30 Dbjects
W Devitop
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# Downloads
(T
Windoms 10 [C

B e

apprmmipy st wistats ud DO

¥ e DFD )

¥ Dosnibcads
evtseon_Doouments
Fichues
- tures Repoed D swimagr
e DFD

5. Open the BLUEBEAM folder.
6. Click on DOA-DFD and click Open.

Cpen
&= i | Bureau_of A BLUEBEAM
Ouganize = oo foldes 1
i Orelvive - State ¢ d
™ This P Wl D ffts
3 Presentfrions
30 Oojects
N Trarcmiflal Nolce
B Deshiop B 2 rrod e
& Doouments B acerecy BROFILE
# Dowmloads rﬁ DOA-DFD I

& Music

= Pictures

. Widaos

2.9 Windows10 ()
e dap pricaps (ac
= DFD i)

we dAra daka Maene ¥ %

File narme | DOA-DFD

Bluslasm Profile

Open |"

Cancel

Questions/Help?
denise.hawleyl@wisconsin.gov or
matthew.dappl@wisconsin.gov

10/3/23



7. You will see DOA-DFD added to your Managed Profiles.

Profiles
Active: | Rayu

Profile:

Revu
Rewvu Advanced
Guartity Takeoff

o,

Location: iC s hawledyjdt\App DataRoaming ' Bluebeam Softwane"Revu’\ 200

—_— — ———
8. Click OK.

9. Change your Profile to DOA-DFD by clicking Revu > Profiles > DOA-DFD.

Revu File f Wi Document Batch
About

Preferences Ctri+k

side 2021.217 Pae [
View Mode
Markup Mode Blucheam Lo

u

Keyboard Shortcuts Feyy Ad e

Administrator Quantity Takeaf!

LInires Field
AE

Agency
DOA-DFD
Save Prafile

Manage Profiles
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To Import a Tool Set:
1. In Bluebeam, click the Tool Chest icon.
2. Click the down arrow/next to Tool Chest.
3. Click Manage Tool

Réw F Edit

Tool Chest ~

Eandne Tool Sets b
T ipls
W T Pabn Shcrar I B Paoliees ~
I\hl Tk Wy Tooks bix i
I oo To Racanl Toosk i
| FROOECT . PROUECT MANAGER bix
w 1 i - ;
| SITE G SITE CRAL LITILITIES bite

| ARCHITE . ARCHITECTURE bix
HTERICAS INTERIIRS bk

PLUMBI®NG PLLIMEING bix

AGENCY  AGEMNCY TOOLSET béx

LAMDISCA  LANDSCAPE ARCH. b

LEHTING. . LHOGHTING POWER Bix

CHAZARD  HAZARDOUS MATERILALS bix

CRSTRI CORSTRUCTION REP bt

TRUGTY . STRUMCTURAL b v

=

5. Navigate to the G: drive > Bureau of Architecture Engineering folder.
6. Open the BLUEBEAM folder.
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7. Double-click on one of the Toolsets that would apply to the types of reviews that may be
performed by the user.
Example: A person managing projects and performing civil reviews will import the
Project Manager and Site Civil/Utilities Toolsets. Similarly, someone managing projects
and performing plumbing and fire protections reviews, will import the Project Manager,
Plumbing and Fire Protection Toolsets.
Note: You will need to upload each tool set separately.

B AE TOOLSET B HAZARDOUS MATERIALS
B AGENCY TOOLSET B Hvac

B ARCHITECTURE B INTERIORS

B AUDIO-VIDEO B LANDSCAPE ARCH

B CENTRAL PLANTUTILMES [B) LIGHTING POWER

B CONSTRUCTION REP PLUMBING

B CONTROLS BAS ﬁ PROJECT MANAGER |
B ELECTROMIC SECURITY E ROOFING

B ELEVATORS SITE CIVIL UTILITIES |
B EXTERIOR WALLS B sTRUCTURAL
B FIRE ALARM B TELECOM DATA

B FIRE PROTECTION

8. If you need to add more than one Toolset, click Import again.
9. Once you have added in all the Toolsets you need, click OK.

