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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.

AUTODESK BIM 360 | undefined © Sample br

# Document Management fologRs  AEVICwS
B e BE s
e - Titke et -3

This menu will take you to the different project views.

Y AUTODESK BIM 360" | undefined > Sample Project ~

prOject Ad m] n MEMBERS COMPANIES
]

Settings Reviews

o 3%

Project Home Document Project Admin
Management

&

Account Admin

Privacy | Terms and Conditions
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AutoDesk BIM360 5

Under the companies tab, you can add new companies into the project using the add button.

# Account Admin

Company Directory

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

25 both companies currently in use and companies you want
J Create Company X {

Company Name Company Logo

IDC select image to upload

Trade or Company Type

Communications

Company Address Description

City Postal Code

State/Province v United States v P
Company Telephone ERP Partner Company ID
Company Website Tax ID

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

PROJECTS MEMBERS COMPANIES ROLES ANALYTICS SETTINGS

Email = Status

logan frost@eitedu.au Active

Under the add menu, you can add account admins. These admins will be able to access the account
at the same level as you.

I EEEEEEEEEEE———
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Member Directory

The Member Directory lists all members in your account, including project members. This list includes
directory who have not yet been granted access to the account or any projects.

More Actions = Email/Mame ¥ | Q, Search by name or email

Add people to the member directory

[ Email «
- - Invite EEEGITHEGL AL 10 manage
Invite Account Admins 9
[ your account. ogan.frost

Invite Executives
Import members by spreadsheet
Invite Project Admins

Add members to a project

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.

JI%1(] Account Admin

To invite new Account Admins to manage your account, enter their email addresses, and select Account Admin in the Access Level dropdown. The
Account Admins will receive invitation emails with links to BIM 360 administration

Invite Account Admins to manage your account.

Email *“Default Company Default Role Access Level

james.theodosiadis@eit.edu.au EIT BIM Manager v Account Admin

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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Member Directory

The Member Directory lists all members in your account, including project members. This list includes mer
directory who have not yet been granted access to the account or any projects.

- M i - r email
fore Actions Add new people to the member I

directory. They will not be invited to

Add people to the member directory a project, but will be available to
[ Project Admins when they invite Email =
Invite Account Admins project members. .
[ ames theodosi
[ Invite Executives logan frost@ei
[ Import members by spreadsheet smiley2600@g

Invite Project Admins

Add members to a project

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.

Create Project Profile

* Project Name Project Image

Select image to upload
JPEG, GIF, PNG, or BMP file
(4MB max)

Instructions Project

Project name is valid.

. Browse
Project Type

Single-Family Housing

Construction Type Project Address

Address Line 1

Project Value Address Line 2

City Postal Code
State/Province

Contract Type

United States

Project Start Date Project End Date Project Time Zone

(GMT-05:00) Eastern Time (US & Canada)

Project Job Number * BIM 360 Field Project Language
English

Business Unit

Select a Business Unit

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

Name + Members Companies Project Status Last Sign In
Instructions Project 1 1 Active
My Project 1 1 Active

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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] Project Admin MEMBERS

Project Members

Name » Status Email ompany Fole N

2

The names of your members can be searched in this menu.

@ p rOjECt Admin MEMBERS COMPANIES SERVICES PROFILE

Add Project Members

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.

i Project Admin uempens

Project Members

uame » sw e PV

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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|

{ E) & F

Project Home Document Project Admin m
Management

(

: 1

Account Admin

Privacy | Terms and Conditions

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.

