
 
 

 

Advanced Topics Using the Sheet Set Manager in 
AutoCAD 
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GEN15297 Do you still open drawings one at a time? Do you print drawings one at a time? Do you update the 

index sheet on a drawing package when a drawing name changes? If you answered yes to any of those 

questions, then this class is for you. The Sheet Set Manager (SSM) in AutoCAD® is your ultimate document 

management tool. The SSM is an electronic database of all your project information which can be added to a 

template file eliminating the chance for error and populating data throughout the project. In this class we will setup 

a design project using a template, organize all of the sheets, and publish the entire set to pdf when complete. At 

the end of this class, you will be able to take your existing company title blocks and create a template to use on all 

projects increasing your productivity and efficiency. 

 

Description 

All design and drafting projects have a set of drawings that are required to complete the report, presentation or 

design. The SSM can be used as an organizational tool similar to setting up a folder in windows where you can 

access the files quickly and create subfolders to manage the project. The real power behind the SSM is creating a 

template and populating project data throughout the entire package, using this electronic database of information 

to streamline the design process. By using the SSM with your design projects you will build a custom template 

that you can bring back to the office and use as a guide as you customize your company standard title blocks. 

You will save time, be efficient and be that go to guy or gal when you get back to the office 

 

Learning Objectives 

 

¶ Understand, Identify, and Utilize advanced functions of the SSM. 
 

¶ Populate Data through your entire project with the SSM. 
 

¶ Create a Sheet Set Template to be used as your company standard. 
 

¶ Publish the entire drawing package to pdf, dwf, or direct print. 
 
Your AU Expert 

Sam Lucido presents workshops on CAD standards, tools, and productivity techniques to managers and users 

by holding hands on labs as well as live presentations. He has more than 25 years of CAD experience involving 

production design, drafting, user support, and standards coordination. Sam continues to be very self-motivated 

and enjoys working in a team environment collaborating on design and creating high quality deliverables. He is 

the owner of CADproTips.com and is an AutoCAD Certified Professional as well as an Autodesk Expert Elite 

Member. 

slucido@haleyaldrich.com 
http://www.CadProtips.com 
@CADproTips 

http://www.cadprotips.com/
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Figure 3: SSM Palette 
Figure 3: SSM Palette 

Figure 2: Application Menu 

Figure 2: Menu Bar 

Introduction 

Any design project you work on requires a set of drawings and specifications to accompany the report which specifies the 

intent of the design. All of these aspects require preparation and good document and project organization. A Sheet Set is a 

great tool to manage your drawings from start to finish in your design. If you use Sheet Sets in the most basic way you are 

just taking drawing files and organizing them in proper order so they can be easily accessed when working through your 

project. With Sheet Sets you can have others on your team work on one subset while you work on another making 

collaboration and managing your design package an easy task.  

 

The Sheet set manager can be found on the ribbon under the application menu as shown in Figure 1. If you use the 

menubar you can find it under the file section shown in Figure 2. Finally, for those of you who use the command prompt 

type SSM. After you successfully create a sheet set you can view your Sheet Set through the SSM Palette as shown in Figure 

3 to the right.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: In this tutorial you will see highlighted portions of text; these portions of text will notify you to perform a 

specific task within AutoCAD. As you go through the tutorial, additional information about each task you perform 

will be included in that highlighted body of text. Also, this document contains sections to take notes, look for the 

table at the end of several pages where you can add your personal notes and ideas on the topic covered. 
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Figure 4: Sheet Set Wizard 

 

Templates 

The one thing we have to keep in mind is that when we create our sheet set template (.dws) file we need to link 

that to our company title block (.dwt) template file.  Keeping these two files linked together will help us 

populate the data and link the fields as we start new projects in AutoCAD. To understand and effectively apply 

sheet sets, you must understand templates, layouts, fields, blocks, attributes, views, and external references. As 

you work through sheet sets take time to review some of the topics above to make yourself more comfortable 

as you work through the sheet set process. [ŜǘΩǎ ǎǘŀǊǘ ōȅ ŎǊŜŀǘƛƴƎ ǘƘŜ ǎƘŜŜǘ ǎŜǘ ǘŜƳǇƭŀǘŜ ŦƛǊǎǘ ŀŦǘŜǊ ǘƘŀǘ ƛǎ 

complete we will bring in our title block and link that to the sheet set file. 

