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Software Instructions for Autodesk BIM360 
 

Intro: 
Setting up your members 

 
Your initial project may look like this, in order to start working on the members and administration 
of your project, you need to open the project admin page. 

 
This menu will take you to the different project views. 
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Under the companies tab, you can add new companies into the project using the add button. 

 
This is the menu that you will input company info into. 

 
Under the Members tab, you are able to add new members to the project 

 
Under the add menu, you can add account admins. These admins will be able to access the account 
at the same level as you. 
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To add your account admins, fill in their email and click add. Once their entry is added to the list 
below, adjust their company and role before clicking invite. 

 
You can also add other members using the member directory. These will be members whose 
permissions you will have more control over. These members are added in the same way account 
admins were added. 
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Setting up your project 
This menu is where you will fill out the details of your new project. The address allows bim to 
provide weather information for your location. 

 
Here is how your new project will appear in the account admin page 

 
In the members tab of your project admin page, you can add members from your member 
directory using the add button. 
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The names of your members can be searched in this menu. 

 
Once your members are added, you can edit their permissions by clicking the symbols on their row. 
In this section you can decide on their admin possition, their document access, and their access to 
analytics. 

 
Here are the members we will be using for these examples. 

 
 

Managing your Documentation 
In the navigation menu, go to document management to begin setting up the document structure 
of this project. 
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This is what your initial document structure will look like. The main thing to pay attention to is the 
two main folders. Plans, and Project Files. Most of your subfolders are going to be contained within 
these two folders.  

 
Create a new subfolder in the Plans folder to begin setting up folders and permissions. 
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Right click on the new folder and select permissions. This will open up the menu to assign who can 
access the folder. 

 
 
This is what the menu will look like. Your project admins will always appear wih full permissions. 
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When adding a new person to the folder permissions, add their name from the member directory. 
Once the member has been selected, you can select their level of access. The levels of access 
available are view only, view and download, upload only, view + download + upload, view + 
download + upload + edit. 

 
 
Here is an example of a file’s permission structure. 
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The permission seletions can also be done on a by company basis. Select a company from your 
company directory and assign their permissions in the same wa you did with the members. 

 
 
With the company added, you can open its dropdown to see all of the members that the company 
pemissions apply to. 

 
The same an also be done using roles. 

 
 
Once you understand folder permissions, you can move on to setting up team folders. Under 
project files, create a new teams subfolder, and in that folder, create new subfolders for each team. 
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Navigate to the project admin page and open th design colaboration menu. 

 
 
Under the teams tab, click add team to begin creating your teams. 
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If you’ve already created your team folders like above, click on the select existing folder button. 

 
 
Select one of the team folders to create a team for that folder. BIM 360 will automatically name the 
team after the folder you selected. 
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Here is what the add team menu will look like once you have your teams added. 

 
 
Under the teams tab in design collaboration, you can open the members menu by the link in the 
members column on the right. 
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This is the members menu wher eyou can see the permissions of all he team members similar to 
the folder permissions from before. Add members from your member directory to fill the teams. 

 
 
Here is what the added member looks like. 
 

 
 

Revit Collaboration 
Once you have your docment structure set up, you can begin collaborating with Revit. Open a 
project document in Revit that you want to share with the BIM 360 project. 
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Open the collaborate tab on the toolbar. 

 
 
In the collaborate toolbar, open the collaborate menu. 

 
 
In this collaborate menu, make sure to select “In BIM 360 Document Management” before clicking 
OK. 
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Revit will ask you to sign in to BIM 360 so it can link your accounts. 
 

 
 
Select which project you want to link to. 
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Open the teams directory and select the appropriate team to share with. 

 
 
 
Once you have the team folder chosen, click initiate. 
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In BIM 360 the file will appear under the team file. This will only be accessible to the members in 
that team. 

 
If you cange an aspect of the Revit file, The changes won’t make it to BIM 360 until you publish it. 

 
 
This is done by opening the synchronze with control menu. 
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The softwares will take some time to sync up. 

 
 
To look at the versions you have and how synchronized they are, open the manage cloud models 
menu. 

 
Select the project you want to look at. 
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You can see the different models and when they were last updated. 

 
If the latest version in Revit isn’t yet published, the blue publish button will appear next to the 
updated by entry. You can click This to publish the Revit model. 

 
Another sharing option is Live Linking. Open the Link Revit option in Insert tab. 
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Under external sources, you will find the BIM 360 project directory to navigate to your file. 

 
 
Alternatvely you can, in the main menu before opening a model, open the BIM directory under 
recent files. 

 
 
Follow the directory to your file and open it in Revit. 

 
 
It will initially take a while to cache the model, but in the future it will only need to load the 
changes. 
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Sharing with other teams 
 
Here is what your team timeline will look like. It shows any time changes or uploads occure in your 
team files, 

 
 
On the right of the team timeline, there is a plus button which will allow you to share team files. 

 
 
Select the aspects of your model to create a package from. 



AutoDesk BIM360    26 

AutoDesk_BIM360_Software_Instructions_v1 

 
 
Once you have selected your package, click save. 

 
 
Once you’ve saved, click share to add the package to the shared folder. 

 
 
You can name the package and add details, and share. 
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When linking models like before, you can access these shared packages regardless of your team. 

 


