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Description 

The implementation of digital technologies in the field is revolutionizing the construction 
industry. Several contractors have gone paperless on the jobsite, or are at least trying to 
significantly reduce the amount of paperwork used. The BIM 360 platform is a major factor in 
their ability to manage information and have a single source of truth. The BIM 360 products help 
improve productivity, maintain quality and safety, and preserve the project schedule and budget. 
With the next generation of BIM 360 products, there is a single cloud-based platform that 
connects all of the tools that you use. Whether you are new to BIM 360 or have used the classic 
field product, come check out the top 10 things you need to know for field management using 
BIM 360. 
 

Speaker 

As an AEC Consultant for 4D Technologies, Jason Boehning is passionate about helping 
organizations build a more productive workforce, simplify workflows, and standardize processes 
to achieve better outcomes. Jason is also the Building Content Manager for all building design 
and construction CADLearning products from 4D Technologies, driving BIM content and 
developing on-demand learning materials for Autodesk software, including Revit, BIM 360, and 
Dynamo. Jason has a degree in Mechanical Engineering from Texas A&M. Since 2012, he has 
made a career of teaching building professionals how to use digital tools to increase productivity 
for sustainable design and construction. Jason speaks at events and conferences all around the 
world. He is a repeat, top-rated speaker at both BILT North America and Autodesk University. 
Jason is an Autodesk Certified Professional for Revit Architecture, Revit Structure, Revit MEP 
Mechanical, and Revit MEP Electrical. He also served as an Autodesk Revit Mentor All-Star for 
Revit users. 
 

Learning Objectives 

• Learn how to create and manage issues to increase efficiency and maintain safety 
in the field. 

• Learn how to use photos and digital documents for quality control. 

• Learn how to utilize checklists to support quality control and produce punch lists. 

• Learn about recording daily activities to maintain a project schedule. 
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Introduction 

If you've had any interaction with Autodesk over the past two years, then I'm sure you've heard 
of BIM 360. BIM 360 has definitely been the center of their focus. That focus has brought about 
dramatic changes to the product. As a result, some confusion has been created. For example, 
you may have heard terms such as BIM 360 Field, Classic Field, Next Gen Field Management, 
BIM 360 Build, and more! What is going on?! 
 
It's time to start clearing things up! To begin, Autodesk has rolled out the next-generation BIM 
360 platform. It's been out for over a year, so it's time to start referring to it simply as “BIM 360” 
and not “next-gen BIM 360.” We can refer to the older tools as “classic BIM 360.” 
 
At this point in time, some people are just now looking to make the switch to BIM 360, some 
people are thinking about transitioning from the classic tools, and others are already 
successfully using the new BIM 360 modules. Regardless of where you are, we will look at the 
features you need to know in BIM 360 for the preconstruction and construction phases of a 
project. More specifically, we will look at the 10 things you need to know for BIM 360 Field 
Management. 
 

The Top 10 Things You Need to Know for BIM 360 Field Management 
1. What BIM 360 is and how it can be used for field workflows. 
2. How to manage accounts and create projects with the Account Admin module. 
3. How to manage projects and members with the Project Admin module. 
4. How to upload and manage documents with the Document Management module. 
5. How to create and manage RFIs. 
6. How to use Field Management checklists for quality, safety, and more. 
7. How to collaborate with the team using issues. 
8. How to record daily activities with the daily logs features in Field Management. 
9. How to use the BIM 360 mobile apps when away from the office. 
10. How to utilize third-party tools and custom integrations to increase productivity in BIM 

360. 
 

  



 
 

 

Page 5 

BIM 360 Overview 

10 BIM 360 Quick Facts: 
1. BIM 360 is Autodesk's cloud-based platform for project delivery and construction 

management. 
2. BIM 360 is built on Forge, which is Autodesk's development platform. 
3. BIM 360 is comprised of various modules, which are essentially groupings of features to 

support specific workflows. For example, Document Management, Field Management, 
and Project Management are modules. 

4. A BIM 360 Build subscription includes access to Document Management, Field 
Management, Project Management, Insight, Project Admin, Account Admin, and classic 
BIM 360 Field. 

5. Subscriptions are based on a certain number of "seats" or members in an account. 
6. You can run BIM 360 in the field through a web browser on a laptop or Surface. 
7. There are currently two mobile apps available for the next-gen BIM 360 platform: BIM 

360 and BIM 360 Docs. 
8. The BIM 360 app is available for Android and iOS devices. 
9. The BIM 360 Docs app is only available for iOS devices. 
10. You can download documents to view and work with offline through the web browser 

and mobile apps. 
 

What is BIM 360? 
BIM 360 is a single cloud platform for project delivery and construction management. From 
design collaboration, documentation, and reviews; to pre-construction; and even to quality and 
safety and operations, BIM 360 connects people, data, and workflows on a project.  
 
BIM 360 actually contains several different tools, all connected to the same platform. For this 
reason, BIM 360 can be used during early design stages all the way to construction and into 
operations. The different tools are referred to as modules. For example, there are modules for 
Document Management, Design Collaboration, Model Coordination, Field Management, and so 
on. 
 
One of the key aspects of BIM is to have a single-source of truth, or common data environment, 
for all project information. BIM 360 seeks to accomplish this through a single cloud platform. 
Once again, all of the modules are connected to the same platform; therefore, all of the 
information created and saved in the modules is being stored in the same platform. 
Users can access BIM 360 through a subscription. There are numerous subscription options, all 
based on the various modules, so users can choose the one that they need. 
 
Furthermore, as with most Autodesk products, third-party applications can connect to BIM 360 
through the API. Users can then add these third-party apps to BIM 360 to enhance and 
automate tasks. 
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Account Admin 

The Account Admin module is where you create projects, add and manage account members, 
add and manage companies, view account analytics and settings, and view and download third-
party apps. It's critical that projects are set up correctly to avoid problems down the road. 
 

 
ACCOUNT ADMIN DIAGRAM 

 

Adding and Managing Companies 
On the COMPANIES tab, you can begin adding companies to the Company Directory. It is 
good practice to start here because members added to the account will need to be assigned to 
a company. This helps to keep track of the members in the account. 
 

 
COMPANIES TAB OF THE ACCOUNT ADMIN MODULE 
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When you click Add, the Create Company dialog opens. Here, you can specify basic 
information about the company. The information here helps manage the companies involved in 
your projects. 
 

 
CREATE COMPANY DIALOG FOR ADDING COMPANIES TO A BIM 360 ACCOUNT 

 

Adding and Managing Account Members 
Members can be added to the account first, or they can be added to a project. Either way, they 
will end up being a member in the account. Adding members to the account can expedite the 
process of setting up a project. On the MEMBERS tab, expand the Add button. 
 

 
MEMBERS TAB OF THE ACCOUNT ADMIN MODULE 
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You can add members to the Member Directory by simply entering their email. Take note that 
you can also invite people to be account admins. If you have a list of people in a spreadsheet, 
you can add people by importing the spreadsheet. 
 

 
ADD PEOPLE TO THE MEMBER DIRECTORY DIALOG 

Default Member Roles 
When adding members to the account, you can assign them a Default Role. Roles are 
important because they control permissions. In the account, members are assigned a default 
role. Then when they are added to a project, their project role is initially the account default role. 
Therefore, whatever role a member is likely to have in the project should be their account 
default role. 
 

 
ROLE-BASED DEFAULT PERMISSIONS 
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Roles determine which modules members have access to as well as their access level. The 
table above shows the default permissions for each role. You can view the entire Role-based 
Default Permissions table on the Autodesk BIM 360 help page. Member permissions can be 
overridden in a project, if needed. 
 

