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Section A: Tips for Reviewers

1.0 Add aLeader to a Callout

1.1 Right-click on the callout
1.2 Click on “Add Leader”

v . . " " M " I " " ” " »

Ctri+X

(NG
1000 HANGER. SEE

Add Leader

Layer

Order

Alignment

Capture

Lock Clri+Shift+L

Comments

Ch

Alert Attendee

fOM  10/11/2018 3:18:12 PM Check connection defail

& Properties

1.3 Left-click to position additional leader

TYF.

gy ALy
<y
HAMGER. SEE P000 HANGER, SEE
L}

2.0 Delete aLeader from a Callout

21  Select the Callout
2.2 Hold your Shift Key down
2.3 Pick on the yellow grip at the tip of the leader you want removed.
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3.0 Change Cloud Shape with Control Points

3.1 Select comment shape
3.2 Hold your Shift Key down

3.3  Pick a spot within any segment of the shape, the control point will be added.
3.4 Move control point to desired location

@ SECTION

SCALE: 178 = 1=0"
"

KEY NOTIES! : NOTES:

[ 1. THE LUGHTING EQUNFMENT IS MOT PART OF
HEW LIGHT FIXTURES E THE CONTRACT. THESE WILL BE OWHER
[

©)

FURMNISHED OWNER INSTALLED.

THEATRICHL LIGHTING 2. REFER TO ELECTRICAL DRAMNGS FOR

i
PIPE GRi ; ADDIIONAL. INFORMATIOH,
i

HEW MECHANICAL REGISTER ON THE
| EXISTING |OUCTS TO REMAIN. REFER TO i
o DETAIL 1|0W M=4.1 FOR ADDTIONAL o
M, INFORMAT 0. 5

' HEW THEATRICAL FLOOR. REFER TO SHE.ET'-
A3

3.5 Ifrequired you can also right click on a line segment and select “Convert to Arc” to make round
edges.

4.0 Delete Control Points within a Markup Cloud

41 Select cloud
4.2 Hold your Shift Key down
4.3  Pick on the control point you want to remove

5.0 Locate Comments Quickly using the Dimmer

Note: The Dimmer command can also be found in the “View” pull-down menu, or by pressing Ctrl-F5

5.1  The Dimmer button fades the drawing contents to allow comments to be seen easier.

gl

@ Level 2 - Gross Floor Area (G.F.A.)
1/32"= 1-0"

Markup Comment
OPEN SPACE (SEC 135)

SEE EXECUTIVE SUMMARY OF CASE 2015-005
DRAWING 1/G006 (PAGE G.06 FROM THE APPF
APPLICATION).
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6.0 Split the Screen to Compare Two Documents

6.1  Open two documents for review
6.2 In bottom left corner of Bluebeam document window, click a split screen button. Split screen

buttons include both Vertical split E and Horizontal split E
6.3 A second Bluebeam document window will open

[® 610_100CD DWG (1)* X

Studio v &

[

P H
Q

My Status:
9]

{t!

& A..

7.0 Using Multiple Monitors to Compare Two Documents

7.1 Open documents for review

7.2 Todrag a window to a second monitor, click the document tab at the top and drag
7.3 Hold and drag to second monitor

7.4  Double-click top of new window to make full screen

—y TP e
A

- 5
> S

5 Carrwe. T - .
-+
== &
A= ’ )
s
s y ,
i J :
3 : o
2] B
.
L . .
: Py e eee
5 f A B B ey
'.A e ’}? . — 2 ~ do—"
\ H \ W 5
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8.0 Syncing Views on Split Screen Documents

8.1  Select previous phase document
8.2 In bottom right corner of Bluebeam document window click Sync dropdown arrow
8.3 Check Page or Document

8.3.1  Page will sync the movements of the current page being viewed

8.3.2 Document will sync the movements of the current page and will also sync page turns
of documents

8.3.3  If sheets have been added in the new set this feature will not work

e = af K= i = ] ]
| | = d_‘* .

J— -
.-;|42.‘

Document
Page

42.00x 3000 In

9.0 Forwarding Comments —into a Revised Submittal

Note: If comment has not been incorporated by the Design Team in the subsequent submittal

9.1  Highlight comment in the bottom markup list
9.2 Right-click comment on document above
9.3 Select copy

. . \&3)

Confirm this is] i B ‘
-omplaint withe
specificatioh§, H

2 .

Cir+X

Cir+C I3

Ctrl+V

& tPainter Cir+Snift+C Q,Qyz

-

Layer

Order

Alignment

9.4  Select subsequent submittal document window

9.5 Paste Option 1: Right-click document where comment will be placed. Select paste

9.6 Paste Option 2: Press Ctrl-Shift-V. Markup will paste in exact same location from old to new
page.

9.7 Paste Option 3: Click “Paste in Place” button . Markup will paste in exact same location
from old to new page.

9.8 Edit FORWARDED comment as needed

9.9 Return to previous submittal

9.10 Go to status column

9.11 Double left-click highlighted area
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9.12 Use the UCSD REVIEWER Menu
9.13 Select OPEN

Date 4§ comments

5/7/2020 12:36:56 PM verify and coordinate these notes with UCSD req
Gensler notes?