Manage Tool Sets

Tool Sets

MName Path how In Al Profiles

& | [ My Tools My Tools btx
[] Recert To... Fecent Toals
v PROJECT... PROJECT MANAGER bix
SITECIVI... SITECIVIL UTILITIES btx
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Working with Sessions

CREATING A BLUEBEAM SESSION ACCOUNT (one-time requirement)

1. Login and click on Revu, then Preferences.

Select Studio. E

Click the Servers tab.
Click + Add. The Create New Server box appears.
Confirm studio.bluebeam.com in the Address field.
Click OK.
Press ALT +C to access the Studio panel.
Go to Studio > Sign In.
Click on Create New Account.
. Enter DOA email and create a password. **Remember your password since it will be unique to
Bluebeam.**
11. Agree to the terms and click Create Account. (You will receive an email verification with
instructions.)

W oo N U A WN

=
o

USING SESSIONS IN BLUEBEAM

Steps 1 thru 38 are for setting up a review
Steps 39 thru 48 contains general guidance for actions taken during a review
Steps 49 thru 66 are for finishing a review session

Setting up a Review:

1.

Navigate to your project folder in G:\Division_Documents\All_Projects_by_Agency. You may need
to set up your project folder if you haven’t already done so at the start of your project.

Note: Please contact your Team Lead if you need guidance on setting up project folder.

Select the Design folder under your project folder.

Create a new folder called PR Review or FR Review, within the Design folder, depending on the type
of review being set up. Create a Pre-Design Review folder within the Pre-Design folder. PR Review is
used in this example.

Navigate to your project folder in SharePoint using Chrome as your browser without IE Extension as
shown on page 2.

Next Check Out each document by selecting the box next to each document. A blue arrow will

appear. /
= Scope : 4. Prak esign (3

21L25-00-PR-Cost Estimak

Questions/Help?
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6. Click on FILES on the top left of your screen.

Note: If your monitor is a smaller size or your browser screen is minimized, you may need to hover
over the Open & Check Out area if you do not see the Check Out text.

o SharePoint Sites

BROWSE FILE LIBRARY MAMAGE
f TE |__E| Check Qut
Check In
Mew Upload Mew i
Decument - |Document| F Document Discard Check Out
Mew Open & Check Out
=

7. Click Check Out.
8. Click OK in the popup window.

You are about to check ouf elected file(s).

“ (-J”'ILE.:

9. You will now see a green arrow indicating your documents are now checked out.

\i‘:'u:npe : 4. Prelim Design (3)
%

21L25-00-PR-Cost Estimate-TEST

_H% 21L25-00-PR-Drawings-TEST

_H% 21L25-00-PR-5pecification-GPC-TEST

10. Hover over the document you want to open until you get the down arrow to appear.
= Scope : 4. Prelim Design (3]
T 21L25-00-PR-C

11. Click on the arrow and select Download a Copy from the dropdown (Do not click on the document
link).

3 5cope : 4. Prelim Design (3

T T e
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12. Do this for all files that are going to be incorporated into the electronic review (drawings,

specifications, estimate, DR summary, DR appendix, Pre-Design Report, etc.). You will see all
documents appear on the bottom of the screen.

h 21L25-00-PR-Spec..pdf | ~
Pl

B 2izs-o

3 Scope : 4. Prelim Design (3

PR-Draw..pdf ~

13. Click the up arrow next to one of the documents.

14. Select Show in folder.

B 21L25-00-PR-Spec...pdf

DFI:" winen goneg

A Ways open w th S:,-'Sf&l‘-‘- viewer

Pause

Cancel

S

B 2iL25-00-PR-Draw..pdf  ~

15. Select the first document you want to copy, then hold the Shift and select the last document you
want to copy. All documents in between should be highlighted.
16. Right click on the documents and select Cut.

] ¥ | Deswribmacia
t B s WEPC o Windows (0 [ gk
W Casitap
§ Cosaniosds .
¢
P B 2102550 P- Spmlgation-GRLTEST 1)
. Plrkncy B 1300 Demasirl- TEST (1)
Mine B 21075 00-PR-Cost Estfyaie- TEST 10
i Dratis Tigesen,
e Owialvka - ate o Wi onEn Pt
B At

o Dnalrive - Strieof Wisonsin
W Casktap
Eesurmis

el

75 Buis dubg Raply nnard ewg

i Mg Qietliviee

W Combans Fles b Revu
F Comenst Pk In e

Comina flae n Acrokes
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17. Navigate to the PR Review folder, you just created, under your project.
18. Right click and select Paste.

- i “ 22 71125 > Design w O
Renewables - Copy Date maodified
Rocfing fi
Small Project Program
SpecAgent Vigw ?
Spray-Foarn Roofs Sort by 2
Stafi_Felders Group by >
Statutory Suggested changes Refresh
SUSTAINABILITY Customsize this folder...