 
MEMBER PROFILE 

 
You can click a member's name in the Member Directory to open their Member Profile. You 
can view their Roles and Access here, as well as the Projects they are a part of. 

Creating Projects 
Once you are ready to create a project, simply click Add on the PROJECTS tab. You can 
create projects before adding members and companies, if you wish. 
 

 
PROJECTS TAB OF THE ACCOUNT ADMIN MODULE 

https://help.autodesk.com/view/BIM360D/ENU/?guid=GUID-7E2C374B-DADC-4E13-AEA7-C8DCF6838A31
https://help.autodesk.com/view/BIM360D/ENU/?guid=GUID-7E2C374B-DADC-4E13-AEA7-C8DCF6838A31
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In the Create Project Profile dialog, there are several fields to specify for the project. However, 
only the ones with an asterisk are mandatory to create the project. After specifying project 
information in the Create Project Profile dialog, click Save & continue. 
 

 
CREATE PROJECT PROFILE DIALOG 
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Activating Services 
The next step is to Activate Services. This is the step where you can choose which modules to 
enable for the project. You can also activate services from the Project Admin module. Be 
aware the Document Management must be activated for some of the other services to be 
activated. 
 

 
ACTIVATE SERVICES DIALOG TO ENABLE BIM 360 MODULES 

 
When you activate a service, you also have to assign a project administrator. Depending on the 
structure of your organization and the project, this may be you and/or other member(s). 
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When activating BIM 360 Field, you have the option of using the next-generation Field 
Management module, or the classic BIM 360 Field service. You cannot have both activated for 
the same project. However, if you do want to use both, activate Field Management for the BIM 
360 project, and then create another project just for the classic BIM 360 Field service. 
 

 
CLASSIC OR NEXT-GEN FIELD CAN BE ACTIVATED FOR BIM 360 FIELD 

Analytics 
The ANALYTICS tab contains a dashboard that shows information about your subscription, 
along with data about the members and companies in your account. 
 

 
ANALYTICS TAB OF THE ACCOUNT ADMIN MODULE 
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Settings 
On the SETTINGS tab, there are tabs to see your account Profile, set up Business Units, add 
Custom Integrations built on Autodesk Forge, and view Admin Activities. On the Profile tab, 
you can add or modify the image used for the account and adjust the account name. You can 
also see the Account Administrators and add additional account admins. There is also an 
option that pertains to field management. Allow Field Project Admins to add partner 
companies simply allows you to enable or disable the ability for field project admins to add 
companies to the account. 
 

 
SETTINGS TAB OF THE ACCOUNT ADMIN MODULE 

 
Business units are a way to organize projects. When creating a project, you can assign it to a 
business unit. This is one of the options in the Create Project Profile dialog. When projects are 
assigned to business units, you can use that information to filter project dashboards and reports. 
 
Additionally, custom integrations are applications developed by your organization. These would 
be applications developed on top of the Autodesk Forge platform that can integrate with BIM 
360. These may include applications to automate certain tasks or extract information from 
projects. 
 
Lastly, on the Admin Activities tab, you can view the Activity Log. This includes all 
administrative actions taken within the Account Admin and Project Admin modules. For 
example, you can see when admins added or removed users, edited account information, and 
so on. 
 

Apps 
There is also an APPS tab in the Account Admin module. This is where you can go to view 
and add third-party applications that can integrate with BIM 360. Refer to the Third-Party Tools 
and Custom Integrations section of this paper for additional information. 
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Project Admin 

The Project Admin module is where project administrators can manage projects. From the 
Account Admin module, you can click the project in the Project Directory to open it in the 
Project Admin module. 
 

 
PROJECT DIRECTORY IN THE ACCOUNT ADMIN MODULE 

 
If you are a project admin and not an account admin, you can access the Project Admin 
module through the module selector. When working in another module, click the module 
selector and then select Project Admin. 
 

 
THE MODULE SELECTOR ALLOWS YOU TO SWITCH TO ANOTHER MODULE 
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In the Project Admin module, project admins can manage the members in the project, view the 
companies that the project members belong to, control the services, and adjust project 
information. 
 

Adding and Managing Project Members 
On the MEMBERS tab of the Project Admin module, you can click Add to open the Add 
Project Members page. Here, you can type the names of people already added in the account, 
or you can add their email address to invite them to the project. 
 

 
MEMBERS TAB OF THE PROJECT ADMIN MODULE 

 
➢ After entering an email address, press ENTER. This tells the program that you've 

entered the email address, and the Select button becomes available. 
 
When adding a project member that has not been added to the account, they will receive an 
email invitation. Once they join the project, they will also be added to the account. 
 
After a member or several members are added on the Add Project Members page, click 
Select. When you do, the Company and Roles fields become available. For members that are 
not a part of the account, you will need to specify the Company and Roles since this wasn't 
done at the account level. This can be done in Project Admin when the invitation is pending. 
 
Additionally, when adding project members that are already added to the account, you can 
adjust the Company and Roles for the project. Be aware that a member can be assigned more 
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than one role. The roles allow you to organize members in the project. Roles also determine 
which modules members have access to, as well as their access level. Refer to the Default 
Member Roles section under Account Admin for additional detail. 
 

➢ Companies can be created on the fly when adding project members. 

 

 
CREATING A COMPANY IN PROJECT ADMIN 

 
Member permissions can be overridden in a project. Simply click the button below each module 
icon to toggle the access level. The options are No Access, Member, and Admin. After these 
fields are specified, click Add to Project. 
 

 
PROCESS OF ADDING A PROJECT MEMBER 
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After members are added, the Company, Role, and access levels can be adjusted. Take note 
that overriding the module access levels individually can make it difficult to manage. Best 
practice is to use the Role to control module access. 
 

 
MEMBERS TAB OF THE PROJECT ADMIN MODULE WITH PENDING MEMBER 

Viewing Companies 
In the Project Admin module, on the COMPANIES tab, you can view the companies which 
project members belong to. You can see the total number of project members that belong to 
each company. When you click a company tile, it will take you to the Company Profile in the 
Account Admin module. 
 

 
COMPANIES TAB OF THE PROJECT ADMIN MODULE 
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Controlling Services and Service Options 
In the Project Admin module, on the SERVICES tab, you can see which services, or modules, 
are Active and which ones are Inactive. For the services that are Inactive, you can use the 
Activate button to enable them. You can also click Show Admins to expand the service listing 
to show the admins. There is also an option to add additional admins for a service. Lastly, for 
the active services, a link will appear in the left pane. You can click this link to open a page 
containing the options for that module. 
 

 
SERVICES TAB OF THE PROJECT ADMIN MODULE 

 

Field Management Permissions 
When you click Field Management in the pane of the left, the available options appear. 
On the Permissions tab, you can define permissions for Templates and Checklists by 
setting a permission level for users. The permission level can be defined for individual 
users, all users in a company, or all users that have a certain role. 
 

 
FIELD MANAGEMENT SERVICE OPTIONS 
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The permission level can be set to Basic, View All, Create, View and Create, or Full 
Control. 
 

 
FIELD MANAGEMENT PERMISSION LEVELS 
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To define a permission level, select an individual User, a Role, or a Company, and then 
click Add. 
 

 
DEFINING PERMISSIONS FOR USERS, ROLES, AND COMPANIES 

 
Next, expand the drop-down under the item and select the permission level. 
 

 
FIELD MANAGEMENT PERMISSION LEVELS 
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Adding Locations for Field Management 
When using Field Management, you can add locations to help organize a project. 
Locations can be added to checklists and issues. Unfortunately, they are not linked to 
levels, areas, or rooms in the construction documents or model. 
 