The Sheet Set Template (.dst) 

Open up AutoCAD and move to the Application Menu 

and select New Sheet Set as shown in the Figure the 

right. We are going to start the sheet set wizard and 

use an existing sample set supplied by Autodesk. In a 

later section we will configure the Options menu to 

point to our new template location. 
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We are going to start 

by using one of the 

templates that are 

provided with AutoCAD. 

Select a sheet set to 

use as an example then 

choose the Civil 

Imperial Sheet Set as 

shown in Figure 5a and 

hit Next >.  You will 

now enter the Sheet 

Set Details as shown in 

Figure 5b. Remember 

you can edit these later.   

 

 

 

 

 

 

 

Enter all data as shown below in Figure 5b. Step 1 is the name of the sheet set file (DST file extension). In Step 2 

add a short description of the project (i.e. what is the project scope) or other important information you feel 

would help the end user. Step 3 (Important) is where you want you template file to live on your network. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 5a: Start with example provided 

Figure 5b: SSM Information and location 



 

6 
 

Figure 6a: Save the. dst file to your project folder 

Figure 6b: Save the. dst file to your project folder 

In Step 3 select the ellipses as shown (1) and save the drawing to the root folder (2) of our project as shown in 

Figure 6a below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In this tutorial we will be saving our Sheet Set file (DST) to the root project folder where our CAD files will be 

located as shown below in Figure 6b. They DO NOT have to be in the same location but good practice is to keep 

those together since they have common information which will be shared throughout the design project. 
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In the Sheet set details window in Figure 7 your path changes and you are ready to complete the Sheet Set. 

Make sure you have the box checked under Create a folder hierarchy based on subsets as shown. This will 

ensure that any subsets that are contained within your sheet set will carry over when using this file as a starting 

point. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

We are now at the Confirm section of the wizard. Notice the details as shown in Figure 8 on the next page. 

Those subsets are included in the civil template that we started with. We are going to use those as a guide and 

rename to create our own template which will give us the ability to have subsets directly related to our project 

work. The blue arrows indicate that you can use the slider to move up and down to view the properties of your 

sheet set. 

 

Notes 

 

 

 

 

 

 

 

 

Figure 7: The Sheet Set Location 
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Select Finish and save the Sheet Set. 

 

When you move out to the folder we selected you will now see the Sheet Set Template file as shown in Figure 8. 

We have now saved our file and are ready to begin creating ouǊ ŘǊŀǿƛƴƎ ŦƛƭŜ ǘŜƳǇƭŀǘŜ ǘƻ ƭƛƴƪ ōǳǘ ƭŜǘΩǎ ǘŀƪŜ ŎŀǊŜ 

of some minor housekeeping before we do that. Note: we will be using this file as our template and it will be 

copied to the default template folder for our standard. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 9: Sheet Set Created and saved 
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You should now all have AutoCAD Open and have the AU2016 Project Sheet Set open. Notice how all of the 

subsets have been pulled from the civil template we selected in the beginning.  We are going to rename those 

by selecting the subset and right clicking as shown in the images below.  

Perform steps 1 through 5 as shown below in Figure 9. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You have now completed the start of the template for your sheet set.  Next we need to bring in our title block 

and connect the files together and introduce sheet set fields. 

Subsets 

Underneath your AU2016 project you have a list of names or subsets (Title Sheet, Site Plans, Details and working 
files). Subsets provide a way in the sheet set manager to organize all of your project files similar to folders in 
windows explorer. Subsets are not required although they can provide significant help in organizing different 
phases of the project. For example, Title sheet and legend, process, mechanical, electrical and details.  All of 
these items can be placed in subsets for easy organization and the benefit is you can print or plot each subset 
with the click of the mouse.  Many times in design projects these different parts are reviewed by different 
people specializing in each discipline. What I like to do is have a working file subset and check the Do not publish 
in sheet set and keep all of my working files organized in there until completion of the project. 