5/7/2020 11:41:49 AM Design Team (Document Originator) >
UCSD Reviewer Back Check > CLOSED
OPEN

10.0 Snapshot Tool —to Copy an Area of the Page
10.1 Select Snapshot tool from the top tool bar

Revu File Edit View Document Batch Tools Wwindow Help
5 B2l B @ [B]D BolBX|tDe
[@) v Project LAUSD Sample Project ID: 144236:591 Name: 610.100CD DWG (1) [ v Pages:38 |[O

[® 610_100CD DWG (1)* X [ ...D Exhibits 20180831 ] ... sign Team-2018-09-28 [ ... FOM, PDM 2018+

fre}

NN TR
[ Te wTe Te

T} GLASSROOM BUILDING G=FLOOR PLAN (2)-SLASSROOM BUILING G- DEMOUTION FLOG!

P
E
E
2
8
E
2

10.3 Selected area will be outlined in blue
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10.4 Snapshots can be pasted back into Bluebeam or into other programs (Excel, Word, Outlook,

etc.)

10.5 Paste the snapshot into the program and/or document

o~

——

Note: Pasted snapshots will maintain the original scale and may need to be reduced in size

10.6 Click and drag from any corner to reduce size

11.0 Change the Color of a Pasted Snapshot

Note: See Snapshot Tool to first create a Snapshot. The color of the Snapshot can be changed to

contrast against the page

11.1 Paste snapshot to desired location in document

11.2 Resize as needed

UCSD Electronic Review Process
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11.3 Click properties tab
11.4 Select Change Colors

o=
o
Cﬁ%ﬁ;fﬂ; L+ L T
NN i
\\ L J' » —— - ’i 4\\
11.5 Color Processing Window will open
11.6 Select Source Color: (typically Black)
11.7 This is the original color of the text
I Color Processing Y 4 @1
Process Type: [Modrfy[‘,o\urs v]
Process
Source Color: D To: E] [T] Tolerance
|
A
Preview
Before Ater:
]
/ / ‘
Es Es
| P | P
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Color Processing Y =

Process Type: [Modrfy Colars ']
Process

Source Color: E] [T] Tolerance

Preview
Before After:
I
\
I
2 _
4] <
| P - ha
|
\ .
Y Y

11.8 Select “To:" Color (Example: Red)
11.9 Confirm color change in Preview
11.10 Click OK

12.0 Page Overlay - for Original vs. Revised Page(s) Comparison
12.1 Open both documents to be overlaid
12.2 Click Overlay Pages button , or select Overlay Pages from Document pull-down menu

Revu File Edit View Document  Batch Tools Window Help

5 | = Eh W) (&) A

H} v | Session: Sample Proje: 1111111) Comp Mod - Design Management 1D 30

= []0310.00DWE X ] 0410.50CDDWG
—

12.3 Overlay Pages window will open

UCSD Electronic Review Process 12/1/2020
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12.4 Double-click either document to change parameters — ex. change pages option: All Pages,
Current Page, or Custom Range, custom color for Page, etc.
12.5 Click OK to save parameter changes

Overlay Pages... &J
Layers
Document Color Layer Pages
4 || 0310_DD DWG pdf Il 0310_DDDWG 25
0410_50CD DWG pdf [  0410.50CD DWG 25
v

12.6 A new PDF document will be created labeled Overlay, each document overlaid is now a
separate layer

12.7 To turn layers on and off go to layers tab

12.8 Click eye image in box to turn off

12.9 Click box to turn on

[55] 5 | HANGER CONNECTION DETAL

UCSD Electronic Review Process 12/1/2020
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13.0 Document Comparison —to Compare entire Documents

Note: Document comparison will only function if the Revised Document has the exact number of
pages in the exact order. Page Overlay is the recommended way to compare document pages.

13.1  Open both documents to be compared
13.2 Select Compare Documents tool from top tool bar

Revu File Edit View Document Batch Tools Window Help

B E = ¢ 3w & [@ (A

H] ~ | Session: Sample Project {11111111) Comp Mod - Design Management 1D

= [Joso_opows x ] car0.s0c0 DWG

13.3 Compare Documents window will open

13.3.1 Note: Documents must have same page range to be compared
13.3.2 Ensure Document A is the new phase
13.3.3 Ensure Document B is the previous

13.4 Click OK to compare documents

-

Compare Documents l-zhj
Document A
Document:  0410_50CD DWG pdf v m
25 ~ of 45
Document B
Document:  0310_ DD DWG pdf - m
25 - [of 45
Output Folder:
CUsers‘kohalmys'\Documents [j

Manual Alignment:

Select Window | | Pick Paits

Cther Options:
Split-screen view (synchronize) [] Tum on Dimmer
Comparison type: [Pn‘nted Documents {same prirter) v]

(o) (o)
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13.5 New file will be created with changes clouded in red

14.0 Page Index —to Sort Pages in Markups List

Note: Adding the Page Index column in the Markups List will sort pages in the order they appear in

the drawing set.

14.1

LR IR !

SYMBOLS

L T P—
A

O -

SCOPE OF WORK

iy

e

0B &
Markups List

= ﬁfﬁ Columns
Markups Author

Capture

.~ Design Standards

< Others (14)
Others

o, Others

Manage Columns...

UCSD Electronic Review Process
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SD RHU

SD RHU
SD RHU

Page Label

A-51 NEW ELEVATIONS CL

T1.0 TITLE SHEET, INDEX T.
T1.0 TITLE SHEET, INDEX T.