To add locations in a project, make sure one of the module options is selected on the 
SERVICES tab, and then select Locations. (Locations is not available when Overview 
is selected.) When you select Locations, the Locations page opens. Here, you can see 
any existing locations and add new locations. 
 

 
LOCATIONS OPTIONS IN THE PROJECT ADMIN MODULE 

 
You can create locations to meet the needs of your project. These locations will then be 
available for other workflows in field management to specify a location in the project. 
You can also Import and Excel file that contains a list of locations. Click Download 
Template to download an Excel file that contains the required formatting for the 
locations template. 
 

 
AVAILABLE OPTIONS FOR ADDING LOCATIONS 
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When you click Add, a location will be added to the selected location. Since these are 
not linked to the model, you can define a methodology that makes sense for your 
workflow. For example, maybe you just want to define the floor levels and main areas of 
the building. Or, you can match the levels and rooms in the building model. Once again, 
simply select a location and click Add to add a new location to that branch. 
 

 
LOCATIONS FOR FIELD MANAGEMENT 

Adjusting Project Information 
In the Project Admin module, on the PROFILE tab, you can view the project information that 
was specified when the project was created. You can also click Edit to modify any of this 
information. On the left, you can add or change the project image and adjust the project name. 
You can also change the project status from Active to Inactive or Archived. The Project 
Status appears in the Project Directory in the Account Admin module. 
 

 
PROFILE TAB OF THE PROJECT ADMIN MODULE 
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Document Management 

The Document Management module is the core module of BIM 360. This module is much 
more than a cloud-based file storage system. Document Management provides unlimited 
storage for a project and supports all file types, making it the only repository needed for project 
information. 
 
You can create folder structures to meet the needs of your project and teams. Folder-level 
permissions can be defined to control the users that have access to the information. There are 
five available permission levels, and they can be defined for individual users, all users in a 
company, or all users that have a certain role. 
 
Furthermore, there are actually two different root folders that you can upload to: Plans and 
Project Files. You can publish PDF files and design files to the Plans folder, and sheet 
information will be extracted using OCR, or optical character recognition, technology. This is a 
helpful way to track document sets. 
 
Additionally, you can view and navigate around 2D files and 3D models in Document 
Management. You can do this through a browser or a supported mobile device. Markups and 
issues can also be created, assigned, and tracked. These features allow teams to collaborate 
more efficiently. 
 
Document Management also has excellent features to track file versions and changes. File 
versions are tracked, and you can restore a file to a previous version, if needed. There is also a 
tool for comparing versions of 2D and 3D documents. And for 2D documents, you can compare 
two different files. These features assist with coordination and change management. 
The Document Management module is much more than simply a place to store files. It 
provides teams with a single repository for project files, so that everyone can stay on track with 
the latest information. 

 
DOCUMENT MANAGEMENT 
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Defining Folder Permissions 
Permissions can be specified for each folder by defining a permission level for users. The 
permission level can be defined for individual users, all users in a company, or all users that 
have a certain role. The permission level can be set to Upload-only, View-only, View + 
Upload, View + Upload + Edit, View + Upload + Edit + Control. 
 

 
DOCUMENT MANAGEMENT PERMISSION LEVELS 
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This functionality provides flexibility for admins to define permissions to project data. As a 
project admin or someone who has full control of folder data, you can manage folder 
permissions. Once again, you can control the access of users based on roles, companies, or 
individuals. 
 
There are several capabilities and tasks that can be granted or restricted with the permission 
level. The permission levels control file, folder, and collaboration actions. You can view the full 
list of Document Management Folder Permissions on the Autodesk BIM 360 help page. 
 
For file permissions: 
 

• Upload-only allows users to upload files, view documents, and copy and move target 
folders. 

• View-only allows users to view and download documents, copy source folders, and view 
version history. 

• View + Upload allows users to view and download documents, copy and move target 
folders, copy the source folders, and view version history. 

• View + Upload + Edit and View + Upload + Edit + Control give users the same file 
actions as a project admin. These permission levels allow users to have full control over 
files, such as uploading and downloading files, adding title blocks, viewing and renaming 
documents, copying and moving source and target folders, deleting and restoring 
documents, and editing attribute values. 

 
For folder permissions: 
 

• Upload-only does not allow users to make any modifications to the folder. 

• View-only and View + Upload allow users to access the title block page, view title 
blocks, and edit attribute values. 

• View + Upload + Edit grants the same access as the project admin, except they cannot 
add, edit, or delete permissions, and they cannot add members. 

• View + Upload + Edit + Control gives users the same folder actions as a project admin. 
This permission level allows users to have full control over folders, such as creating and 
renaming folders and subfolders, adding, editing, and deleting permissions, adding new 
members, viewing and editing title blocks, and creating, adding, and editing attributes. 

 
For collaboration permissions: 
 

• Upload-only does not give users any of the collaboration task permissions. 

• View-only and View + Upload allows users to add, edit, and delete private markups, 
add and view hyperlinks, view and create issues, and compare drawings. 

• View + Upload + Edit and View + Upload + Edit + Control give users the same access 
as the project admin, except they cannot edit and delete hyperlinks. 

 
It is important that you understand folder permissions and that users are assigned the correct 
permission level, so the appropriate people have access to the project data they need. 
 

https://help.autodesk.com/view/BIM360D/ENU/?guid=GUID-2643FEEF-B48A-45A1-B354-797DAD628C37
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To access the Permissions settings for a folder, right-click the folder in the folder tree and 
select Permissions. When you do, the Folder Settings open to the Permissions tab. Here, 
you can define permissions. You simply need to add the role, company, or individual, then you 
can specify the permission level and click Add. 
 

 
FOLDER PERMISSIONS IN DOCUMENT MANAGEMENT 

Uploading Files 
In Document Management, there are two different root folders that you can build folder 
structures under and upload to: Plans and Project Files. The main difference is that the Plans 
folder uses OCR, or optical character recognition, technology to extract sheet information. 
Therefore, you can publish PDF files and design files to the Plans folder, and sheet information 
will be extracted. This is a helpful way to track document sets. 
 

 
DOCUMENT MANAGEMENT ROOT FOLDERS 

 
You can upload files to Document Management by simply dragging and dropping into a folder 
or using the Upload tool. The Plans folder supports PDF, RVT, IFC, DWF, and DWG file types. 
The Project Files folder, on the other hand, can be used to store documents of any file type. It 
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is designed to store any project document, such as design data, photos, reports, schedules, 
budgets, and so on. 
 
The uploading process is pretty straightforward until it comes to uploading PDF files to the 
Plans folder. The process is not difficult, it just requires more than simply uploading a file. 
Remember that the Plans folder uses OCR technology to extract sheet information. With PDF 
files, you will need to specify the areas where the program extracts certain data. This is done by 
creating a layout template and then specifying it for the upload process. 
 

 
UPLOADING PDF FILES TO THE PLANS FOLDER IN DOCUMENT MANAGEMENT 

 
Initially, you will not have a layout template, so you can leave it set to No template and then 
click Continue. When you do have a layout template created, you can select it in the Layout 
template drop-down. When No template is selected, you will be taken through the process of 
creating a layout template. 
 

1. Before the document is uploaded, a layout template must be selected. Expand the 
Define drop-down and click Define…. 

2. Activate the Image Crop tool to select the title block area that you want in the layout 
template. 

 

 
PROCESS OF CREATING A LAYOUT TEMPLATE IN DOCUMENT MANAGEMENT 
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3. With the Image Crop tool active, click and drag to select the title block area that you 
want in the layout template. 