# Document Mana gement FOLDERS REVIEWS TRANSMITTALS
View by 2 E Upload files . Showing 2 items v B =
[J Name ~ Title Set Version Last updated Updated by Markup Issue Location File Name Number -3
~ Y Pl O 0. Plans, -- -- -- 24 Nov 2020 12:38
0. plans -
=] O 1. Models - - - 24 Nov 2020 12:38
[ 1 Models

~ @1 Project Files
[] 0. welcome to Docs
[ 1. specifications
[ 2 photos.
[ 3. pesigns
[ 4. Preconstruction
[ 5. construction

[ 6. Handover

Create a new subfolder in the Plans folder to begin setting up folders and permissions.
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- Plans
[ ] 0.Plans
[ ] 1 Models

~ & Project Files
] 0. welcome to Docs

[ ] 1 Specifications

[ ] 2. Photos

F— o~ =

4+ Add subfolder

Rename
Upload

Share

Add attributes
Sort by

Permissions

Titla kol

10

Right click on the new folder and select permissions. This will open up the menu to assign who can

access the folder.

- Plans
[] 0.Plans
] 1. Models

[ ] tutorial folder
~ @1 Project Files +
] 0. Welcome to Docs
[ ] 1. Specifications
[ ] 2. Photos

7] 2. Designs

[ ] 4 Preconstruction
[ ] 5. Construction

[ ] 6. Handover

Add subfolder
Rename
Upload

Share

Add attributes
Move folder
Sort by

Delete

Permissions

Title blocks
Subscribe
Submit for review

Create transmittal

This is what the menu will look like. Your project admins will always appear wih full permissions.
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Permissions - tutorial folder

Users:1 Companies:0 Roles:0

“ Q search for name or email

Name Permission Level Type

Logan Frost Folder Cantrol User Project Ad...

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.

Add Permissions

Add New *

Logan Frost x

Permission Level *

Select a permission level

View Only

Can view documents and can add markups/issues, but cannot upload or
download content

View+Download

Can view and download documents and can add markups/issues, but
cannot upload content.

Upload Only
Can upload content, but cannot view folder contents

View+Download +Upload

Can upload, download and view content, and add markups/issues.

View+Download +Upload+Edit

Can review and publish content, as well as edit and delete

Here is an example of a file’s permission structure.
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“ (Q, search for name or email

Name Permission Level Type

Logan Frost Folder Control User Project Ad..
s e

james theodosiadis Folder Control User Project Ad...
s e

Logan Frost VigwrDownlaad User Remove

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.

Add Permissions

Add New *

idg]

Company

[] 1pC

B

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

w I0C View Only Company Remove

]

Logan Fraost

The same an also be done using roles.

» Construction Manager View+Download Role Remave

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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[Ty Plans
w [l Project Files
[ ] Shared
» [ ] Teams
] EIT
[ ] 1DC

Navigate to the project admin page and open th design colaboration menu.

i Project Admin

Overview F".Cti'l.l'it'_l.l'
Issues
Motifications Export
Locations
Today
13:45
Document Management
Design Collaboratic
13:44
12:44
1244

Under the teams tab, click add team to begin creating your teams.
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Teams Manage Project

The default location for newly added teams is /Project Files

O Team ~ Path

If you’ve already created your team folders like above, click on the select existing folder button.

Add Teams X

Add teams to Design Collaboration and select folders in Document Management that represent
each team.

Enter a team name to use the default /Project Files location for the team folder, or browse
to select an existing folder. Teams appear in the Design Collaboration timeline and team
panel.

EIT Add Select existing folder

No teams added

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.

AutoDesk_BIM360_Software_Instructions_v1 )x I I
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Select a team folder X

+ [ Project Files
v [ Teams

» B3 EIT

» B 1DC

‘You can't select the following folders: Project Files, the specified default location or its parent folders, or folders
containing other team folders.
Create a new folder in Document Management to represent a team. Go to Document Management.

Here is what the add team menu will look like once you have your teams added.

Add Teams X

Add teams to Design Collaboration and select folders in Document Management that represent
each team.

Enter a team name to use the default /Project Files location for the team folder, or browse
to select an existing folder. Teams appear in the Design Collaboration timeline and team

panel.
Enter a team name. Select existing folder
Team Name Path
EIT /Project Files/Teams/EIT
. 1DC /Project Files/Teams/IDC

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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O Team ~ Path
O EIT /Project Files/Teams/EIT
[ @ 1c /Project Files/Teams/IDC

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.

