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Learning Objectives





Learn about how the latest construction documents are made available to the field
consultants with BIM 360 Docs.
Learn how you can use a tablet device to view the latest construction documents in
the field.
Learn how to access the construction documents in the offline mode on a tablet
device.
Learn how to review construction documents in the field and generate issues and
RFIs.

Description
The construction industry worldwide loses hundreds of millions of dollars because of the rework
caused by the lack of the latest information and construction documents available at the right
time to the field executives. However, this changed with BIM 360 Docs software, which enables
the flow of the latest accurate information from the office to the field executives without any
delay. With BIM 360 Docs, the field executives can even view the documents offline. This class
explains in detail how this process is performed and maintained throughout the construction
process. We will be showcasing a project in Australia where BIM 360 Docs is helping users
provide the latest construction documents to the field executives.
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About this Handout
This handout is written to be used as a comprehensive document to set up a BIM 360 Docs
project from scratch. It will be handy if you review the special Notes and Tips as they provide
additional information about the topic being covered. The following are the topics that are
covered in this handout:
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Activating BIM 360 Account
When you subscribe to BIM 360 Docs, an Account Admin is nominated. This nominated
Account Admin then receives an email from Autodesk that they can use to activate the BIM 360
Account. The following is the procedure for doing this:
1. Click on the Autodesk welcome email, which looks similar to the one shown below:

2. Click on Activate your account link in the email; you are taken to the
https://admin.b360.autodesk.com/login page.
3. Log in using your Autodesk credentials and the BIM 360 Account is activated. You are now
ready to add other users and create projects.
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Adding Companies
Companies can be added to the BIM 360 Account either during the process of adding members
or by themselves using the COMPANIES page. However, if you want to invite an Account
Admin, at least one company needs to exist in the system for that to happen. The following is
the procedure for adding companies to your account.
1. On the BIM 360 Account Admin page, click COMPANIES, as shown below:

2. On the Company Directory page, click Add; the Create Company window is displayed.
3. Enter all the details of the company you are creating, as shown in the image below.
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Tip: All the fields with * are required. Any other field is optional.
4. Click Save; the company is created and is listed in the Company Directory page.

Page 6

Adding Additional Account Admins (BIM Leads)
Generally, it is an IT Manager or an IT coordinator who is nominated as the Autodesk Software
Account Admin. Therefore, they are the ones who get all the admin rights to the BIM 360
account. However, they may not necessarily be the one who would create BIM 360 Docs
projects. Therefore, it is important that they add the BIM Team Leads of their company as the
Account Admins so the BIM Team Leads can create and manage BIM 360 projects. The
following is the procedure for adding additional account admins.
1. The original account admin needs to log on to the https://admin.b360.autodesk.com/login
page using their Autodesk credentials.
2. On the Account Admin page, click on MEMBERS, as shown below:

3. Click Add > Invite Account Admins, as shown below:

4. In the Invite Account Admin window, enter the email address of all the account admin
that you want to invite and then click Add.
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5. Assign a default company and a default role to the new account admin. If the company
does not exist, you can leave it blank.
Tip: The company and role of the users can be modified at any point in time, after adding them
to the account.
6. Repeat steps 4 and 5 to add other users that need to be invited as the account admin.
7. Once all the users are added, click Invite, as shown below; the email invite is sent to the
account admin users.

Page 8

Adding Members to the Account Using Spreadsheet
BIM 360 allows the account admin to add members in bulk to your account using a
spreadsheet. The following is the procedure for adding members using a spreadsheet.
1. On the Account Admin page, click MEMBERS > Add > Import members by
spreadsheet, as shown below; the Import Members window is displayed.

2. In the Import Members window, click Download the member list template, as shown
below; an Excel file is downloaded in the default Downloads folder of your machine.
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3. Open the downloaded Excel spreadsheet.
It is important to note that you should not make any changes to any column in the
spreadsheet. You only need to enter the email address, first name, last name, and the
default company of the users.
4. Enter the details of the users to be added. The following figure shows the users and their
details entered in the Excel spreadsheet.
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5.

Save the spreadsheet.