A-5.1 NEW ELEVATIONS CL...

NEW ELEVATIONS CL

A-5.1 NEW ELEVATIONS CL...
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14.2 If Page Index is not listed go to Manage Columns

mB &
Markups List -

= ﬁfﬁ Columns

Markups
Capture >
» Design Standards:
T pesign Star
P
1+ Design
~ Others (14)
Others

PROJECT DIREGTORY SYMBOLS SCOPE OF WORK

o B EEa [ C—eme | SRS
T =

R R T e

. z

B B | o SN~

= mE=s .
ol et -

= Em ET

Subject
A
p
[y
c
C
St

SD RHU

9D RHU

Manage Columns... db RuU

1 NEW ELEVATIONS CL

T.0 TITLE SHEET, INDEX T.
T.0 TITLE SHEET, INDEX T.
.1 NEW ELEVATIONS CL...

1 NEW ELEVATIONS CL
1 NEW ELEVATIONS CL

14.3 In the Manage Columns window, check Page Index

d
Manage Columns 3

-

=5)

Display Order

Column Display Order

m

MName Type
Y Subject Built4n
Buitt-in
l v Buitt-in
Buitt-in
Buitt-n
I Colar Builtin
U v 5 Buittn
Page Index Built4n
(| =] Lock Buitt-in
[l [ Checkmark Builtin
[ Creation Date Built-in

|
[] Depth Built4n
[ Rise/Drop Built-in
[ Slana B i iry
Reset

=)

14.4 Click OK

UCSD Electronic Review Process
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14.5 Select Page Index Column to sort pages by the order they appear in the document

Comments i} Pagelndex .

T1.0 TITLE SHEET, INDEX TO DRAWINGS AND
NOTES
rev

CORRECT THIS

NOT FOLLOWING

ejrikgjlkeqjtkql]

6-9°

15.0 Use Filters to Sort and Refine Markup Comments
15.1 Standard Filters

15.2 Click Filter tab
15.3 Select column to filter

A =] i RS O N @ A 2894%
Markups List v ¥ v &  Search E =
Page Label Y Auth.. Y Date Y Comments Y S. v

3 A205C .. Beverly Ca...

15.4 Select funnel filter to choose filter topic

15.5 Custom Filters

15.6 Click Filter tab

15.7 Select column to filter

15.8 Select drop down

15.9 Select “Custom”

15.10 Select Subject and choose search qualifier, ie equals, contains, ends with
15.11 Select search phrase

15.12 Select AND or OR to expand or restrict custom filter search

15.13 Select OK

UCSD Electronic Review Process 12/1/2020
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16.0 Using the “My Tools” Toolset & Keyboard Shortcuts

The My Tools Toolset (at the top of the Tool Chest) has two big uses: storing a customized note, and
creating a keyboard shortcut for frequently used markups

Tool Chest -

.~ My Tools

-

16.1

16.2

16.3

16.4

Adding a custom markup to My Tools (two options)

16.1.1 Create a custom note or other custom markup on the page

16.1.2 Click and drag the new markup from the page into My Tools (option 1)

16.1.3 Right-click on an existing markup (on the page) and select “Add to Tool Chest”, and
select the My Tools Toolset (option 2)

Customizing My Tools

16.2.1 Double-click the new tool in My Tools to change it between Properties mode and
Drawing mode.

Note: Markups in the Tool Chest can function in two different modes. Drawing mode
creates an exact copy of the tool added to the Tool Chest (ex. a commonly-used text
note added on multiple projects). Properties mode will create a new markup using the
same visual properties of the original markup (ex. to create a keyboard shortcut to a
commonly-use markup, like a callout).

My Tools Keyboard Shortcuts

16.3.1 When a tool is added to My Tools, it will automatically be assigned a keyboard
shortcut number. Simply type that number (no enter or spacebar, just the number) to
activate that tool going forward.

Sharing Custom Markups Between Departments

16.4.1 Create custom notes following the instructions above and add all notes to a page
16.4.2 Share the document with another user (outside of a Session)
16.4.3 The additional user can right-click the custom note and add to their My Tools tool set

17.0 Setting Temporary Scale of a Drawing Page for Dimensioning while in a Session

Note: Use this command to set a temporary Scale prior to any measurements of a drawing.

17.1
17.2

17.3
17.4

Locate the Floor Plans
Verify a scale is listed in the title of the Floor Plan on the Sheet

MAIN LEVEL FLOOR PLAN
@| s =10 |

Within the “Measurements” panel E locate the Page Scale section
Set Precision to 1/2

UCSD Electronic Review Process 12/1/2020
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17.5

17.6

Select the scale from the “Preset” Scales

Measurements v

- Aviavie ko~

v Page Scale A

Page: A2.1.3-MAIN LEVEL FINISH..

Scale: Calibrate
® Preset Custom
1/8"=10"
132 =10"
1/16* =10
Precision: aessly

v /8 =10

v Measu
3/16" = 10"

/4 =1-0°

Note: Once the scale has been selected for a page, that scale is temporarily stored in the
page. After closing the file the scale will need to be reset.

To determine if page scales have been applied on pages, go to the Thumbnails. Check “Page
Scale” in the Thumbnail Label Options to view page scales.