Figure 9: Rename the Subsets 

1. Right-click and rename Grading Plans to Title Sheet. 

2. Right-click and rename Utility Plans to Site Plans. 

3. Right-click and rename Roadway Plans and Profiles to Details. 

4. Right-click and rename Drainage to Working files. 

5. Right-click and delete Sanitary and Sewer. 
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The Template File:  Title block drawing template (DWT) 

Open up drawing 01_ANSID_TitleBlock-Complete.dwg located in the dwg folder. 

 

This drawing file is a standard 22 x 34 D size drawing with attributes added.  We are going to take that drawing 

and use to create our template for the project.   

 

Save this drawing to the root folder where your sheet set is located and name it 12042015_C-100.  We are going 

to create our first page for our design set.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

We have now saved our drawing and we also have our sheet set open as shown in Figure 11 from windows 

explorer. Notice how our sheet set file is saved in the same location as our template. The sheet set template 

(.dst) does not have to be located along with the drawing files. I like to have this in the same location as my 

design files for better organization. I have seen others use folders named Sheets, SSM, Setup, etc. Use the 

method that works for workflow on your current project and company standards. 

 

Figure 10: Save your drawing file. 



 

11 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Page Setups and Templates 

One of the most important features of the SSM is the ability to print the entire set from the SSM. To do this we 

have to create page setups in our template file. You can reference any drawing file within your design project. 

Placing the page setups in the template will ensure that all of the drawings are pointing to one standard 

template file created when starting the project. 

 

Continuing on with our drawing file, tȅǇŜ ǇŀƎŜ ŀǘ ǘƘŜ ŎƻƳƳŀƴŘ ǇǊƻƳǇǘ ŀƴŘ ƭŜǘΩǎ review our page setups within 

our template file.  

 

We have two there and we would like to create one additional page setup since we will use the override 

function to print our sheet set at an 11 x 17 size. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 11: The template files in a common location 

Figure 12: Page Setup Manager 
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Select New as shown in Figure 12 and name the new page setup to 11 x 17 PDF as shown below in Figure 13. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

We are going to use 3 simple steps as shown below to complete our new 11 x 17-page setup. 

Step 1: Name the page setup to 11 x 17 PDF 

Step 2: Change the paper size the ANSI B (17 x 11 inches) 

Step 3: Change the plot scale from 1:2.   

Why 1:2? We are starting with a page in our design that is 22 x 34 in size and we want the ability to print half 

size as we move through the project. Practice: Select New again and create an 11 x 17 DWF page setup. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 13: Plot dialog box (Page Setup) 

Figure 14: Plot dialog box 
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Hit OK to complete the page setup and you will have a new page to use in our overrides setting.  Review your 

project and add all of the page options you feel you will need in the beginning then you will not have any 

questions when you are working though the design.  

 

You can add these quickly through the SSM if you forget one or two along the way.   

Save your drawing file (i.e. 1115_2016_C-100.dwg). 

 

Notes: 
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Introduction to Sheet Sets and Fields 

There is a drawing for you to practice with name 01_ANSID_TitleBlock.dwg. Use this drawing to add all of the 

attributes, one at a time, and then link those to the DST file. The more you practice the better you will become 

at the process. We started with the complete file but I also wanted to provide a blank file for you to get started 

with. You can add the attributes as you populate the Sheet Set template. I like to complete my template first to 

make sure I am in compliance with all my company standards.  The attributes added into our file are as shown in 

Figure and I also have provided the field name (in blue) to show you what field will be linked to that section of 

our file. 