6. Return to the Import Members window.
7. In this window, click on Choose File and then select the Excel spreadsheet in which you
entered the user details.
8. Click Start Import; the process of importing the users will start. Once the users are
imported, a message will be displayed in the Import Members window informing you
about the number of members imported.
9. Click Finish in the window; all the added members are listed on the Members Directory
page.
Tip: You can click on any added member to go to that member profile page and then click Edit
to edit the role, company, or access level of that user. Using the Access level area, you can
also promote the user to the account admin role.
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Manually Adding Members to the Account
The following is the procedure for manually adding members to the account.
1. On the Account Admin page, click MEMBERS > Add > Add people to the member
directory, as shown below; the Add People to the Member Directory window is displayed.

2. Enter the email address of the member you want to add. You can add multiple email
addresses separated by commas.
3. Once all the email addresses are entered, click Add, as shown below:
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4. Assign the default company to all users. It is important to note that you will not be able to
add users without a company assigned to them.
Tip: If the actual company of the user is not created yet, assign any existing company to the
user. Once the user is added, add their company and then edit the user to change the company.
5. Define the default role for the users.
6. Click Save in the Add People to the Member Directory window; the new members are
added and listed on the Members Directory page.
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Adding a New BIM 360 Docs Project and Activating Services
As mentioned in the lecture, all admin activities for BIM 360 Docs projects are done through the
unified account admin page. Once the project is added, you can activate the services to be used
on that project. The following is the procedure for doing this:
1. From the Account Admin > PROJECTS page, click Add, as shown below; the Create
Project Profile window is displayed.

2. Enter all the project related information in this window, as shown below. Note that the fields
with * are mandatory.
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Tip: If you enter the project address, the Project Home page will show the weather on the day
at the project location.
3. Scroll down in the Create Project Profile window and click Save & continue; the project
profile is saved and you are taken to the SERVICES page, as shown below, where you can
activate the services for this project.
It is extremely important to note that the first service that needs to be activated on any BIM 360
project is the Document Management service.
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4. Click on Activate below the Document Management service; the Activate Document
Management window is displayed.
Tip: By default, the option to select a project template is selected while activating the
Document Management service. If you use a project template, all the services from that project
are automatically activated. However, if you don’t have a project template, you can select the
option to activate without a template and then manually activate the services.
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5. Select the Don’t apply a project template option.
6. From the top right, click Activate; the Activate without Template? window is displayed
prompting you to confirm that you want to activate the project without a template.
7. Click Activate without a template option; the process of activating the Document
Management service starts. Also, the Insight service is automatically activated, as shown
in the figure below.
Tip: The user activating the Document Management service is automatically added as the
Project Admin. In the following section, you will learn how to add additional members to the
project.
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Adding Members to the Project
As mentioned earlier, the user activating the Document Management service is automatically
added as the project admin. The following is the procedure for adding additional admins and
non-admin members to the project.
1. From the Project Admin > MEMBERS page, click Add; the Add Project Members page is
displayed.
Tip: While adding the email addresses of the members, if they already exist in the account, you
can select them from the list. However, if they do not exist in the account, you can type their
complete email address and then press ENTER to add them.
2. Add the emails of the member you want to add to the project.
3. Once all the members are listed, click Select, as shown below:

Once the members are added to the project, they will have their default companies
assigned.
4. If required, change the companies of the user and then assign their role.
Note: Most of the roles that have Manager in their name will automatically make the user
project admin. You need to make sure you click on the Orange color Project Admin cogwheel
to remove the project admin rights from the user.
5. Click on the Document Management icon to give all the users access to this service, as
shown in the figure below. Also, click on the Project Admin icon of any user who needs to
be given admin rights, as shown in the figure below.
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6. On the top right, click Add to Project; the selected members are added to the project and
an email notification is sent to them.
On doing so, these members are displayed on the MEMBERS page of the project, as shown
below. Also, the Filters area on the right side of the page shows the members by service.
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Reviewing the Document Management Interface
Before you start adding folders in Document Management, it is important for you to understand
its interface, mainly the Plans and Project Files areas.
1. Click on the Module Selector, labeled as 1 in the figure below, and then click Document
Management.