Manage members of IDC

Add existing team members or invite new team members into this team.

Logan Frost =

Permission level ~ Manage

Name ~ Permission level

X

Type
james theodasiadis — e User Inherited
Logan Frost — e User Inherited
Here is what the added member looks like.
Manage members of IDC X
Add existing team members or invite new team members into this team.
Permission level Manage
Name A Permission level Type
james theodosiadis — e —— User Inherited
Logan Frost — User Inherited
Logan Frost E‘g_e —— User Remove

Revit Collaboration

Close

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.

AutoDesk BIM360_Software_Instructions_v1
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<8 D snin % ®- - &

o)

o > 1o O G kR § BATE ¢
cich 1 salect, TE for aturitis, CTRL wddi, SHFT unjalect & Sl A T A OTe

Open the collaborate tab on the toolbar.

e Collaborate %

[}l_

In the collaborate toolbar, open the collaborate menu.
Architecture  Structure  Steel  Systerms  Insert  Annotate  Anakme  Massing &

m Active Workset:
72 | &y i

Collzaborate | \Work sets

L

Communicate Collaborate nch

Enables collaborgtion so team members can work on a model
simubaneoushy.

Press F1 for more help

Flaar Plan -

In this collaborate menu, make sure to select “In BIM 360 Document Management” before clicking
OK.

I EEEEEEEEEEE———
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Collaborate X I

You are enabling collaboration. This will allow multiple people to
work on the same Revit model simultanesusly.

@) ¢--> O ¢--> Q)

How would you like to collaborate?
") Within your network

Collaborate on a local or wide area network [LAN or WAN). The
maodel will be converted to a workshared central model.

# In BIM 260 Document Management

Collaborate with controlled permissions among project
members. The model will be cloud warkshared in the project you
select

Which collaboration method should | choose?

| CIK!}J| Cancel |

Revit will ask you to sign in to BIM 360 so it can link your accounts.

= Zgnin

Sign in A
Email

NEXT

HEW TC AUTCOESK? CHEATE ACCOUNT

x

Select which project you want to link to.
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| Collaborate wsing the cloud x

You are about to initiate collaboration for the model using the
choud. Your model will be uploaded to a project you select.

T

= &

Current Revit Madel Project
Current Revit Model

Projectl.nt

Project Location

B =M 350 Al s

*¥:Engineering Insitute B'FTECI'[}‘GIDW
#undefined

What is Cloud Worksharing?

nitiate Cancel
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Collzborste wzing the cloud b4

You are about to initiate collaboration for the model using the
choud, Your model will be uploaded to a project you select,

[R) = A

Current Revit Madel Project

Current Revit Model
Praject].rt

Praject Location
o Engineenng Insitute of Technology v Ii

}. Instruchions Project

What i= Clowd Worksharing?

nitiate Cancel _

Open the teams directory and select the appropriate team to share with.

PR AR

Praject Files - | [ ]

Shared

/ Tﬂrﬁ,:

Once you have the team folder chosen, click initiate.
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Collaborate wsing the cloud x

You are about to initiate collaboration for the model using the
clowd. Your model will be uploaded to a project you select,

R < [&
Current Revit Maodel Project

Current Revit Model
Projectl.nd

Project Location

)BT | [ 2]

4. Consumed

What is Clowd Worksharing?

| Iniﬁ te | Cancel

In BIM 360 the file will appear under the team file. This will only be accessible to the members in
that team.