Ternplates -

Testing and Balancing Reports :.u'rcm

Total Cost of Ownershap (TCO)

Training e ?
Uninstall Masterworks 6.3 Properties

19. The document(s) should successfully copy to your PR Review folder.

20. To open document(s) in Bluebeam Revu 20, select the first document you want to copy, then hold
the Shift and select the last document you want to copy. All documents in between should be
highlighted.

a) ORCTRL + Left Click on each.
21. Right click on highlighted documents and click Open.

Mame Datq modified Type Size

B 21L25-00-PR-Cost Estimate-TEST (1] 1/19/023 3:53 PM PDF Document 97 KB
E 21125-00-PR-Drawings-TEST e —_— = 4063 KB
E 211.25-00-PR-5pecification-GPC-TEST 5,086 KB

22. All documents will open in Bluebeam Revu 20.
23. Confirm you are in Mark Up Mode by going to Revu > Markup Mode.

@} Preferences  Ciri+K

o0 View Mode
p Markup Mode

Questions/Help?
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24. IMPORTANT: Confirm drawings and specs comply with latest DFD drawing and specification
requirements as noted in the DFD Bluebeam Review workflow (AE) that can be found here:
https://doa.wi.gov/Pages/Bluebeam-Technical-Review.aspx. (Sheets are flattened, bookmarks are
included, etc.).

Note: If documents do not meet these requirements, notify the AE team to make updates prior to
setting up review session. Do not proceed to next step. Documents will need to be checked in and
replaced on SharePoint. Then follow steps starting at Step 5 again.

25. Sign into Studio and click the Session button.

w | Name: 20k1g-00-pr-pdi- kyle test  Pages

E stuldio v =

EE All Sessions

Joined Mot Joined (0)

l:_l 21G2L, Esker Dining Asphalt Driv...
Q 19G3N-PR Review-Aq Hal-UW M...
E] 2012w - FR Review

l:_l 21F2G, Steam Kettle Replaceme...
l:_l 16H27 - PR Review - Goodhue Ha...

l:_l 21E1E Predesign Review

Pl Mew Session

[E— Join

Questions/Help?
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28. Give the session a name, which should include the Project #, Type of Review, Project
Name/Location, Agency/Institution. (i.e., 21L2S, PR Review, Goodhue Hall, UW-Whitewater)
Note: Session name is limited to 60 characters/You may have to abbreviate but still be descriptive.

29. Click Add Open Files.

Start StuHio Sessicn / >
Sessiof Name:| 21L25, PR Review, Goodhue Hall, UW-Whitewater] ||
Docu 3

& name Path
T
A
v
X
¥
Add Open Files Add
Options
Pemission
Save As
Print
Markup
Markup Alert
[ Add Documents
] Restrict Attendees by Email Address
[[] Session Expires Jan 23, 2023 500 PM =
Conce

Questions/Help?
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30. The files will be added to your Bluebeam review session.

Start Studio Session *

Session Name: |21L25, PR Review, Goodhue Hal, UW-Whitewater |
Documents

File: name Path
va | 21L25-00-PR-Cost Estimate-T... G \Division_Documents'A...
21L25-00-PR-Drawings-TES...  G:\Divisson_Documents’A,.,
& ) 21L25-00PR-5pechicationG_.. G:\Division_Documents’ A, .

Options
Pemussion
] Save fs
= Prirt
A Madog

£ Markup et
[] Add Decuments

] Restrict Attendees by Email Address
[} Session Expires Feb 09, 2023 S00FM |2

Questions/Help?
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31. Check the Add Documents box to allow attendees to add documents to the session. This may be
needed if the AE team decides to add a missing or revised sheet once the review has started.

32. Uncheck Restrict Attendees by Email Address. If the box is checked, you must enter the email
address of everyone you want to participate in the review. This is not preferred.

Start Studio Session »

Session Name: |21Lzs_ PR Review, Goodhue Hal, UW-Whitewater |
Documents

File name Path
wa | 21L25-00-FR-Specfication-G_.. G:\Division_Documents'A.

21L25-00-FPRLCost Estimate-T... G\Division_Documents'A..
A | NLES-00-PR-Drawings-TES...  G:\Division_Documents®A.,

Oiptions

Permission

E7] Save As
] Prr

A Markup

] Restict Atendees by Email Address
] Session Expires Jan 23, 223 ROOPM =

S
33. Click OK, and a pop-up box to Invite Users will appear.

