Bluebeam Revu 2016: Studio
Invitation Process Guide

(YOGI v1.0)



PAGE 2 Revu Studio Invitation | Process Guide 2016



Table of Contents

TABLE OF CONTENTS ..cuuiieuuirteeereenietenserenseersaseeresseressesssssesssssessssessnssessssssssssessnssssssssssassessnssssssssssnsseranssssnsssssnssssnnse 3
1.0 FORMAT DRAWINGS PRIOR TO STUDIO SESSION ....c.cttuiereenerrenncerneereaserrensersnssessnsesssssessnsssssnsessassessnsesssnsessnnes 4
L. 1 FLATTEN DOCUMENTS .uttuuuuuuuuunnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnsnnnsnnnsssnsnssnsssnssnnnsnssssssnnssssnssnssnsssnnnsnssnnsssnssnssssssnnnnnnnsnnnnnnnnnn 4
1.2 COMPRESSING DOCUMENTS ...uuuuuuuunenennnennnnnnnnnnnnnnnnnnnnnnsnnnnnnnnnsnsnnnsnsnsnsnsnsssnsnsssssnnnsnsssssnsssssssnsssssnsssssnsnsnsnsnsnsnsnnnsnsssesans 5
2.0 STUDIO SESSIONS ....cuuiiieiiiitnniiinneiiennietesersassessnsessasserssssssansssssssesssssssssssssnssssssssssnsssssnssssassessnssssanssssnssessnssssnnsns 6
2.1 SETTING UP A NEW SESSION ...uuuuuieeiiiirtriieeeeeeeeerstteeeeeresesssueeeeesssssssseseessesssssneseessesssssiesesessssssnmeesesssessssmeeeessssssnnneees 6
2.2 EMAIL VERBIAGE & ATTACHMENTS .ceiiiiiiiiieiiiieeeeeeeeeee ettt ee et et e et e e e e et e e e et e e e e e e e et e e e e e e e e e e e e et e e e e e e e e e e e e e e e e e e e e e e e e e aeeeeeaeaeeeaeaens 10
2.3 EMIAIL SUBJECT LINE.1uuuuieeeeetttiieeeeeeetetttueeeseesessaueneeesessssssnnnsesesssssasnasessssssssnnsesesssssssnnnsesessssssnnnnsesessssssnnnesesessssssnnnns 11
3.0 STAKEHOLDER PAGE TURN MEETING ......ccuctttuietenierennereenncereniersnsersesssssnsserensessnsssssnsssssssessasssssnssssnssessnssssnnsens 11
3.1 IMPORTANCE AND TIMING OF PAGE TURN IMIEETINGS ...eetvveieieieeereeeeeeeeeeeeeeeeeeereseeeeeseesssseesssssssessssessssssssssssssssssesssssssssesens 11

PAGE 3 Revu Studio Invitation | Process Guide 2016



Revu 2016: Basics Guide

1.0 Format Drawings Prior to Studio Session

By the end of this lesson, learners will be able to:

Lesson objectives

Flatten Documents.

Compress File Sizes.

1.1 Flatten Documents

e Open the documents
you wish to flatten in
Bluebeam. (Not

within a Session)

On the Command
Bar, Click Document
& “# Flatten M

In the Flatten
Markups dialog, click
All Markups, then

click Flatten.
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1.2 Compressing Documents

e Openthe
documents you wish
to flatten in
Bluebeam. (Not
within a Session)

e From the Document
tab, click on the

Process -
dropdown menu,
then Reduce File Size

C}

¢ Inthe Reduce File
Size dialog, keep the
preset reduction at
50% to maintain
quality, but still
reduce the file size
low enough. Click

OK. T

e Save the file in the
desired location &
your ready to import
into a Studio Session.

Document  Form

imq
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Markup

Studio
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Security
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Reduce File Size
PDF/A
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@ Presets
i ality Compression
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7 Custom | Edit Preset || Edi. |
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Estimated: 3642000 Bytes 57 % reduction in size ‘.' Cancel

PAGE 5

Revu Studio Invitation | Process Guide 2016

7-03-07 Burge Deck|



Revu 2016: Basics Guide

2.0 Studio Sessions

2.1 Setting Up a New Session

Lesson objectives By the end of this lesson, learners will be able to:

e Set up anew Studio Session.

e Upload PDFs to a Studio Session during creation.

e Turn the default permissions on & off

e Unrestrict attendees by email during the
creation of a new Studio Session.

e Invite colleagues to join them in a Studio Session
by copying the invitation & emailing from GT
email program

e Describe how they can invite attendees to a
Studio Session using their email address book.

¢ Create Studio Go to View > B=Tabs >  ’Studio or press ALT+C to
Account access the Studio tab.

e Click *}Seﬂings on
the Studio tab. The e g @ “
Preferences diCﬂOg 3~ studiobluebeam.com
box opens to the % Home | M =]
Studio preferences. Start - (£ Join| L Settings

e Click Manage by S
Servers. M Toiing

Preferences

amera Account Settings

Docur Server: |studio bluebeam.com

Login Email:  dpowelld3@gatech.edu

File Access
Forms
General
Grid & Snap
Hyperinks =|| Motffication Preferences .y,

Import/Export Lost Password ‘;

JavaScript S
Markup
Markups Tab General

Mavigation [] Checkout on Open

PDF/A Enable Fashing on Session Alerts

Presertation Toolbar Integration Only
Rendering

Rendering 30 [T Force Proxy Use
Sets

Sets (Advanced)
Signature

oo
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e The Server Profiles | T [ |
dialog box appears. oo
Clle & The Creqte Server Email Password
New server dlCllOg [E] studio bluebeam.com user@domain.com LTI Y]
box appears (see (4]
next page) N
©
e Once the Create Create Mew Server I&
New Server dialog -
box appears, enter < Senver: -
the name of the Domain # E-mail:
Studio sever in the Password:
Server field [] Remember Password
[ Use Windows Authertication
Mame: Loginto see the name...
| oK || Cancel |

L =

e |f this Studio server has been configured to use Active Directory & you
would like to use your Windows login, select Use Windows Authentication.
o The Domain / E-mail field will be automatically populated when this
option is selected.
e |f this Studio server has not been configured to use Active Directory or if you
would prefer to log in using your email address:
o Enter your email address in the Domain / E-mail field.
o Select Remember password.
o Enter a password for this Studio account in the Password field.
e Click OK.
You will receive a verification email after you create the account. Follow the
instructions in this email in order to complete the validation process. You must
validate the email address or you will not be able to continue using the
account.