1]

Thumbnails v =+ &

+ Page Label

0o

‘ +/ Page Scale

G0.0-COVER GO0.1 - DRAWIN G0.2-REFERE AD.0-EXISTIN.
Scale Not Set Scale Not Set 1in=101 1/8"=1-0"

® 6 BE @

18.0 Calibrating Drawing Pages that have an Unknown Scale

Note: To use the Calibrate command there must be a known dimension on the page to reference.
Use this command to set a Scale prior to any measurements of a drawing.

18.1 Locate page to calibrate
18.2  Within the "Measurements” panel E locate the Page Scale section
18.3 Set Precision to 1/2
18.4 Click the “Calibrate” button
Measurements v
e: A2.1.3-MAIN LEVEL FINISH..
Calibrate
Note: the Calibrate button works by selecting two points, and then entering the known distance
between the two points. This sets a scale.
UCSD Electronic Review Process 12/1/2020
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18.5 Locate a dimension or bar scale on the drawing. Select two points that are a known distance
apart

) 3

S
20-8"

SN i

18.6 Enter the dimension known on the drawing. This will set a scale on the sheet.

Calibrate

Enter the distance on the drawing between the two points

Scale: Preset (@ Custom
2.584991 in ~v 20'—3'1
Precision: | 1/4

Page Range: | Current (1)

Recalibrate Apply Scale Cancel

UCSD Electronic Review Process 12/1/2020
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Section B: Tips for Administrators & Support Staff

19.0 Archive Session Files & Comments: Copying Session Files to the Studio Project

Note: This method copies files, including all markup comments, from the Bluebeam Studio Project to
the Bluebeam Studio Session.

19.1
19.2
19.3

19.4
19.5

19.6
19.7

Join Session
Open Session document to be archived
Select Save AS (DMS) Icon

E[Z] 5| E (& @ Ak

~  Session: Sample Project (11111111) Comp Mod - Design Management 1D: 3 6 2 9 Pages: 45

SOTOMAYOR LEARNIN

2050 M. SAMN FERMAR
LOS ANGELES, Cf

CONVERSION TO P:HTS. MEDIA &k

PROJECT COLIN NO, 10¢

Save Project File window will open
Open to 2. Archive > Design > Design Management folder (Double-click parent folder to
expand)

19.5.1 Note: UCSD Version 1 and UCSD Approved files should be loaded to their respective
archive folders

Save Praject_FiLe.-.- r ' E @1

Bl studio://studio blusbeam com./144-236-591/DB/2. Archive/A. Design/1. Design Management I

Name: Status Created Date

g |~ T

4

2
PDF Fies ('pdf)  +| |
| SaveToDisk ||| OK || Cancel |

File Namel 0310_ DD DWG Comments pdf

Name file with comment identifier (i.e Comments)
Click OK to save file to project folder

UCSD Electronic Review Process 12/1/2020
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20.0 Archive Session Files & Comments: Copying Session Files / Overwriting Project Files

Note: This Section applies only to in a Linked Studio Project. A “Linked” Bluebeam Studio Project
indicates a Studio Project where the files were added directly from the Studio Project to the Studio
Session (right-click, add to new/existing Studio Session). The Bluebeam Studio Project and
Bluebeam Studio Session must be linked in order to “update” from Session to Project.

Using this method will OVERWRITE THE ORIGINAL STUDIO PROJECT FILES. If the intention is not
to overwrite the original files, or if the Session and Project are not linked together, refer to the
previous Section, titled “Copying Session Documents to the Studio Project”. Also note that while
Copying Session documents (described in the previous Section) is the preferred method, the method
described in this Section is the faster method — because documents do not have to be opened before
updating back to the Bluebeam Studio Project.

20.1 Join the Bluebeam Session
20.2 Identify the Session files to be
20.3 Copy the Session files back to the Studio Project

20.3.1 Once QC is complete for each approved document: right click the file in the
“Documents” area of the Session and select “Update Project Copy”

Studio - || goi

199 Jones Street REVIEW - 470-731-185 ~ [ [

My Status:

> Attendees

~ Documents

@ 199 JONES_SITE DWGS (SAMPLE).pdf
Open .pdf

Update Project Copy -pdf

Delete

Properties

Note: The “Update Project Copy” command copies the file (including all markups) from
the Session and replaces (updates) the copy of the file in the Bluebeam Project.
Bluebeam Project has the ability to restore previous versions, so the original version
of the file can be recovered if needed.

If the “Update Project Copy” option is not displayed when right-clicking the file, check
the permissions of the studio account. Account email must have “Full Control”
permisson allowed.