# Document Management FOLDERS  REVIEWS

View by 8 E Upload files I Showing 2 tems Q search v B -
[] Namea Description Version size Last updated Updated by Marikup Issue :":‘:L‘:‘"’l set o3
EY Plans [J £ consumed - - - 1 Dec 2020 13:51 Logan Frost
~ 7 Project Files.
[ [ erojecturvt v2 7mMB 3 Dec 2020 13:18 Logan Frost
» [ Shared
v [ Teams
~[CgeEm
[ consumed
» O 1nc

If you cange an aspect of the Revit file, The changes won’t make it to BIM 360 until you publish it.
3000

This is done by opening the synchronze with control menu.

I EEEEEEEEEE——
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LY =l -
nnotate  Analyze  Massi

| ©f |@8

Synchronize |Reloac
with Central~) Latest

Synchri

Allovavs

The softwares will take some time to sync up.

Syme With Central

Syncing with central. Please wait...
o Save to local _————————y
O Reload latest |
=p Savetocentral |

Uplooding..

Save to local

I =&

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

menu.
View  Manage Add-ns  Modify =~

8 |22 @ @

Manage |Publish  Copy’  Coordination o
Cloud Mudﬁ Sething:  Monitor Riena ear

inage hodels = i

Manage Cloud Maodels =

fanage Rewit models in the cloud.

Press F1 for more help

Select the project you want to look at.
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= = i Wy — v = —

R Manage Cloud Models

Projects

{ Projects n

] Instructions Project

You can see the different models and when they were last updated.

Manage Cloud Models e =]
g

Projects > Instructions Project

Instructions Project n

Only cloud models in this project are listed below. To access all files within this project, go to Instructions Project

Current Project (1)

Model Name Updated By Last Updated Time

Project1 vt logan frostZT6UE 2020-12-03 01:28PM

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.

Updated By

i B logan frostZTEUE

Publish Latest |

Another sharing option is Live Linking. Open the Link Revit option in Insert tab.

Architecture  Structure  Steel  Systems  Insert  Anmg

bR B O Y@

flodify| | Link | Link Link Link OWF  Decal Point C
Revit | IFC  CAD Topography Markup - Cloud

3elect -
Link Rewvit

Links another Rewit nodel to the current model.

Properties
Press F1 for more help

l_":ll Flaor Plan -

ABN: 39 135 762 426 | RTO Provider Number: 51971 | Higher Education Provider Number: 14008| CRICOS Provider Number: 03567C



AutoDesk BIM360

Under external sources, you will find the BIM 360 project directory to navigate to your file.

Loak in:
% o,
E
. (i
(-

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

Recent Files  Learn -

- opr MODELS
E B ot
o @ 3 T
FAMILIES
B
‘ [ 2
_A i )
P — S ——

HodelType Madified Date Madid By Publish Status Published Data Published By o

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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B AUTODESK BIM 360

[nstructions Project

[ Instructions Project / [ ProjectFles / [ Tesms / [ EIT

| Name~ Model Type Modified Date Modified By

[ tonsumd Open Madel

Opening model: ProjectT.rvt...
| & Projecu

tember 3, 2020 2:02 PM logan frostZTau

(%) show details

%
b

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,

x
EIT

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

®

B
03/12/2020

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

EIT(2) X

51}

v vProjective (1)

@00

- ER R I IR °
Once you have selected your package, click save.
Once you've saved, click share to add the package to the shared folder.
X

Share this package with other teams participating in your project. m

You can name the package and add details, and share.
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Share package

You are about to share this package, which will make it available to all teams in the project.

Package name *

EIT package

Package description

stock description

Select an existing Document Set to add the content of this package to:

none -

Content in this package is being processed. Linked models will be updated, but the
content itself won't be viewable until processing completes.

When linking models like before, you can access these shared packages regardless of your team.

R Import/Link RYT 7 =
Look in: Shared v 4m ] ¥ El views =
Previews
Marne
EIT Resource Folder
DC [:.? Resource Folder
Documents
-_
My Compater
Y
My Nebwork.,.
B : g
Filz name: | b
Favoribes
Files of type: | RVT Files (*.rvt) v
Positioning: | Auto - Internal Origin ta Internal Orlgin v
open v Cancal
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