 

 
PROCESS OF CREATING A LAYOUT TEMPLATE IN DOCUMENT MANAGEMENT 

 
  



 
 

 

Page 29 

4. Specify a Name for the layout template. 
5. Click in a field to activate the Image Crop tool, and then click and drag to select the area 

in the title block to extract the associated information. 
6. Click Save to save the layout template. 

 

 
PROCESS OF CREATING A LAYOUT TEMPLATE IN DOCUMENT MANAGEMENT 

 
After this, you can use the layout template to upload both the PDF file and any subsequent PDF 
files with the same title block. Additionally, you can view and modify the layout templates that 
have been created in the project. You can do this in the Folder Settings. Just be aware that 
they are called “Title blocks” after they have been created. 
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Comparing Files 
At various points in the project lifecycle, you will likely need to compare documents. In 
Document Management, you can compare 2D documents and 3D models. When comparing 
2D documents, you can compare two versions of the same document, or two different 
documents. The 2D compare tools are only available for PDF, DWG, DWF, and RVT files. 
When comparing 3D models, you can only compare two versions of the same model. 
 
To compare versions of the same document in the Plans folder, open the folder containing the 
document and verify that there are at least two versions. Then, hover the cursor over the file 
name and click the more (…) button. Select Compare Versions to open the Compare 
Versions dialog. Here, you can select the two versions you want to compare, and then click 
Compare. When you do, the program enters Compare mode. 
 

 
COMPARING VERSIONS OF THE SAME FILE IN DOCUMENT MANAGEMENT 

 
To compare versions of a 3D model, or to compare two documents from any folder in 
Document Management, you need to open the Compare documents dialog. To open this 
dialog, you must first open one of the documents in BIM viewer. For this example, open a 3D 
model. Then, in the toolbar, click Compare. This opens the Compare documents dialog. 
 

 
COMPARING VERSIONS OF A 3D MODEL IN DOCUMENT MANAGEMENT 
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COMPARE DOCUMENTS DIALOG IN DOCUMENT MANAGEMENT 

 

 
CHANGES DIALOG IN DOCUMENT MANAGEMENT TO ANALYZE CHANGES 
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Viewing Models 
Both 2D documents and 3D models can be viewed in Document Management. When you 
open a 3D model, there are tools that are available to help you view the model, and you can use 
the mouse to navigate around a model. The default mode for the mouse in a 3D model is orbit 
mode. So you can click and drag with the left mouse button to orbit the view around. The roller 
wheel on the mouse allows you to zoom in and out of the view. When you press and hold the 
roller wheel, or click and hold the right mouse button, you can pan around the view, moving the 
model vertically or horizontally. When you press and hold the roller wheel on the mouse along 
with the SHIFT key, you can orbit the view. 
 

 
VIEWING 3D MODELS IN DOCUMENT MANAGEMENT 

 
There are also Orbit, Pan, Fit to view, Zoom, and Zoom Window tools that help you view the 
model. The Orbit button can be expanded to see the two tools: Free Orbit and Orbit. The 
ViewCube is also available to help you re-orient the model. You can click one of the available 
positions to re-orient the model, or you can click and drag the ViewCube. There is also a 
context menu to switch between Orthographic, Perspective, and Perspective with Ortho 
Faces, as well as change the Home and Front orientations. 
 

 
VIEWCUBE OPTIONS IN DOCUMENT MANAGEMENT 
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Furthermore, there are tools to help you view and analyze models in more detail, such as Split 
View Mode, First Person (Walk), Section Analysis, and Measure. When viewing 2D 
documents or 3D models, you can measure distances and angles. When viewing 2D 
documents, you can also measure areas. 
 

 
DOCUMENT MANAGEMENT VIEWING TOOLS 

Adding Markups 
You can create and publish markups to collaborate with other project members. When you 
create markups, you have the option to create private or published markups. When private 
markups are created, they can only be seen by the markup creator. When markups are 
published, they can be viewed by all project members. To begin, open the document you want 
to add a markup to. Then, in the toolbar, click Add New Markup. When you activate the tool, 
the toolbar changes to show the markup tools. 
 

 
DOCUMENT MANAGEMENT MARKUP TOOLS 
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After you create a markup, click Markups in the menu on the left. In the Markups panel, you 
can view markups and Publish any of your Private markups. 
 

 
MARKUPS PANEL IN DOCUMENT MANAGEMENT 

Creating Design Issues 
Issues is a feature that allows project members to collaborate and communicate potential 
problems during the project lifecycle. You can create issues that are associated with a 
document. Before the unified issues functionality was added, there were both document issues 
and field issues in BIM 360. Now, there are just issues. They can be differentiated by the type. 
 
When you have 2D documents or 3D models, you can create document-based or model-based 
issues. To create a document-based or model-based issue, open a 2D document or 3D model. 
Then, in the toolbar on the left, click Issues. This opens the Issues panel. To create a new 
issue, click Create Issue. 
 

 
ISSUES PANEL IN DOCUMENT MANAGEMENT 
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To create an issue in a document, you must click to place an issue pin, and then specify the 
parameters in the Issues panel. To begin, in the view window, click a location to place the issue 
pin. When you do, an issue pin appears, and it is tagged as New. You can click and drag the pin 
to move it to a new location. Once the pin is in the correct location, you can specify the 
parameters in the Issues panel. You can set the Status to Draft or Open. By default, Open is 
assigned. When issues are in Draft mode, only the issue creator and project admins can see 
the issues. 
 

➢ Take note that the Design issue Type replaced the document issue functionality in the 
unified issues update to BIM 360. 

 

 
ISSUE OPTIONS IN DOCUMENT MANAGEMENT 
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After issues are created, they appear in the Issues panel, along with some of the detailed 
information. To create a project-level issue that is not associated with a specific document, you 
will first need to close any documents, and then switch to the ISSUES tab of Document 
Management. Then, click Create Issue. Refer to the Issues section of this paper for additional 
information. 
 

 
ISSUES PANEL WITH AN ISSUE IN DOCUMENT MANAGEMENT 

 
After issues have been created, they can be viewed, edited, and responded to. Project 
members can only view document-based or model-based issues for the folders they have 
access to. To view all issues, switch to the ISSUES tab. Here, you can see all the project-level 
issues, along with the document and model-based issues. But once again, you will only see the 
issues for the folders you have access to. 
 

 
ISSUES TAB IN DOCUMENT MANAGEMENT 
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On the ISSUES tab, you can see information about the issue. You can also select the issue to 
open a dialog with additional information and options. On the DETAILS tab, you can see the 
issue title, the description, who created the issue, and when the issue was created. Below that, 
you can see who the issue is Assigned to and the Due Date. Both of these parameters can be 
modified by clicking in the field with the edit icon next to it. Additionally, you can see the 
Location, and if you are viewing a document-based issue, a link to the document will appear 
under Document. 
 

 
DETAILS TAB OF THE ISSUE DIALOG 

 
On the ATTACHMENTS tab, you can view any attachments that have been added to the issue. 
You can drag and drop files, or click browse to add additional attachments that are associated 
to the issue. On the ACTIVITY tab, you can view issue activity, such as changes in 
assignments, updates to the status, and responses. As long as the issue is not closed, you can 
Add a comment…. 
 