Questions/Help?
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34. Click Cancel. Attendees will be invited later in the process.

Add Tmails ks Invila

35. Open each of the documents associated with the review session. These are located on the left side
of the screen under Documents.

Bluebeam Studio Proje |~ E}-r 'E' =
Session: 21125 - D4 H Test, PR Review 1D: 33
Studio ~ =] [J fel

21L2S - DAH Test, PF. Review - 33 [T {11

My Status:

- Attendees

@ B on @ [E

Joined Mot Joined (0)
Online (1)

b

:":? Denise Hawly - . 21L2500-PR-Specific..

Documents [ As
[a] 21L25-00-PR-Cost Estimate-TEST (1)
[@) 21L25-00-PRDrawings-TEST pdf

[@] 21L25-00-PR-Specification-GPC-TES...

Questions/Help?
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36. New documents that were created as part of the Bluebeam review will appear at the top of the
screen (marker board symbol identification).

5| | Sesshoac 21035 - DAH Tast, PR Revie., £ 333-580-375 Mamax 2103800 ationGPC-TEST pdf  Pages: 193

:| Studio ~ -_| ;I F FIL25-00-PR-Cot Estimate-TEST (1 5: 2 1L.25-00-PR-Deawings-TEST l:] 2ILIS-00-PA-SpecificationGPC-TEST

HE 21028 - 0AH Test, PR Review - 33 [ 11}

37. Close the previously open documents that do not have the marker board symbol, by hovering over
them or selecting the tab and click on the X.

38. To copy the review session information to send to others, make sure you are in your review session
and click the person icon.

21L2S, PR Review, Goodhve Hall, | [+  {lf
My Status;
Attendees

Joined Not Joined (0)
Online (1)

{P Denise Hawley - ... 21L25-00-PR-Specific.

39. The following screen opens, and you can then click Copy Invitation. The information can then be
pasted into an email or Outlook invite.
Note: The process for setting up and sending out a Bluebeam review session is in the DFD
Transmittal Notice for Reviews Process located here:
G:\Bureau of Architecture Engineering\BLUEBEAM\Transmittal Notice.

.’.
Attendee focess
Season omation
Sesson Hame:  ZILES. PR Review. Goodhue Hal, U 1
Session I0: _S27-E4R-01 1
Copy Irretaton I
Al Al
[ Fmmict Aimncens by Erad Addhess \
Aocead larves (=0
|
Al
Cance
S p—

Note: This is the end of setting up a review session.

Questions/Help?
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General guidance for actions taken during a review:

40.

41.

Note: Overall process for completing an electronic review using Bluebeam is provided in the
Bluebeam DFD PM Review Workflow located here: https://doa.wi.gov/Pages/Bluebeam-Technical-
Review.aspx.

Comments shall be made to the documents using one of the 6 tools in the designated tool set for
each discipline. A DFD Project Manager shall use the PROJECT MANAGER tools when commenting; a
person doing the roofing review shall use the ROOFING tool set; a person doing the plumbing review
should use the PLUMBING tool set, etc.

Each tool has a set of properties that also show up in the Markups List at the bottom of the screen.
As an example, a comment made by the DFD Project Manager will show up with a Subject as PROJECT
MANAGER. The A/E team’s responses will be nested with each comment. The columns can be sorted
or filtered to view comments by a specific discipline, page, author, etc.

Markops List ~ § « &

Fage Label~  Commenbs

Questions/Help?
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42. At any time during the session missing/revised documents can be added by the DFD PM.
a) Go to Setting Up Review in this document. Follow steps 4-21.
b) Right click document and select Add to open Studio Session.

Adding additional doei

Clrl+5hift+3

FI": PLACE A n Studio Session

43. At any time during the session, you can generate and save a report that contains a list of all

comments.
a) Click Batch > Summary.

Batch ( Window
Crop & Page Satup
Rotate Pages
Split Documer ts
Headers & Foc lers
Security
Apply Stamp
Compare DocL ments
Overlay Pages
Reduce Fibe Siz 2
Repair PDF

Flatten Markug 3

Summary

Print...

Questions/Help?
denise.hawleyl@wisconsin.gov or
matthew.dappl@wisconsin.gov
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b) Select CSV in the Export As field.
c) Select alocation to save the report to.

d) Click OK to create the report.
44, Click the Leave Session button next to the session name to leave a session and return later. This
does not finish or close the session; it allows you to enter a different session.