On doing so, the Document Management interface is activated with the Plans area active,
as shown in the figure below.
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Before you proceed any further, it is important to understand these two areas and the
workflows for these areas.
Plans Area
As the name suggests, this area is used to manage the latest set of construction plans.
Because the plans are in 2D format, if you upload a Revit model in this area, all its published
2D views and sheets, along with the 3D views, are automatically extracted and made
available for review and markup. During this extraction process, the Titleblock information,
such as sheet number, sheet title, and so on from the Revit sheets is also extracted. If you
upload multi-sheet PDF files in this area, each sheet of the PDF file is extracted and made
available for review and markup. However, the Titleblock information from the PDF sheets is
extracted manually by running Optical Character Recognition (OCR) during the upload
process. This area supports viewing of Revit, AutoCAD, DWF, PDF, and IFC file formats.
Project Files Area
This area is used to upload federated project models, such as Navisworks NWD files,
project specs, spreadsheets, photos, and so on. In addition to the file formats supported by
the Plans area, this area supports viewing of NWD, NWC, 3DS Max, Sketchup, and so on. It
is important to note that if you upload a Revit or PDF file in this area, their sheets are not
extracted.
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Creating Folders in the Plans Area
As mentioned earlier, the Plans area automatically extracts the Sheets of the Revit files and
displays them in the interface for review and markup. Therefore, if you need to upload Revit
files, it is better to do that in the Plans area. The following is the procedure for creating folders
in this area.
1. Click […] on the right of Plan and select Add subfolder from the shortcut menu, as shown
below; a new folder is added.

2. Rename the folder to the required name.
3. Repeat these steps to add additional folders in the Plans area. In the figure below, there are
folders created for various disciplines to upload their respective Revit files. Additionally,
there is a folder created for PDF files.
Tip: As mentioned earlier, if you upload a multi-sheet PDF file in the Plans area, each sheet of
that PDF file will be extracted and displayed as individual sheets in the folder.
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Creating Folders in the Project Files Area
As mentioned earlier, the Project Files area is used to upload federated Navisworks files as
well as project specs and documents. The following is the procedure for creating folders in this
area.
1. Click […] on the right of Project Files and select Add Subfolder from the shortcut menu, as
shown in the section above; a new folder is added.
2. Rename the folder to the required name.
3. Repeat these steps to add additional folders in this area. The following figure shows various
folders created in this area.
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Setting Up Folder Permissions
The folder permissions in the Document Management interface work Top-down. What this
means is that if you set the permission of the top-level folder for a user, all the sub-folders will
be applied the same level of permissions for that user. Therefore, it is important that you specify
the right level of permission for the user to the right folder. It is strongly recommended that you
go bottom-up on the folders while setting user permissions to avoid users getting permissions to
wrong folders. The following is the procedure of setting folder permissions.
1. Click […] on the right of the folder that you need to provide the permission for and select
Permissions from the shortcut menu, as shown below; the Folder Settings > Permissions
page is displayed.

Before you assign permissions to the members, it is important for you to understand
various permission levels. The following are the level of permissions that can be
assigned for the folders.
View Only: This permission level allows the user to view the documents in the folder
and add markups and issues to them. However, the user cannot upload any data in that
folder.
View + Download: This permission level allows the user to view and download the
documents in the folder and add markups and issues to them. However, the user cannot
upload any data in that folder.
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Upload-only: This permission allows the member to upload the data in the folder, but
not view or access any data from the folder. This type of permission can be handy when
you create folders for users to submit their bids to the project or upload their expenses.
View + Download + Upload: This permission level allows the user to view, download,
and upload the documents in the folder and add markups and issues to them.
View + Download + Upload + Edit: This permission level allows the users to edit the
documents in the folder, along with the View + Download + Upload permissions.
Folder Control: This permission level provides all the permissions of the View +
Download + Upload + Edit level, along with the permission to manage members and
their permissions to this folder. Additionally, the user with this permission level can
create title blocks for documents in that folder.
2. In the list at the top in the Permissions area, enter a company name, a role, the name of
the user, or their email address.
Note: If you enter the email address of the member who is not already added to the project,
they will be invited via an email once you provide them the permission to the folder.
3. Select the permission level for the added user, role, or company.
4. Click Add.
5. Repeat the process for the rest of the folders in the Plans and Project Files areas.
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Creating Publish Sets in Revit Files for Uploading into the Plans Area
Generally, Revit files contain a large number of views and sheets. However, you may not want
to extract all those sheets and views in the Document Management interface for viewing and
marking up. Therefore, you can create publish sets with only the required views and sheets
before you upload the files. The following is the procedure for doing this.
1. Open the Revit file.
2. From the Collaborate tab, click Publish Settings, as shown below; the Publish Settings
dialog box is displayed.