Responding to Design Issues 
Design issues are assigned the basic status set by default. That means the status can be set to 
either Open, Answered, or Closed. To change the status, you can expand the Status drop-
down at the top. Creators, assignees, and project admins can set an issue to Answered. When 
an issue is set to Answered, an Official Response is required before the user can click Done 
and change the status. 
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After an issue has been addressed and is complete, the issue creator or project admins can set 
it to Closed. Once again, an Official Response is required. However, if the status has already 
been set to Answered, then an Official Response has already been given. The user can then 
add a comment when changing the status to Closed, but it is not necessary. Once again, refer 
to the Issues section of this paper for additional information on issues. 
 

 
ATTACHMENTS TAB OF THE ISSUE DIALOG 

 

 
OFFICIAL RESPONSE REQUIREMENT FOR ISSUES 
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RFIs 

With certain project delivery methods, such as design-bid-build, contractors use RFIs (Request 
for Information) to clear up any gaps, conflicts, or subtle ambiguities in the construction 
documents. There are several studies out there that show the absurd amount of RFIs that go 
unanswered. This is likely due to inefficient processes that require multiple steps, and because 
it can take several days to weeks for RFIs to actually be answered. 
 
Teams can use the RFI functionality in BIM 360 to create digital RFIs. To begin, the workflow 
method and roles must be specified. Then, RFIs can be created and answered in BIM 360. 
 

Specifying RFI Workflow Options 
The RFI workflow options can be specified in the Project Admin module. In the Project Admin 
module, switch to the SERVICES tab, and then select Project Management in the pane on the 
left. This opens the Project Management options with the RFIs tab active. 
 

 
RFI WORKFLOW OPTIONS FOR THE PROJECT MANAGEMENT MODULE 

 
Here, you can select the RFI Workflow and also select a user, role, or company for each 
Workflow Role. When you click Change Workflow, the Select a Workflow dialog opens. 
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Here, you can choose from two workflows: RFI Workflow with Additional Reviewer and RFI 
Workflow. The default option is RFI Workflow. 
 

 
RFI WORKFLOWS AVAILABLE IN BIM 360 

 
The default RFI Workflow only has one reviewer, whereas the RFI Workflow with Additional 
Reviewer has two reviewers. In the image below, you can see the process for the default RFI 
Workflow. While the process is somewhat customizable, the typical process is that anyone can 
create RFIs, then the general contractor is the Manager, and the architect is the Reviewer. 
 

 
RFI WORKFLOW FLOW CHART 
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The RFI Workflow with Additional Reviewer has two reviewers. This does not necessarily 
mean that both reviewers must answer the RFI. It simply adds another reviewer to the process. 
The image below shows the process for the RFI Workflow with Additional Reviewer. 
 

 
RFI WORKFLOW WITH ADDITIONAL REVIEWER FLOW CHART 

 
Once again, remember that each role can be an individual user, a project role, or a company. 
This provides some flexibility in the RFI process. 
 

Creating RFIs 
RFIs can be created and viewed in the Document Management module and in the Project 
Management module. RFIs can also be created in the BIM 360 Docs mobile app. This section 
will focus on creating RFIs in the browser version of BIM 360 using the Document 
Management and Project Management modules. (Refer to the BIM 360 Mobile Apps > RFIs 
section for additional information on creating RFIs in a mobile app.) 
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In Document Management, you need to be viewing a document before you can view or create 
an RFI. With a document open, click RFIs in the toolbar on the left. If the document has any 
associated RFIs, they will appear in the RFIs panel. To create a new RFI, click Create RFI. You 
will then be prompted to select a location in the document to place a pin. RFIs in Document 
Management must have an associated RFI pin. 
 

 
RFI PANEL IN THE DOCUMENT MANAGEMENT MODULE 

 
In the Project Management module, on the RFIs tab, you can click Create RFI to begin 
creating an RFI. When creating an RFI from Project Management, you do not have to 
associate it to a specific document, but you can. Other than the document, each method 
requires the same information. 
 

 
RFIS TAB OF THE PROJECT MANAGEMENT MODULE 
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The typical process for creating an RFI is as follows: 
 

1. Set the Status to Draft, Submitted, or Open. (All options may not be available, 
depending on your role) 

a. Draft: RFI remains private to the Creator and project admin. 
b. Submitted: RFI is submitted to the Manager. 
c. Open: RFI is assigned to a Reviewer. Only Manager can set an RFI to Open. 

2. Enter a Title for the RFI. 
3. Enter the Question for the RFI. 
4. Provide the Suggested Answer you are looking for, or the answer format you would 

like. 
5. Add any Attachments that can assist with the question. Take note that this can be a 

document stored in Document Management or on your computer. 
 

 
ADD NEW RFI IN PROJECT MANAGEMENT 



 
 

 

Page 44 

6. Add an RFI pin to a Linked Document in Document Management. This is the first 
step when creating an RFI in Document Management, but optional in Project 
Management. 

7. Expand the Assign To drop-down and select a member to assign the RFI to. Take 
note that Creators can only select Managers, and Managers can assign the RFI to a 
Reviewer. 

8. Enter a Location, if needed. Take note that this is not connected to the Locations 
specified in the Project Admin module. 

9. Specify a Due Date for the RFI. 
10. Expand the Co-reviewers drop-down and select any additional project members that 

should be able to contribute to the RFI response. 
11. Expand the Distribution list drop-down and select any additional project members 

who should be made aware of the RFI, but are not expected to contribute to the 
response. 

 

 
ADD NEW RFI IN PROJECT MANAGEMENT 

 
After an RFI is created, it will appear in the Project Management module, on the RFIs tab. You 
can select an RFI in the list to open an RFI dialog containing the information about the RFI.  
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There are three tabs here: DETAILS, ATTACHMENTS, and ACTIVITY. On the DETAILS tab, 
you can review and modify the information that was entered when creating the RFI. On the 
ATTACHMENTS tab, additional documents or photos can be attached. Once again, these can 
be stored in the Document Management module. Lastly, on the ACTIVITY tab, you can see 
the activity that has taken place with the RFI, such as status changes and who it has been 
assigned to. 
 

 
RFI DIALOG IN PROJECT MANAGEMENT 

 



 
 

 

Page 46 

Responding to RFIs 
Remember that there are two RFI workflows: RFI Workflow with Additional Reviewer and RFI 
Workflow. The RFI Workflow is the default option and includes a Creator, Manager, and 
Reviewer. The RFI Workflow with Additional Reviewer option adds another Reviewer role to 
the workflow. Refer to the Specifying RFI Workflow Options section for more detail. 
 

Creator 
During the RFI workflow, a Creator will first create an RFI. They will likely set the status 
to Draft. After it is created, they can choose to change the status to Void if the RFI is no 
longer applicable. If they want to move the RFI forward in the process, they can select 
either Submit to Manager or Close and distribute. Submit to Manager will change 
the status to Submitted and assign the RFI to the Manager. 
 

 
CREATOR RFI OPTIONS 

 

Manager 
Once the RFI is assigned to the Manager, they can review it and add information as 
necessary. Once again, they can choose to Void the RFI. Or, they can select either 
Submit to Reviewer or Close and distribute. 
 

 
MANAGER RFI OPTIONS 



 
 

 

Page 47 

When Submit to Reviewer is selected, the Manager can choose to add Co-reviewers, 
modify the Due Date, and add people to the Distribution list before submitting the RFI 
to the Reviewer. Once the Manager clicks Submit, the RFI status is changed to Open 
and is assigned to the Reviewer. 
 

 
MANAGER RFI OPTIONS WHEN SUBMITTING TO REVIEWER 
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Reviewer 
Once the RFI is assigned to the Reviewer, they can review all the information provided, 
and then submit an official response. 
 