 

 

1. Drawing name. 

CurrentSheetDescription 

2. Project name 
CurrentSheetSetProjectName 

3.  Second line in title - Phase 

 CurrentSheetProjectPhase 

4. Drawn by 
CurrentSheetCustom 

5. Checked by 
CurrentSheetCustom 

6. Sheet number 
CurrentSheetNumber 

7. Sheet total 
CurrentSheetSetCustom 

8. Drawing number 

CurrentSheetTitle 

9. Date 
CurrentSheetSetProjectMilestone 

10. Scale 
CurrentSheetSetCustom 

11. Revision number 
CurrentSheetSetCustom 

12. Revision description 
CurrentSheetSetCustom 

13. Revision date 
CurrentSheetSetCustom 

 

 

We are going to continue with the same 

drawing and start adding our custom 

properties. 

 

 

 

 

Figure 15: Introduction to Fields 
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If you want to start with a new file open drawing 02_ANSID_TitleBlock-Pagesetups.dwg located in the template 

folder of our project setup. This file is a standard 22 x 34 D size drawing with attributes and page setups 

complete. You will need to save over the existing 12042014_C-100.dwg file in our project folder. 

Your screen should look like something as shown below. We have our SSM open with our AU2016 project and 

our drawing file open with our page setups and attributes. We are now going to update the data within the 

drawing file then save to a template. Save our drawing file and if you started with a new one overwrite the 

existing file in our template folder. First thing we have to do is bring that layout into our sheet set. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This will be our first drawing and the drawing we will save as our template. We have to keep it connected to the 

sheet set until we get all of the properties set. 

 

Right-Click on the Title Sheet Subset and select 

LƳǇƻǊǘ [ŀȅƻǳǘ ŀǎ {ƘŜŜǘΧas shown to the right. 
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Browse to your drawing file in explorer (i.e. 12042014_C-100.dwg and select the file. You will be importing 

layout C-100 into our sheet set as shown in Figure 17a. Check the box under drawing name and Import Layout. 

Keep in mind that the drawing file we started with contained a layout; you must have a layout (sheet) in your 

drawing to be able to import the sheet. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The layout will be imported into the set and now is linked.  We can right-click and rename the sheet as we are 

going to use the properties of the renamed layout to populate our title bock.  

 

Right click your drawing file and rename as shown in Figure 17b. Take a look below as I have shown you a read 

more section. If you have this box checked your drawing file (out on the network) will be renamed. Be careful as 

I have learned from experience that leaving this checked will confuse other users not realizing that they are 

actually changing the name of the file. 

 

 

 

 

 

 

Figure 17a: Import Layout as Sheets 
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We are good to go!  Your Sheet Set should look like the image shown in Figure 18 below with one sheet 1 of 

your drawing set named C-100. We will be able to move around and change names when we begin our design 

project.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 17b: Rename the Sheet and Layout 

Figure 18: Drawing attached to your Sheet Set 
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Right-click the Sheet Set name (AU2016 Project) and add the project control fields as shown in Figure 19. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Sheet Set Properties dialog box will appear. Enter the project control data as shown below and in Figure 20. 

These are standard field supplied by Autodesk and can be used to control universal project data. 

¶ Project number:  GEN9539_01 

¶ Project name:   AUTODESK UNIVERSITY 2016 

¶ Project phase:   SHEET SET MANAGER PROJECT 

¶ Project milestone:  11-15-2016 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 20: Sheet Set Custom Properties 

Figure 19: Drawing attached to your Sheet Set 
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After completing the data hit OK. We will revisit this section again soon. 

 

Save your drawing.   

 

We now have our project control fields in there now we want to add our custom fields which control more 

project specific details.  We will now add the custom fields one by one, some sheet custom fields and others 

sheet set custom properties. 

 

Begin by right-clicking on the AU2016 Project Sheet Set again as shown in Figure 21 and selecting properties. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 21: Custom Sheet Properties 
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We will start by cleaning up the custom properties preparing for us to add our new custom properties that will 

be a part of our company standard. 

 

1. Select Edit Custom Properties  

 

2. Select Delete 
 

3. Remove all of the default project data contained in the Sheet Set 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 22: Custom Sheet Properties 