PAGE 7 Revu Studio Invitation | Process Guide 2016



Revu 2016: Basics Guide

Setting up a new
Studio Session

e The dialog box to the
right will appear

e Enter a Session Name

e Click Add to select
PDFs fo include in the
Session, or click Add
Open Files to add the
files that are already
open in Revu. Files
can be added later,
as well.

e Select the desired
options from the
Permission list. These
will apply universal
permissions to all
Attendees. Check
Save, Print, Markup,
Markup Alert, or Add
Documents to allow
Attendees those
permissions by
default or uncheck
them to remove
those permissions
from Attendees by
default

e To unrestrict access
to the Session by
email address,
uncheck the Restrict
Attendees by E-mail
Address. This will
allow any user with
the Session ID to join
the Session
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Documents

From the Studio tab, go to IStart > =' New Session.
The Start Studio Session dialog box appears

File name
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Save As
Print
Markup
Markup Alert

El+

SO00PM £

| oK || Cancel |
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e To set an expiration
date for the Session,
select Session Expires
& enter the desired
expiration date &
time. Expiration dates
must be in the future;
Revu will not allow a
back-dated
expiration date.

e Click OK to save the
settings & upload the
files. The Session
Invitation dialog box
will appear

e The Session
Information is shown
at the top of the
dialog box. Copy this
information to the
clipboard in order to
paste it intfo another
program, such as an
email message, IM or
other document,

(

click Copy Invitation.” |
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Options
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Save As

Print

Markup
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N
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e Within an emaill
program, open a
new email message
& paste the copied
information info the
body. Your
Bluebeam user name
will appear in the first
line, the Session ID &

URL (already —~

hyperlinked) will
appear as well.

To.. jdoe @designfirm.com; gmonopoly @bank, com; Burdell, George P.; contractor @ACME. com
Cc.
Send
Beo
Subject Bluebeam Studio Session

Attached | 3 D&C Review Tool Set.bix (4 KB]

ve been invited by jgault to join a Bluebeam Studio Sessioft

Session
Session ID: 962-805-075
Session URL: https://studic.bluebeam.com/join.html?1D=962-803-075

Thanks,

John Gault
Project Manager

Georgia | Desigm i
Tech | Construction

Facilities Management

2.2 Email Verbiage & Attachments

Lesson objectives

By the end of this lesson, learners will be able to:
e Send GT D&C standard email with
attachments to Studio Session Users
e Include standardized subject line information

e An email, similar to the
one on the right,
should be composed
& sent to the
appropriate
stakeholders. An email
template is available
on the Standard forms
& template website.
Along with the other
Bluebeam Training
Tools

To. m; m; Burdell, George P.; contractor @ACME.com

Ce.
Send
Bec
Subject Bluebeam Studio Session Invitation Template

Attached | [ Getting Started in Bluebeam pdf (990 KB); @ D&C Review Tool Set.bix (7 KB)
All,
Please join me in a Bluebeam Studio Session to review and comment on Project Name.
Items included in this package are:
*  Provide pertinent project information here.

This session will expire on Provide Date so everyone will have Provide duration of session here to comment.

Please use the attached tool set to provide your comments in Studio and use the attached instructions for getting started. You can also find the Bluebeam
instructional guide on the Facilities’ Standard forms & Templates website at this link Standard-forms-and ‘training-bluebeam

Below is the Bluebeam Studio Session Information:

Project Name
Session ID: 104-511-824
‘Session URL: https://studio com/join.htmI?ID=104-511-824

Thanks,

Daniel Powell

Project Manager

Georgia Tech D&C - Facilities
Cell 404.931.3945 (preferred)

Direct 404.285.5218
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e Located under the
Training tab

Standard Forms and Templates

2 Construction Contracting and Procurement

> General Purpose

> Professional Service Contracting and Procurement
2 Project Management

2 Purchasing

> Reference

¥ Yogi Berra Sandbox

2.3 Email Subject Line

Include the items to the right in the e Begin with “Bluebeam Review"

subject line of the invitation email. As
the project dictates, provide more
information as needed.

Project Name
e Project #

3.0 Stakeholder Page Turn Meeting

3.1 Importance and Timing of Page Turn Meetings

Lesson objectives

By the end of this lesson, learners will recognize the
importance of:
e Holding stakeholder (in person) page turn
meetings
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Timing of these meetings

Page Turn Meetings

Page turn meetings give stakeholders an
opportunity to voice opinions in person &
work through conflicts

Let’'s face it, this may be the only fime some
stakeholders review the documents
Reminds some of the expiration deadline
Encourages sharing of ideas & greater
collaboration between GT entities

|dentify potential budget issues or constraints
not typically captured in Studio Sessions
ldentify possible “scope creep”

Timing of Meeting

Page turn meetings should be held 2 to 3
days prior to the expiration of the Studio
Session

Gives designers time to incorporate
comments into Studio Session

Gives others a chance to attend Studio
Session, again or for the first time, after the
meeting to add or clarify comments
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