Studio - | (] Tes

Test - 317-746-663 ~

My Status:
Leave Session

- Attendees ¢ 2 IR

45. When Technical Reviewers are finished reviewing each of the documents in the session, they will let
the DFD PM and A/E team know they are finished by changing their status to “Finished.”
o Go to My Status and click the down arrow.
o Select Finished.

Studio ~ [Z]

21125, PR Review, Guodhue Hall, | [+

My Status: | Finished

Firi
~  Attend Reviewing

Wating
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Finishing a Session:

46. After all comments have been responded to by the A/E, the review session can be completed.

47. You must complete the session by clicking on the session name and clicking Finish Session.
This makes the Session link inactive and doegZhot allow comments or regponses to be added to
the files.

Studio v E] H

21L2S, PR Review, Goodhue Hall, | m—'!

Pl Finish Session

Questions/Help?
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48. Confirm Save In Folder is selected.
a) Click the box with the ellipses and navigate to your project folder in
G:\Division_Documents\All_Projects_by_Agency.
b) Check the Close files after finishing checkbox

Fimish Session X

21125, PR Review, Goodhue Hall, UW-Whitewater - 544-687-630
Include Markups

Name Emad
] Denise Hawley - DFD denise hawley 1 @wisconsin gov

Save Options

() Sawe {Ovenwrite Existing)

(®)|Save kn Folder v
[G:\Dwvision_Documents Al_Projects_by_Agency\z Closed ||
[ Session Subfolder

\ () Do not save files
E C]meﬂesaftﬁ'ftﬂmgl
Report Options
] Generate Repost
[C:\Users\hawledhct\OneDrive - State of Wil | . | | Settings...

=
--E""_/

c) If you would like to generate a report (optional), navigate to the folder where you want the
report saved by clicking the box with the ellipses.
d) Click OK. (Uncheck the box if you do not want a report generated.)
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49. Once documents have been saved to the project folder, you will receive a completed message.
50. Click OK.

51.

52.

53.

Bluebea

Completed

"21L25-00-PR-Specification-GPa TEST pdf" copied to "G:
Division_Documents®All_Projects Mgy _Agencyz Closed Projects’Test
w2125 Design PR Review'21L25- R-5Specification<GPC-TEST pdf”
"21L25-00-PR-Cost Estimate-TEST (1).pM copied to "G:
Division_Documents®All_Projects_by_Agermy*z Closed Projects’Test
%2125 Design PR Review'21L25-00-PRLCa imate-TEST (1).pdf”
"21L25-00-PR-Drawings-TEST pdf" copied to "G™MJivision_Documents
“All_Projects_by_Agency’z Closed Projects’ Test'2 “Design®PR
Review 21L25-00-PR-Drawings-TES T pdf”

OK

Go to SharePoint (https://doa.dfdmdocs.wisconsin.gov/) and select your project folder.

Go to File Explorer H and navigate to your project folder under

G:\Division_Documents\All_Projects_by_Agency\.

Place the window with File Explorer next to SharePoint.
B 21es x  + . . - | [Z] | = | PRReview
< C {t & doadfdmdocswisconsingov/Pro.. & Yr & # O o : File Home  Share
@ Oracle PeopleSoft S..  §% Cherwell Web Portal  (Z) DFDIS - WisBuild » Other bookmarks < v <« Des...
SharePoint Sites % ? Hawley, Denise - DOA (DFD] ~ # Quick access
I Desktop

FILES  LIBRARY || MANAGE ) SHARE Yy Fouow O & Downloads
|

= Scope : 4. Prelim Design (3) /2] Documents

3items  State: (&) Online
GPC-TEST @

£ HEW

View

> PRRe.. v o

Name

B 21L25-00-PR-Cost Estimate-TEST
B 21L25-00-PR-Drawings-TEST
[B) 21L25-00-PR-Specification-GPC-TEST

kg, 21L25-00- Preliminary =] Pictures
PR-Cost Review Ebuilder Reports Requested
Estimate- Document Old Drafts
TEST = new
\r  ® OneDrive - State of Wisconsi
_.% 21L25-00- Preliminary
FR- Review P PR Review
Drawings- Document
TEST & vew @ OneDrive - State of Wisconsin
. [ Desktop
_.% 21L25-00- Preliminary  Specification .
PR- Review & Documents v <
Specification- Document

O Search PR Review

54. In File Explorer, select the first document you want to copy, then hold the Shift and select the last
document you want to copy. All documents in between should be highlighted.