 
REVIEWER RFI OPTIONS 

 
When submitting an official response, the Status can be set to Answered or Rejected. 
This is dependent upon what the question was or what was requested. The Reviewer 
can then type out a response and Submit the RFI to the Manager. 
 

 
REVIEWER RFI RESPONSE OPTIONS 

 
Take note that with the RFI Workflow with Additional Reviewer workflow, the 
Reviewer can forward the RFI to the next reviewer, who will then have the same options. 
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Checklists 

Checklists are a way to track the progression of a project. Most contractors have some type of 
checklist system—many of which are not digital. The checklists functionality in Field 
Management provides a means to create digital checklists and utilize them on mobile devices 
in the field. 
 
First of all, there are four types of checklists that can be created: 
 

• Quality – checklists for quality assurance and quality control (QA/QC) 

• Punch List – checklist of items that need to be completed 

• Safety – checklists to find hazards and help keep people safe on a jobsite 

• Commissioning – checklists for equipment startup and building performance validation 

 
Before you create a checklist, you must create a template. Templates can be created at the 
account level or at the project level. When created at the account level, they can be pushed 
down to projects. When created at the project level, templates cannot be transferred to other 
projects. Also be aware that you can import templates from an Excel spreadsheet or classic BIM 
360 Field. 
 
After templates are created, you can create checklists from the template. For example, with a 
QA/QC checklist, you may have a separate checklist for each level in the building, each room, 
or each component. By creating a template first, you can then quickly create checklists. 
 
To access the account-level templates, you must be in the Account Admin module. Then, click 
the module selector and select Field Management. 
 

 
ACCESSING ACCOUNT-LEVEL CHECKLIST TEMPLATES 
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When viewing the account-level TEMPLATES, you can Import templates or select Create New 
Template. 
 

 
ACCOUNT-LEVEL CHECKLIST TEMPLATES 

 
To access the project-level templates, you must be in the Field Management module. On the 
TEMPLATES tab, you can Import templates or select Create New Template. 
 

 
TEMPLATES TAB OF FIELD MANAGEMENT 

 
➢ The process of importing and creating templates is the same at the account-level and 

the project-level. 
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Importing Templates 
To import an existing checklist template, click Import. In the Import Templates dialog, select 
whether you want to import from an XLS spreadsheet (Excel) or classic BIM 360 Field. Then 
follow the steps to import. 
 

 
IMPORT TEMPLATES DIALOG IN FIELD MANAGEMENT 

Creating Templates 
To create a new checklist template, click Create New Template. The first step in creating a 
checklist template is to specify basic information. You need to enter a Title for the template and 
specify the Type. Once again, the type can be set to Quality, Punch List, Safety, or 
Commissioning. At this time, these options cannot be customized. 
 

 
CHECKLIST TYPES 
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Additionally, you can enter a Description if you wish. And lastly, the Allow adding section 
assignee option controls whether or not each section of the checklist can have a project 
member complete it. When disabled, one member can be assigned to the entire checklist. When 
enabled, one member can be assigned to each section of the checklist. Once you have 
specified the information, click Next. 
 

 
FIRST STEP OF CREATING A CHECKLIST TEMPLATE IN FIELD MANAGEMENT 

 
The next step is to create the sections and items that will be in each checklist. There are 
multiple options to customize the template to meet your company standards. 
 

 
SECOND STEP OF CREATING A CHECKLIST TEMPLATE IN FIELD MANAGEMENT 
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The typical process of creating the checklist sections and items is as follows: 
 

1. Enter a section name. 
2. Add a description to the section. 
3. Add a new item to the section. You can also specify the answer type for the item before 

adding it. 
4. Enter the checklist item. 
5. Modify the answer type, if needed. 
6. Add a description to the checklist item, attach a file to it, or set it as optional. 
7. Continue adding sections and items as necessary. 

 

 
TYPICAL PROCESS OF CREATING A CHECKLIST TEMPLATE IN FIELD MANAGEMENT 
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Also be aware that there are controls to move sections up and down, as well as controls to 
move items within a section. You can also drag an item to another section using the same move 
control. 
 

 
MOVE CONTROLS FOR CHECKLIST TEMPLATES IN FIELD MANAGEMENT 

 
Once you are satisfied with the template, click Publish. 
 
Additionally, you can modify a checklist template after it has been created. Checklist templates 
appear in Field Management on the TEMPLATES tab. You can click the More (…) button in 
the template row and select Edit. You can also select the template to open a dialog showing the 
template information. In this dialog, there is an Edit tool. 
 

 
METHODS TO EDIT A CHECKLIST TEMPLATE IN FIELD MANAGEMENT 
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Creating Checklists 
Once you have checklist templates created, the process of creating checklists is simple. Once 
again, in Field Management, on the TEMPLATES tab, you can see all of the checklist 
templates in your project. You can click Create Checklist in the template row to create a 
checklist based on that template. 
 

 
CREATING A CHECKLIST FROM A TEMPLATE IN FIELD MANAGEMENT 

 
You can also select the template to open a dialog showing the template information. In this 
dialog, click Create Checklist. 
 

 
CREATING A CHECKLIST FROM A TEMPLATE IN FIELD MANAGEMENT 

 
Once the checklist is created, you can enter a different name. The default name will be the 
name of the template, but you may need to change this to represent the day or week that the 
checklist needs to be performed, or the level/area/room of the building. You can simply enter a 
new name and then click the check mark. 
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You can also specify the Details. You can assign the checklist to an individual user, a role, or a 
company. Then you can select a Location, if necessary. Lastly, you can specify a due date in 
the Scheduled field. Locations can be defined in the Project Admin module. 
 

 
MODIFYING A CHECKLIST NAME AND DETAILS IN FIELD MANAGEMENT 

 
Once checklists are created, they will appear on the CHECKLISTS tab in the Field 
Management module. Most projects will have several checklists, so there are options to filter 
them by Type, Status, Location, who they are Assigned To, and when they are Scheduled. 
You can also select a checklist to open it. When opened, you can adjust the name and Details. 
The items cannot be modified after the checklist is created. You can also fill out the checklist 
items. However, most checklists will likely be filled out on a mobile device while on the job site. 
 

 
CHECKLISTS TAB OF THE FIELD MANAGEMENT MODULE 
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Issues 

Issues are great for reporting potential problems and problems that have already been created 
during the design or construction process. This functionality provides a great way to collaborate 
in real-time. BIM 360 now contains unified issues. In other words, there are not different issues, 
there are issues of different types. For example, you can create design issues and specify a 
certain type and then create field issues and specify another type. All the issues behave the 
same and can be distinguished and sorted based on the type. You can also customize the issue 
types and create custom attributes for your issues. 
 
You can use the BIM 360 mobile app to report issues, and you can report issues through the 
browser version of BIM 360. There is an entire section on the BIM 360 Mobile Apps in this 
paper, but I'll show both the browser method and mobile method of creating issues here. 
Essentially, the main differences are that you can attach documents from Document 
Management through the browser method. In the mobile app, you cannot attach documents, 
and you cannot view documents that have been attached to an issue. 
 

Creating Issues in a Browser 
To create issues in the BIM 360 browser version, navigate to the Field Management module. 
On the ISSUES tab, click Create Field Issue. 
 

 
ISSUES TAB OF THE FIELD MANAGEMENT MODULE 
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The typical process for creating an issue in a browser is as follows: 
 

1. Select the issue Type. 
2. Select the Sub-type. 
3. Set the Status to Open or Draft. Open issues can be seen by other project members. 
4. Enter a Title for the field issue. 
5. Expand the Assign To drop-down and select an individual user, a role, or a company to 

assign the issue to. The assignee will receive an email notifying them that they have 
been assigned an issue. 