20.3.2 Add a comment (optional) and Check In the document

Check In X

studio://studio.bluebeam com/sessions/470-731-185/2020-0103-44<

Comment

QC'd by John Smith -Approved

e

UCSD Electronic Review Process 12/1/2020
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20.3.3 After clicking “Update Project Copy”, Studio will display a message regarding updating
the file located in Bluebeam Project

20.3.4 Once the file in Bluebeam Project is updated (may take several minutes), a notification
is displayed at the bottom of the “Record” section within the Session log

~ Documents
Bluebeam Studio [3) 199 JONES_SITE DWGS (SAMPLE).pdf
2020-0103-4444_BLDG DWGS.pdf
202005227714_AUTH AGENT.pdf

Studio has received your request to
update the Project copy of 199
JONES_SITE DWGS (SAMPLE).pdf. A
message will be posted in the Session Record Notifications Pending
record log once completed. e NS, o M LSS NN N et

Project Copy
115 ) Troy Barbu - NON-WORK Account: Left

Session
116 ) Troy Barbu - FIRE: Joined Session

117 ] Troy Barbu - FIRE: Updated 199
JONES_SITE DWGS (SAMPLE).pdf Project Copy %

Chat =

#H#B B 8L (23.50,-6.24)

20.4 Join the Bluebeam Project
20.5 Locate the updated files

Note: To verify the Project file has been updated, right-click the file and select “Revision
History”. The latest version will be at the top of the list. Verify Date of Check In or comment.

Revision History X
# Version# Date Operation Email Comment
I 0O 3 12 6/9/2020 451:06 PM Checked In troy.barbu@aecom.com Checked in from Session: QC'd by John Smith - Approved I
2 1 6/5/2020 3:52:26 PM CheckedIn  troy.barbui@aecom.com Checked in from Session: Approved Set
O 1 10 6/2/202011:3955AM  Added troy barbu@aecom.com

Note: Previous versions of the document can be recovered using the Revision History dialog

21.0 Archive comments as an editable report table in Excel

21.1 Filter as required, see Exhibit F1 for filtering
21.2 Click Summary lcon > Select CSV Summary from drop-down

Markups List ~ Y
Page Label CSV Summary

~ JimXanthos, LAUSD CRT (1) ummary
:1 4 Jim Xanthos, LAUSD CRT |1 9 AM ummary
~ Miriam Tu, LAUSD CRT (13)

rint Surmma
0 Miriam Tu, LAUSD CRT 10/3/2018 9:40:01 AM ” le mention this group is part of the "Techi
- per Exhibit H4?

Miriam Tu, LAU T
Miriam Tu, LAUSD CR

UCSD Electronic Review Process 12/1/2020
Exhibit F Bluebeam Tips and Tricks Page 19




UCSan Diego

21.3 Click the Column tab > Confirm desired columns are selected

Markup Summary

Files.
Name Pages

44 | AUSD Exhibit List 2018-09-28.pdf All Pages (1-88)

Save... Load...

Columns Filter and Sort Output

Name Sample Type

Page Label Exhibit AT Workflow for Design Bid Build__. Built-in
Author Miriam Tu, LAUSD CRT Built-In
Date 1074 8 Built-in
‘Comments Change to "M&0" Built-In
Subject Group Built-in
Page Index Built-In
Lock y Built-in
Checkmark Built-In
(Creation Date 8 Built-in
Color Built-In
X 1.6682 in Built-in
Y 6.9644 in Built-in
Document Width ~ 3.6424 in Built-in
Document Heinht 1 5255 in Ruit-In

Show Empty Columns Save Config Load Config

Cancel
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21.4 Click the Filter and Sort Tab > Confirm filtering as desired, if additional filtering is required do

so at this time

Markup Summary

Files.
Name Pages

43_ERP-2018 Guidelines for LAUSD Reviewers and Consultants 2018+ | All Pages (1-9)

Save... Load...

Columns Filter and Sort Output

Name Filter
Page Label [an]
Author [an]
Date [an]
Comments [AI]
Status [an]

Subject [an]

Show All Columns
Sort By = Author ~ Ascending
Then by = Date v Ascending v Remove

Then by ~ Ascending

Save Config Load Config

Cancel

21.5 Export to the Bluebeam Studio Project
21.6 Select browse button next to export

Columns Filter and Sort Output

Export as: | CSVY

Export to: | CAUsers\kohalmys\Desktop

Owerwrite Existing File
21.7 Select Folder to Save To window will open

Select Folder to Save Ta

Location
hitps://studio bluebeam.com
From isk

21.8 Select Project > Click OK
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21.9 Select Project Folder to save to 2. Archive > Design > Design Management folder (Double-
click parent folder to expand)

21.9.1 Note: UCSD Version 1 and UCSD Approved files should be loaded to their respective
archive folders

E] studio://studio bluebeam.com,/144-236-591/DB/2. Archive/A. Design/1. Design Management

MName Status Created Date

4 m 2

Folder Name: -

Select From Disk | [ Select Folder | [ Gancel |

21.10 Click Select Folder
21.11 Title Document as required
21.12 Click OK

Markup Summary

Files

Name Pages

0310_ DD DWG. pdf All Pages (1 - 45)

Columns Filter and Sort Output

Export as:

Exportto: | st Archive/A. Desig

0310_DD DWG.pdf Markup Summary
Create Mult] r Subject
Append Dat

Include: Markups

+| Column Headers
ID Columns
| Include Measurement Units

| Format Numbers

+/| Open File After Creation Save Config Load Config

Cancel

22.0 Archive comments as a PDF report
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22.1 Filter markups as required
22.2 Click Summary Icon > Select PDF Summary from drop-down

Markups List ~ Y

Page Label mmary
- Jim Xanthos, LAUSD CRT (1) XML Summary
s Jim Xanthos, LAUSD CRT 0 9 I PDF Summary