)
Mame Date modified Type Size
ﬂ 21L25-00-PR-Cost Estimate-TEST 172672023 2:49 PM PDF Document 97 KB
ﬂ 21L25-00-PR-Drawings-TEST 1/26/2023 4:46 PM PDF Document 063 KB
B 21L25-00-PR-Specification-GPC-TEST 1/23/2023 3:54 PM PDF Dacument 5,080 KB
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https://doa.dfdmdocs.wisconsin.gov/

55. Drag those documents over to your project folder in SharePoint.

Es

56. You will receive a message saying “A file with the same name already exists”. Click the checkbox to

“Do this for the next # of conflicts”.

o this for the next 2 conflicts

57. Click Replace It.

58. Confirm the newest version of your document has saved.
59. Click the check boxes next to the documents you uploaded that are checked out.

S Scope : 4. Prelim Design (9]

Doourmen 02
Docurment 3 359 PM Ray Whate 0.2
Docurment » 10/2/2023 3:59 PM Rayy White o2
Prefirmmnary Revwew Document B/15/2023 10:31 AM Fay White
Docurment /272023 3:59 PM Ray White 02
Design Report Design Report Summarny 0 & 018

61. Click Check In.

62. Another box will pop up.
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63. Leave minor version selected

64. Update “Retain your checkout after checking in?” to Yes.

Retain Check Out

Comments

e —

Dealont P M

:-I“I-’ your check out after checking in?

Carce

65. Click Ok.

This completes the review. Files on SharePoint should contain comments and responses. They are to
remain checked out. This will prevent someone else from inadvertently overriding or deleting the files.
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CLOSING A REVIEW STARTED IN REVU 18

1. Remove IE Extension by following steps on pages 2 and 3.

2. Create new folder by following steps 1-3 under setting up a review on page 12.

3. Finish a session by following steps on page 25-28.

AVAILABLE OPTION TO OPEN DOCUMENTS ON SHAREPOINT

1. View in Browser

a) Hover over document until you get the down arrow to appear. Click the arrow, then click

View in Browser.

\s

o Scope : 4. Prelim Design (3)

Open In Revu

View in Browser

Comvert to PDF

LasCard Lhnack Ll

2. Download a copy

a) Hover over document until you get the down arrow to appear.

Download a Copy.

Click the arrow, then click

2 Scope : 4, Prelim Design (3

b) Go to File Explorer n and select Downloads.

ﬁ Home Share View

- « 4 ¥ » ThisPC »

3 Quick access

I Desktop

I& Downloads I

Mame

~ Today (3)

c) Double click the document to open in Bluebeam.
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ADDITIONAL INFORMATION

Note: Users can reactivate a Session within 120 days of closing it, if needed.
To reactivate a review session:

Go to https://studio.bluebeam.com/Default.aspx

Login

From My Sessions, click the Session you want to reactivate

In the Profile tab, click the Status dropdown and select Active

Click Update

Open Bluebeam and login to Studio and you should now see that session

Note: If a DFD PM opens a document that is currently checked out, they will need to remember to hit the
“X” in the upper right hand corner of the document to close it. Do NOT click “Check In”.

ADDITIONAL INFORMATION ON SESSIONS

500 attendees per session

5k files can be uploaded at 1 GB each

Markups can be 10 MB each

Studio sessions remain on Bluebeam servers for 120 days after they are finished

Be patient for files to load, it can take some time depending on size; disconnecting from VPN
also helps speed up the process

The Record List documents every action done by each member in the order it was done; click to
jump to that action.

S = =

k Record  Nofifications  Pending
6.pdf” N

5 [A]l pReigstad: Added
Highlight (145)

s [A] pReigstad: Added
Highlight (2 Clearing and
Grubbing Acre 0.3 &
4000.00 §

1,280.00

3 Silt Fence LF.

508 200 %

100.00

4 Site

Earthwork C.Y. 1000 $

750 8§ 7,500.00
5 Inlet

Protection EACH 4 §
600.00 § 240000
6 Demolition of

Existing 5i)

7 {} PReigstad: Left Sessio
¢ () PReigstad: Joined
? {} PReigstad: Left Session

When you place a markup, you can alert an attendee by right clicking on the markup and select
Attendee; use the chat box to comment or ask questions.

Click the filter list to select which items you want to see.

You can also see what an attendee is doing as they are doing it by selecting them under the
Attendee list and click Follow Attendee.
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