3. In the Publish Settings dialog box, click New Set, as shown below; the New Set dialog box
is displayed.
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4. Enter the name of the set in the New Set dialog box and then click OK; you are returned to
the Publish Settings dialog box and the new set is highlighted.
5. Select the check box on the left of the new set.
6. Select the sheets that you want to be made available in BIM 360 Docs. The following figure
shows the 3D view and sheets selected.
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7. Click Save & Close in the Publish Settings dialog box.
This file is now ready to be uploaded on BIM 360 Docs.
8. Save and close the Revit file.
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Uploading Revit Files in the Plans Area
As mentioned earlier, when you upload Revit files in the Plans area, the sheets of the file are
automatically extracted and are made available for viewing and marking up in the Document
Management interface. The following is the procedure for doing this.
1. In the Plans area of the Document Management interface, select the folder in which you
want to upload the Revit file.
2. Drag and drop the Revit file into the selected folder. The figure below shows a file being
dragged and dropped into the Architecture folder in the Plans area.

On doing so, the File Upload window is displayed, as shown below. This window informs
you that uploading files and extracting sheets is a four-step process.
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3. Click OK in the File Upload window; the process of uploading the Upload your files
window is displayed and the file upload starts, as shown in the figure below.
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Once the file is uploaded, the Continue button on the top right of this window becomes
active.
4. From the top right of the Upload your files window, click Continue; the process of
extracting the sheets will start.
At this stage, you can click the  symbol on the top right of the Processing your document
window to navigate away from this window and upload more files. Once the sheets are
extracted, you will be notified in an email about it. It is important to note that
Once the sheets are extracted, they will be listed in the selected folder, along with the 3D
view, as shown in the figure below.
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Uploading Multi-sheet PDF File in the Plans Area
As mentioned earlier, when you upload a multi-sheet file in the Plans area, all the sheets are
automatically extracted and are made available for viewing and marking up in the Document
Management interface. You are also able to run Optical Character Recognition (OCR) to extract
the information from the title block of the PDF file. The following is the procedure for doing this.
1. In the Plans area of the Document Management interface, select the folder in which you
want to upload the multi-sheet PDF file.
2. Drag and drop one or multiple PDF files, as shown below.

On doing so, the File Upload window is displayed, as shown in the figure below, informing you
that uploading the PDF files is a four-step process.
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3. Click OK in this window; the Upload your files window is displayed showing you the
progress of the upload.
4. Once the upload process is complete, click Continue from the top right in the Upload your
files window; the process of extracting sheets from the PDF file starts.
At this stage, you can click the  symbol on the top right of the Processing your files
window to navigate away from this window and upload more files. Once the sheets are
extracted, you will be notified in an email about it.
Once the process of the files is complete, the Review your documents window is
displayed, as shown below. This window allows you to define the layout and title block
information.
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5. Click Define > Define on the right of the PDF document name; the extracted sheets are
displayed in the thumbnail preview and the first sheet is displayed on the screen. Also, the
first step of extracting the title block information starts.
In this step, you need to define the extent of the title block of the sheet using the Image
Crop button in the toolbar at the bottom of the window.
6. Using the Image Crop tool, labeled as 1 in the figure below, drag two opposite corners to
define the extents of the title block.
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7. Once you have defined the extents of the title block, click Next from the top of the sheet; the
processing of the title block starts.
Once the process is completed, the second step starts in which you need to define the
region of the title block from where you can enter the Name of the title block and then
extract the sheet Number and Title by dragging boxes.
8. Using the Zoom and Pan tools available at the bottom of the window, zoom to the area of
the title block where you can extract the above-mentioned information from.
9. In the Title Block Information > Name field, enter the name of the title block as shown
below.

10. Click on the field on the right of the Number box; the Image Crop tool is activated. You now
need to define a region to run OCR on the area of the title block where the sheet number is
located.
11. Drag two corner points around the area that defines the sheet number in the title block, as
shown below.
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On doing so, the region you defined is highlighted and the text Number is written on the top
left of that region. Also, the number is listed in the Number field in the Title Block
Information area, as shown below.

Next, you need to define the sheet title.
12. Click on the field on the right of the Title box; the Image Crop tool is activated. You now
need to define a region to run OCR on the area of the title block where the sheet title is
located.
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13. Drag two corner points around the area that defines the sheet number in the title block, as
shown below.

On doing so, the region you defined is highlighted and the text Title is written on the top left of
that region. Also, the title is listed in the Title field in the Title Block Information area, as
shown below.