>
Miriam Tu, LAUSD CRT (13) = Print Summary

Miriam Tu, LAUSD CRT mention this group is part of the “Techn

Review Team’ per Exhibit H4?
Miriam Tu, LAUSD CRT 0 Al ‘Will this di t perlinks to thi

Miriam Tu, LAUSD CRT 0 I fy if DM will still sel

22.3 Click the Column tab > Confirm desired columns are selected

Name Pages

44_LAUSD Exhibit List 2018-09-28.pdf All Pages (1- 88)

Save.. Load
Columns Filter and Sort Output

Name sample Type

Page Label Exhibit A1 Workfl gn Bid Build..  Builtin
Author Miriam Tu, LAUSD CRT Buiftin
Date Buiftin
Comments Buiftin
Subject Group Buiftin
Page Index Buiftin
Lock ] Buiftin
Checkmark Buiftin
Creation Date / 8 Buiftin
Color Buiftin
X 1.6682in Buiftin
Y 6.9644in Buiftin
Document Width ~ 3.6424 in Buiftin

Pocument Heinht 0 5255 1n RuiftIn

Show Empty Golumns Save Config Load Gonfig

Cancel
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22.4 Click the Filter and Sort Tab > Confirm if additional filtering is required

Markup Summary

Files

Name Pages

43_ERP-2018 Guidelines for LAUSD Reviewers and Consultants 20184 | All Pages (1-9)

Columns Filter a Output

Name
Page Label
Author
Date
Comments
Status

Subject

w All Columns

rtBy | Author g
Thenby | Date v g v| | Remove
Then by v| | Ascending v

Save Config Load Gonfig

225 Export to the Bluebeam Studio Project
22.6 Select browse button next to export

Columns Filter and Sort Qutput

Export as: | PDF

Export to: | C:\Users\kohalmys\Deskiop
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22.7 Select Folder to Save To window will open. Output can be exported to the Bluebeam Project or
to a local drive

22.8 Title Document as required

229 Click OK

Markup Summary

Files

Name Pages

0310_DD DWG.pdf All Pages (1- 45)

Save. Load

Columns Filter and Sort Output

Create Multiple Rep:
Append Daf
Template: None

Insert page Break per

Style: | Flow
Thumbnail: | Large
Include Page Content

% Padding:

/| Open File After Creation Load Config

23.0 Archive documents to Local Drive

23.1 Join Bluebeam Studio Project
23.2 Go to Archive > Design > Applicable archive folder

@ Ak

(Owner: BluebeamAUSDAdming n.com Created: 6.

0_DD DWG

E5 1. Design Management

ES A Design

Sample Project (11111111) -CompMod - [ DB~ [ 2 Archive

[=] Sample Project (11111111)-CompMod 1 3 [0 B -

> Bos Name ~ Date Created

. 0310_DD DWG.csv 10/19/2018 11:59:48 AM
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23.3 Select file(s) for download, right-click, select download copy

Revu File Edit View Document

5

~ | Projec nple P (11111111)-Comp Mod 1D: 144

=}

£ [E] sample Project (11111111) - Comp Mod

Batch

Tools

91 Owner: BluebeamlAUSDAdM

DD DWG

Window Help

2 AM  Upload 5]

Fl RishR Sample Project (11111111)-CompMod ~ [ DB~ [ 2 Archive - ] A Desion ~ £ 1. Desian
Sl (=] sample Project (11111111)-CompMod = [ [ [
S > Boe Name A~ DateGreate
S I 0310_DD DWGCsY 10/19/201¢
E Open
®
& [F checkout
| L, Download Copy
Rename. F2
&2 cut Ctrl+X
[ copy Ctri+C
X Delete Del
[ Share Link...
Revision History
Properties.
Pending

23.4 Select location to save to (i.e. Desktop, downloads) and click Save.

(4 Sove As ——
O v/ oesitop »
Organize = New folder

43 Favories
B Desitop
# Downloads
Recent Places
Working Folder

DCR level B Dorms - Shorteut

oawood State Prison

48 Computer
Filename: 0310_DD DWG.csv

Save ss type: | All Files ()

= Hide Folders

(& Biuebeam Rew

00000000_Bluebeam Studio Implementstion - Shortcut

3 Libraries.
3 Kohaimy, Shelby
M Computer

S Network

(& Bivebeam

| swve Cancel
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24.0 Change Session Ownership

241 Go to studio.bluebeam.com
24.2 Login with Bluebeam Studio credentials

# Bluebeam Studio

& https://studio.blusbeam.com

evangelique.zhac@lausd.net

24.3 Select Session from list under My Sessions tab
24.4 Select Reassign Ownership tab

# Bluebeam Studio

# https://studio.bluebeam.com/Main.aspx

Reassign Ownership

Enter the email address of the new session owner:

cp-dwayne.lawrence@lausd.net Apply
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24.5 Enter email from new session owner
24.6 Click Apply

| Bluebeam Studio

8 https//studio.bluebeam.com/Main.aspx

My Sessions

My Profile

Reassign Ownership

Enter the email address of the new session owner:

cp-dwayne.lawrence@lausd.net Apply

Successfully changed session owner. Migrated 53 aitendees, 2 groups, and 8 permissions.

24.7 Ownership is now transferred permanently, and the session are removed from ‘My Sessions’
list.
248 Bluebeam Projects can also be transferred using the same procedure.