6. Specify a Due Date for the field issue. 
 

 
ADD NEW FIELD ISSUE DIALOG IN FIELD MANAGEMENT 
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7. Expand the Location drop-down and select a location, if needed. Take note that project 
admins can control the locations in the Field Management service options. (See the 
Project Admin section of this paper for additional details on how to create locations.) 

8. Enter the Location Details, if necessary. This is a text-based field for specifying 
additional information about the location of the issue. 

9. Add a Linked Document, if needed. This process requires placing a pin in the 
document so that the person responding can review the plan or document indicated. 

10. Select the Owner of the field issue. This will be the person creating the field issue by 
default, but it can be changed. 

11. Select the Root Cause of the field issue. There are several default options that you can 
select from. This is optional, but can help with tracking and managing issues. 

12. Enter a Description to further describe the issue, if needed. 
 

➢ If any field issue attributes have been created, they will appear at the bottom. 
 

 
ADD NEW FIELD ISSUE DIALOG IN FIELD MANAGEMENT 
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Adding Photos to Field Issues in a Browser 
When initially creating a field issue in a browser, you cannot add a photo. However, you can add 
one after the issue is created. On the ISSUES tab of Field Management, you can see all the 
field issues that have been created. Select the issue that you want to add a photo to. When you 
select an issue, the Field Issue dialog opens with information about the issue. On the 
ATTACHMENTS tab, you can add photos. 
 

 
FIELD ISSUES DIALOG IN FIELD MANAGEMENT 

Creating Issues in the BIM 360 Mobile App 
The process of creating issues in the BIM 360 mobile app is very similar to creating issues 
through a browser. Once again, the main difference is that you cannot attach documents in 
Document Management through the mobile app. To begin, on the Issues tab, click the plus 
icon. 
 

 
ISSUES PAGE IN THE BIM 360 IOS MOBILE APP 
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The typical process for creating a field issue in the mobile app is as follows: 
 

1. Select the issue Type. 
2. Select the Sub-type. 
3. Set the Status to Open or Draft. Open issues can be seen by other project members. 
4. Enter a Title for the field issue. 
5. Enter a Description to further describe the issue, if needed. 

 
➢ Documents cannot be attached to or viewed in field issues in the app. 

 

 
ADD NEW FIELD ISSUE IN THE BIM 360 IOS MOBILE APP 
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6. For Assign To, select an individual user, a role, or a company to assign the issue to. 
The assignee will receive an email notifying them that they have been assigned an 
issue. 

7. If needed, select a Location drop. Take note that project admins can control the 
locations in the Field Management service options. (See the Project Admin section of 
this paper for additional details on how to create locations.) 

8. Enter the Location details, if necessary. This is a text-based field for specifying 
additional information about the location of the issue. 

9. Specify a Due Date for the field issue. 
10. Select the Owner of the field issue. This will be the person creating the field issue by 

default, but it can be changed. 
11. Select the Root Cause of the field issue. There are several default options that you can 

select from. This is optional, but can help with tracking and managing issues. 
12. Use the Camera button to activate your camera. The picture will be added to the issue. 

 
➢ If any field issue attributes have been created, they will appear at the bottom. 

 

 
ADD NEW FIELD ISSUE IN THE BIM 360 IOS MOBILE APP 
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Responding to Issues 
When responding to issues, the workflow depends on the status set assigned to the issue type. 
There are two options: Basic status set and Field status set. Typically, design issues will use 
the Basic status set and field issues will use the Field status set. 
 
In both the browser version and mobile app, you can respond to issues assigned to you. You 
can add additional attachments as needed and adjust the status. To change the status, you can 
expand the status drop-down at the top. The status can be set to either Open, Work 
completed, Ready to inspect, Not approved, In dispute, Closed, or Void. 
 
Creators, assignees, and project admins can adjust the status. Once an issue is taken care of, 
the assignee will likely set it to Work completed or Read to inspect. They can then assign it to 
the person that will inspect the work or review the issue. If they are satisfied, then they can set 
the issue to Closed. Or, they can set it to Not approved and reassign it to the original person 
that was supposed to take care of the issue. However it goes, there are several options so that 
teams can collaborate and work toward taking care of issues as they arise on the job site. 
 

 
RESPONDING TO FIELD ISSUES IN FIELD MANAGEMENT 

 

 
RESPONDING TO FIELD ISSUES IN FIELD MANAGEMENT 
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Customizing Issue Types 
There are some default issue types and sub-types, but you can create your own to customize 
your issue workflows. This can be done in the Project Admin module. In the Project Admin 
module, switch to the SERVICES tab. Then select Issues in the pane on the left. Next, you can 
switch to the Issue Types tab. 
 

 
SERVICES TAB IN THE PROJECT ADMIN MODULE > ISSUE TYPES OPTIONS 

 
On the Issue Types tab, you can see a table listing the Issue types and Sub-types. You can 
control which types and sub-types are active, and you can create new types and sub-types. 
 

 
ISSUES TYPES/SUB-TYPES TABLE 
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When you select a type listing, a dialog will open for that issue type. You can control whether it 
is Active or Inactive. You can also select the Status set, which controls the response workflow 
and options. However, this cannot be modified for default issue types. Lastly, you can see and 
add custom issue attributes. 
 

 
DIALOG FOR CONTROLLING AN ISSUE TYPE 
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The issue types and sub-types allow you to organize field issues according to your company 
standards. For example, maybe you want to organize certain types of issues by discipline or by 
CSI MasterFormat. When you click Create New Issue Type on the Issue Types tab, a dialog 
appears so that you can create a custom issue type. 
 
You can simply enter a name for the Issue Type, select whether it is Active or Inactive and 
then select the Status set. The Status set can be set to Basic status set or Field status set. 
You can see the available response options under each setting. 
 

 
CREATE NEW ISSUE TYPE DIALOG 
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Creating Custom Issue Attributes 
Issue attributes allow you to customize the information that is reported along with an issue. You 
can create custom attributes and then assign them to issue types. This can be done in the 
Project Admin module. In the Project Admin module, switch to the SERVICES tab. Then 
select Issues in the pane on the left. Next, you can switch to the Issue Attributes tab. Click 
Create new attribute to begin creating a custom attribute. 
 

 
SERVICES TAB IN THE PROJECT ADMIN MODULE > ISSUE ATTRIBUTES OPTIONS 

 
In the Create new attribute dialog, you can define the attribute. You need to enter a Title, 
select the Type, and then enter a Description. The Type controls the information that is 
specified when creating an issue. An example of an attribute that can be created is 
Occurrences. For example, when reporting an issue, you may want the team to report how 
many occurrences of that issue exist. 
 

 
CREATING A NEW ISSUE ATTRIBUTE 
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Daily Logs 

Daily Logs is a feature inside of the Field Management module. You can use daily logs to 
report daily weather conditions, labor metrics, and progress notes. At this time, there are many 
items on the wish list that users would like to see in daily logs. However, there is still some 
useful functionality that you can use as you see fit. 
 
In the Field Management module, you can switch to the DAILY LOGS tab to publish a report. 
The date will be set to the current date, but you can use the calendar button to change it, if 
needed. You can review published logs from previous days, or go back to publish logs from 
previous days. You cannot publish a log for future days. 
 

 
DAILY LOGS TAB OF THE FIELD MANAGEMENT MODULE 

 
To add Weather information, you can click Enter location, and then enter a city or zip code. 
Next, click Get Weather. The program will then fill in the weather data for the day. The data is 
provided by a third-party service. You can override any of the fields as needed, and you can 
enter additional notes. 
 