14. Click Save from the top of the sheet; the process of extracting the title block information
from all sheets starts.
Once the title block information is extracted from all the sheets, the Review your documents
window is displayed informing you how many sheets were extracted. Also, the preview of the
sheets, along with the number and title is displayed, as shown in the figure below.
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15. From the top right of the Review your documents window, click Publish all; the process of
publishing all the sheets starts.
Once the documents are published, you will be informed about how many PDF files were
published, as shown in the figure below.

16. From the top right of this window, click Show in folder; you are returned to the selected
folder in the Document Management interface and the extracted PDF sheets are displayed,
as shown in the figure below.
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Uploading Files in the Project Files Area
As mentioned earlier, the project files area is used to upload files such as the Navisworks
federated models, project specifications, pictures, Microsoft documents, and so on. The
following steps show how to upload an NWD file in this area. The process of uploading any
other file is the same.
1. In the Project Files area of the Document Management interface, select the folder in which
you want to upload the file.
2. Drag and drop one or multiple files in the selected folder, as shown below.

On doing so, the process of uploading the files starts. The progress of the upload is displayed
on the lower right corner of the window. Once the uploading and processing of the files is
completed, they will be listed in the folder. Once the process is completed, the files will be listed
in the folder, as shown below.
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Uploading Revised Versions of Files in the Plans or Project Files Area
The process of uploading revised versions of files in the Plans or the Project Files area is
exactly the same as that discussed above. Once you upload a file, if a version of that file
already exists in that folder, the version of that file is automatically bumped to V2. Similarly,
whenever you upload a revised version of the file, it is automatically bumped to the next version.
The following figure shows the NWD file is bumped to version 2 once the revised file was
uploaded.

Tip: You can click on the version number of the file, highlighted above, to see the history about
when were the various versions of files uploaded and by whom.
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Creating Sets in Document Management
Once you upload a large number of documents in the Document Management interface, you
need to find a way to filter and sort them. To do this easily, you can use Sets, which are one of
the most versatile concepts in Document Management. Sets allow you to filter your documents
based on any kind of requirements. For example, you can create sets for various versions of the
documents, for documents that are issued for construction, for documents that are to be
reviewed, and so on. It is important to note that only the Project Admins have the rights to
create sets. The following is the procedure for creating sets.
1. Make sure you are logged in as the Project Admin.
2. In the Document Management interface, select Sets, as shown below; the Sets area is
displayed.

3. In the Sets area, click Create new set, as shown below; the Create new set window is
displayed.

4. In the Create new set window, enter the name of the set, and then select the Issuance
date, as shown below. Note that specifying the issuance date is not mandatory.
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5. Click Save at the bottom right of the Create new set window; the new set is created.
6. To create additional sets, click Manage sets as shown below; the Manage sets window is
displayed.
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7. In the Manage sets window, click Create new set and then enter the name and issuance
date of the new set, as shown below.

8. Click Save on the lower right of the Create new set window; the set is created and you are
returned to the Manage sets window.
9. Repeat the process to create any additional set. You can also click on the name or issuance
date of the sets in the Manage sets to edit that information.
10. Close the Manage sets window; you are returned to the Document Management interface.
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Assigning Sets to the Documents
Once you have created sets, you are ready to assign them to the documents. The following is
the procedure for doing this.
1. Make sure you are logged in as the Project Admin.
2. In the Document Management interface, select the folder of the documents that you want to
assign to the sets.
3. Select all the documents you want to assign to a set and then click Edit set assignment in
the toolbar at the top, as shown below; the Edit set assignment window is displayed.

4. In the Edit set assignment window, click on Move to existing set radio button, if the set
already exists, and then select the set name, as shown below. Alternatively, you can click on
the Move to new set radio button, if the set does not exist.
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5. Click Save from the bottom right of the Edit set assignment window; you are returned to
the Document Management interface and the name of the set is displayed for each
document, as shown below.

6. Repeat the process to assign sets to various documents.
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Viewing Documents Based on Sets
Once the documents are assigned sets, any user to view documents based on those sets. The
following is the procedure for viewing documents based on sets for a non-admin user.
1. In the Document Management interface, click on Sets, as shown below.

2. Click on the list in the Sets area and select the name of the set whose documents you want
to view, as shown below.
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On doing so, documents of that set are displayed. Notice that the documents of all types are
displayed in the same window. Also, notice that you can view the location of those documents in
the same window as well, as shown in the figure below.
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