25.0 Grant Full Permission for Session

25.1 Select Session from Session list
25.2 Select Session name
25.3 Click Settings from drop-down menu

s 5

Studio )
Sample Project (11111111) Comp Mod -

Settings: O._

~ Attendees ¢ »

& Admin, LAUSD

UCSD Electronic Review Process 12/1/2020
Exhibit F Bluebeam Tips and Tricks Page 28



UCSan Diego

254
25.5

256

257

25.8

Go the Permissions Tab
Click Green Plus lcon

coveall (I F -

General Mmdeﬁl Pemissions I
Users/Groups Applied Permissions
D =
- Print Alow
X Markup Allow
| Markup Alert Allow
Add Documents Deny
Full Control Deny
Save As
Attendees have the "Save As" option enabled for all session
documents.

[ ok J[ conce J[ eow |

Add Users/Groups window will open

Note: Person requiring full permission must have attended the session previously

Select User from list

F h
Add Users/Groups - u

& fxd8531@lausd.net

* jason.ellis@lausd.net

k jerardo.ruiz@lausd.net

* judie. zelles@lausd.net
juliz. hawkinson1@/ausd.net
kelly tovalin@lausd net
lesh.guthrie@lausd.net

michael. maurizio@lausd.net

She Die Do Die S

nick.gillock@lausd.net

m

oK | [ Cancel |

Click OK
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25.9 Change Full Control for select name to Allow

————
SessionSetlings. ;' r - _—

Femosns

Users/Groups Applied Pemmissions
/7 Aftendees Save As
Print
E" jesus.carbajal @lausd.net Mariup

Markup Alert

[ R— o =

Full Control

Attendees have full administrative rights. This ovemides all other
options.

25.10 Click Apply
25.11 Click OK

26.0 Studio Invite Groups

Note: An outlook invite group can be used to invite a group of people to a Bluebeam Studio Project to

save time

26.1 Open Bluebeam and select project or session where contact group will need session invite and
select invite icon invitation screen will open select from Address book

Project Invitation u

Project Information

Project Name: 00-000000 DSA Sample Project

Pt 542572143
Invitees
E-mail Address
W
X
Address Book...

Message (Optional)

Cancel
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26.2 Changes browse location to local contacts list

Search: () Name only @ More columns  Address Book

Offline Global Address List-evangehque‘zg Advanced Find
evangeligue.zhao@lausd.net

— Offline Global Address List
Type your search keywords and dick 'Go" 80| 10121 Address List -

All Address Lists

All Contacts

All Distribution Lists

All Groups

All Rooms

All Users

Offline Global Address List
Public Folders

o) Coman)

26.3 Select invite group to add click To— click okay list will add to invite screen

Search: () Name only (@ More columns  Address Book
Mao Search Results - Contacts - Advanced Find

| Mame Display Mame |

M&:0 TSU group M&:0 TSU group -
2% M&O TTT group M&0 TTT group
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26.4 Click OK to load emails into the invite list

Session Invitation |_§3
Session Information
Session Name:
Session ID:  937-885-167
Invitees
Email Address -
[ l angel gomez @lausd net -
bryan hirata@lausd net
it || danny sapia@lausd net
darcy redford@lausd net
X || david bakman@lausd net
“. l emilio rios@{ausd net
- erc donnell@ausd net
erich beling@lausd net
gamett barber@lausd net
el s o s M s i gl o
Message (Optional)
Note: A Sessionis mted to 500 Attendees.

" y,

26.5 Click OK to send invite.

27.0 Scanned Document Prep

NOTE: Scanned documents are slow to regenerate in Bluebeam; therefore, all scanned documents
are required to go through the preparation section. It is not recommended to work with scanned
image copies of huge drawings as it can cause rendering issues.

27.1 Open the scanned PDF file
27.2 Export file to JPEG - Go the File Menu (located at the top of the Bluebeam screen)
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27.3 Go to Export at bottom of menu

27.4 Select JPEG

Revu File

Edit

View

Document Batch Tools

27.5
276
27.7
27.8

=
=
o}
-
5]
-
1=
-
=
-
=
=
o}
-
5]
=

3

New PDF...
New PDF from Template...
Open Ctrl+0
Open Recent
MNew Studio Project...
Create
Combine...
Ctrl+F4
Ctrl+Shift+W

Save As... Ctrl+Shift+S

Publish As

Email Templates

Export

Print... Ctrl+P

Browser window will open
Select New Folder

Double left-click on the New Folder to open
Select Save

28.0 Image files to PDF:

UCSD Electronic Review Process
Exhibit F Bluebeam Tips and Tricks

B

Force Review ID: 677-185-318 Namsg

B ...-0709

Archive as PDF/A
TIFF

JPEG

PNG

GIF

BMP

Text

RTF

HTML

Word Document
Excel Workbook

[ ..-0928
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28.1 Select Create from drop-down menu

File Edit View ument Batch To

[ New PDF.. 0
New PDF from Template... >

B3 Open Ctr+0 Force Review ID: 677-185-318 Nam

Open Recent >
[E| New Studio Project... H ..0709 H ..0028
&) Create > |® FromFile Ctrl+N
bine... [® From Multiple Files ~
Ctrl+F4 £, From Scanner or Camera
Ctrl+Shift+W Layered PDF
PDF Package