 
WEATHER REPORT IN DAILY LOGS 
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Next, you can add labor information. Under Labor, click Add labor item. When you do, a field 
is added. Here, you can select the Company Name, and then specify the number of Workers 
for that company and the total number of Hours they worked.  
 

➢ The companies must already have been added in the account for them to be available 
here. You cannot create companies on the fly in daily logs. 

 
For Workers, enter the total number of workers for each company. For Hours, enter the total 
hours worked by all workers in the company. This is not the number of hours per worker. For 
example, if two workers worked eight hours that day, then enter 16. 
 

 
LABOR REPORT IN DAILY LOGS 

 
Lastly, you can enter any notes in the General Notes area. Once you are satisfied with the 
report, click Publish.  
 

 
GENERAL NOTES IN DAILY LOGS 

 
➢ Be aware that a daily log cannot be edited after it is published. 
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BIM 360 Mobile Apps 

When it comes to implementing new technology in the field, a mobile app is essential. At this 
time, there are several BIM 360 mobile apps, but only two of them are a part of the next-gen 
platform: BIM 360 and BIM 360 Docs. The BIM 360 app is available on Android and iOS 
devices. The BIM 360 Docs app, on the other hand, is only available for iOS devices. 
You may also find the classic apps: BIM 360 Field, BIM 360 Team, and BIM 360 Ops. It is 
important to understand that these are a part of the classic BIM 360 products that are not 
connected. With the next-gen platform, everything is connected. 
 

 

 
BIM 360 MOBILE APPS 
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A fair question to ask at this point is, why are there two next gen mobile apps if everything is 
supposed to be connected. I can't answer that question for Autodesk, but it appears that the 
Docs app came out when they first released the Document Management module. This was the 
first module that is essentially the foundation of the next-gen platform. Now, they have the BIM 
360 app, which includes more features and is available on more devices. In a recent guide 
released by Autodesk, they state that both of these apps will co-exist for the next several 
months and may share some functionality. 
 
Right now, between these two mobile apps, you can manage your documents, add markups, 
create checklists, create field issues, publish daily logs, and create RFIs. For a more in-depth 
list of what is available and not available in each mobile app, you can view this Autodesk Help 
Page. 
 

Documents 
Both the BIM 360 and BIM 360 Docs app allow you to view documents in both the Plans and 
Project Files folders. With the BIM 360 app, that's really all you can do. With the Docs app, you 
can search documents, sort them, and see the version history. It will also display a warning 
when you are not viewing the latest version. Both apps also allow you to download documents 
and folders so that they are available offline. The only exception is that you cannot download 
folders with the BIM 360 Android version. 
 

 
DOCUMENT MANAGEMENT CAPABILITIES IN EACH BIM 360 APP 

http://help.autodesk.com/view/BIM360D/ENU/?guid=GUID-75E2AC28-50E5-48BB-B0E5-7CD50C94B534
http://help.autodesk.com/view/BIM360D/ENU/?guid=GUID-75E2AC28-50E5-48BB-B0E5-7CD50C94B534
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A viewer is also available in each app to help view 2D documents and 3D models. There are 
several similarities, such as the ability to view object properties, take distance measurements, 
and work with hyperlinks. However, the Docs app allows you to also walk through 3D models 
and use the section analysis tool, while the BIM 360 app does not. The BIM 360 app does allow 
you to also take area and angle measurements, while the Docs app does not. 
 

Markups 
In addition to being able to view documents on your mobile device, you can create markups in 
both the BIM 360 and BIM 360 Docs apps. Many of the same features that are available in the 
browser version of BIM 360 are available in the mobile apps. For example, you can create both 
private and published markups using the various tools; you can control the color and size; you 
can filter markups; choose to hide and show markups; and so on. With the Docs app, you can 
also edit markups and add attachments to markups. Unfortunately, this is not available in the 
BIM 360 app yet. 
 

 
MARKUP CAPABILITIES IN EACH BIM 360 APP 
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Document Issues 
Issues are a big part of the collaboration process in the BIM 360 workflow. Both mobile apps 
allow you to create document issues. Once again, many of the same features available in the 
browser version are available in the mobile apps. You can create document-level issues and 
project-level issues, attach photos to issues, comment on issues, and so on. The BIM 360 app 
also allows you to mark up photo attachments. 
 

RFIs 
When it comes to RFIs, both apps allow you to view document and project-level RFIs, but only 
the Docs app allows you to create and edit RFIs. You can also attach photos to RFIs in the 
Docs app. 
 

 
RFI CAPABILITIES IN THE BIM 360 DOCS APP 
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Checklists 
You can only create checklists in the BIM 360 app. But before you can create a checklist, you 
must create a checklist template in the browser version. Once you have a template, you can 
create checklists on the mobile app. 
 
People can also respond to checklist items in the mobile app. Additionally, photos can be 
attached to items and notes can be added. You can also create an issue from an item. 
 

 
CHECKLIST CAPABILITIES IN THE BIM 360 APP 
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Field Issues 
Field issues are only available in the BIM 360 app. They are not available in the Docs app. You 
can create and edit field issues in the mobile app. You can also attach photos and those 
attached photos can be marked up. At this time, documents cannot be attached to field issues 
through the app. People can also comment on field issues and view the activity. 
 

 
FIELD ISSUES CAPABILITIES IN THE BIM 360 APP 
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FIELD ISSUES CAPABILITIES IN THE BIM 360 APP 
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Daily Logs 
As with checklists and field issues, daily logs are only available in the BIM 360 app. Daily logs 
allow you to report the weather information for the day, along with the labor hours. For labor, 
you can add the companies that were on site performing work, as well as the total number of 
workers they had and the total number of hours. 
 

 
DAILY LOGS CAPABILITIES IN THE BIM 360 APP 
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Third-Party Tools and Custom Integrations 

If you are familiar with Autodesk products, then you are likely accustomed to the fact that most 
of their software has an API. This allows developers outside of Autodesk to create add-ins or 
apps that integrate with their software. If you are a Revit user, then you are quite familiar with 
using third-party add-ins. A list of BIM 360 APIs available can be found on the Autodesk Forge 
website. 
 

Apps 
In the Account Admin module, there is an APPS tab. This is where you can go to view and add 
third-party applications that can integrate with BIM 360. In the pane on the left, you can choose 
to view Featured Apps or My Apps. When viewing My Apps, you can see the applications that 
you've added to BIM 360. When viewing Featured Apps, you can see the applications that are 
available to add. Be aware that most of these apps will require a subscription with that software 
provider. 
 

 
APPS TAB OF THE ACCOUNT ADMIN MODULE 

 
When you find an app that you want to use, simply select it. This opens a page containing 
information about the application and provider. There are three tabs that you should look at: 
Information, Authorizations, and Usage. If you need additional information, you can click 

https://forge.autodesk.com/en/docs/bim360/v1/overview/introduction/
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Learn More to open the providers website. If you want to use the application with BIM 360, click 
Add to BIM 360. 
 

 
APPLICATION PAGE WITH INFORMATION AND USAGE OPTION 

Custom Integrations 
Custom integrations are applications developed by your organization. When a third-party app 
isn't available, you can create your own! These are applications developed on top of the 
Autodesk Forge platform that can integrate with BIM 360. This is the API. For more information, 
check out the BIM 360 API page. 
 

 
ADD CUSTOM INTEGRATIONS DIALOG IN THE ACCOUNT ADMIN MODULE 

https://info.bim360.autodesk.com/bim-360-api
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