[E2 SaveAs.. Ctrh+Shift+S

Publish As

Email Templates

28.2 Select from Multiple files
28.3 Browser window will open

Organize v New folder =2~ 0l @

¢ Favorites
P Desktop
# Downloads
] Recent Places
Working Folder
00000000_Bluebeam Studio Implem
60299953 - CDCR level 1 Dorms - Sh) _
60306982 - Ironwoed State Prison |
LAUSD

610100CDDWG | 610.100CDDWG | | 610_100CDDWG | | 610_100CDDWG | | 610_100CDDWG || 610_100CD DWG
Page025,pg Page026,pg Page 027.jpg Page 028.pg Page 029.pg Page 030.jpg

3 Libraries
3 Documents 610_100CD DWG 610_100CD DWG 610_100CD DWG 610_100CD DWG 610_100CD DWG 610_100CD DWG
s Page03Lipg Page032ipg Page 033.jpg Page 034.jpg Page 035.pg Page 036.,/pg
& Music

&= Pictures -

B videos

i

1% Computer
% Marletplace (A) 610 100CDDWG | | 610_100CD DWG L
£ 05Disk (C) - Page 037.jpg Page 038.jpg -
File name: "610_100CD DWG Page 001 jpg” "610_100CD DWG Page 002.jpg” "610_100CD DWG Page 003.jpg" "610_100CD [ v | All Files (%) -

Cancel

28.4 Go to folder where files are located
28.5 Select image files you want to use
28.6 Select Open
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28.7 Stapler dialog will open
28.8 Select ‘Advanced...’ Button

e EEEEE—

Step 1: Add source folders and files

Filename Path Application la ~
E] 510_100CD DWG Ps.. C:\Users'kohalmys'D...  ImageConverter n
610_100CD DWG Pa... CilUsers\kohalmys\D... ImageConverter n
A | 610_100CD DWG Pa... C:\Users\kohalmys\D... ImageConverter n
610_100CD DWG Pa... Ci\Users\kohalmys\D... ImageConverter 1l
¥ || £10_100CD DWG Pa.. C:\Users'kohalmys\D... ImageConverter n
610_100CD DWG Pa... C:\Users'kohalmys\D... ImageCaonverter e
X ) PO — FI . =

Step 2 Select Output
@ One Output File pdf

4

(©) One Output File Per Document Advanced.

Step 3: Set Output Folder
(©) Use source file folder

@ Pick Custom Folder C:Users\iohalmys'\Downloads

o

28.9 Select 96 dpi from the resolution image drop down
28.10 Select OK

ave As File Type

Default Save As Type: |PDF Files (* pdf) N
Default Color Settings: | True Color (24 bit) w7
Image Compression Resolution Line Merge
() Photographs (JPEG Line: @ Print (") Draft []Line Merge
) Graphics (ZIF)
Image: _ dpi Blend Mode: |MNormal (none) -
() [Default]

JPEG Quality: Tmage ArtcATasg Opacity: 100 % -
Post Process Vet m

[C] Enable Manage Graphics: |High -

l
[ ok ] [ Cancel | [ Hep
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28.11 Add a file name to the ‘One Output File’ field
28.12 Select Use source file folder

Step 1: Add source folders and files

Filename Path Application La *
B 610_100CD DWG Pa... C:\Users'kohalmys\D.. ImageConverter 1
610_100CD DWG Ps... C:\Users\kohalmys'D... ImageConverter 11
4 | 610_100CD DWG Pa... CiUserstkohalmys'D... ImageConverter 1
610_100CD DWG Pa... C\Users'kohalmys\D... ImageConverter "
¥ || 610_100CD DWG Pa... C:\Users‘\kohalmys'D... ImageConverter 11
610_100CD DWG Pa... C:\Users'kohalmys\D.. ImageConverter s
« n r

[ Include Subfolders

Step 2: Select Output
I @) One Out;m File _Scanned Drawings | v]

© One Output File Per Document

Step 3: Set Output Folder

@ Use source file folder

(©) Pick Custom Folder C:\Users'kohalmys'\Downloads D

28.13 Click OK
28.14 Run Optical Character Recognition on Scanned PDF files
28.15 Go to Batch menu

NOTE: this Section requires Bluebeam eXtreme software version
Revu File Edit View Document Batch Tools Window Help

B B =29 = Y0P KT n w B AL E D

- [® RotatePages
[mv v Name: Scanned Drawings Pages: 38 D

Split Documents
£ File Access Scanned Dra
E ]

Headers & Footers.

v Recents Security.

N E Stamps Sign & Seal
> 5 2018-10-12 100% Sub Apply Stamp

> 5 New folder Link

OR RESIDENTIAL REN

DRAWING INDEX PE

> fj Current Task Orders

e © m 88 ™

> £ October Invoices

> r:_] Signatures

> £ Downloads
> [ session Documents

Compare Documents.
Overlay Pages.

Slip Sheet...
OCR i’ﬁ,’vll-cv DATA
Script

Reduce File Size

Repair PDF

28.16 Select OCR from the menu
28.17 Confirm all pages of open file

28.18 Set Language
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28.19 Set Document Type to CAD Drawings
28.20 Check Detect Vertical Text
28.21 Check Detect text in pictures and drawings

Files

Name Pages

Scanned Drawings.pdf All Pages (1-38)

28.22 Uncheck all other options & click OK
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