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Creating Drawings and Packages

Drawings are used to develop and communicate ideas about a developing design. A Drawing Package is
a group of one or more drawing items.

Manually Create a New Drawing

Viewing Drawing Log

Edit the Drawing Record

Manually Create a New Drawing Package

Create a New Package Using Text Extraction

Edit the Drawing Package Record

Download or Upload Drawing Documents from the Package
References

Manually Create a New Drawing
Drawings can be managed individually or grouped in a Package.

1. Open the project.

v
[Search.
‘ Welcome back, PT
oot National Park Service (NPS) - |
DSG Sandbox jbunch+nps@projectteam.com

View All Projects...

Action Items (0) Recent Activity

Overdue (o] All Projects v

2. Open Drawings from the options that open after clicking on Forms in the left navigation pane.
3. Click New Drawing.

| A — s ; v e e
Drawing Packages shared with me Pack IE n
You have no Drawing Packages yet
Once you have access to Drawing Packages, they will show here.
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4. Select Create New from the Create New Drawing side of the window.

Create New Drawing

Create a new drawing that is unrelated to any existing
drawing. New drawings do not have any related revisions.

Create Revision of Existing Drawing

Create a new revision of an existing drai

will be related to all existing revisions.

wing. The new revision

5. To upload the actual drawing file, click the Upload button in the New Drawing window.

New Drawing

I © Step 1 of 2. Upload your drawing file (PDF only)

Cancel

™

Skip this step

6.
the bottom right corner of the Files window.

Locate and click the drawing title to select the document and click the Open button located on

€ Open

L v » Search Results in Documents » Sample drawings

Organize ~  New folder

E* MName Date modified

(2] Main School Building.pdf 1112/2012 831

AM

File name: | Main School Building.pdf

Type Sze

Adobe Acrobat D...

| |PDE File (*.0df)

Cancel

=

7. Once the upload are complete, click the Next button located in the bottom right corner.

I  Siep 1 of 2

=
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8. The Drawing form will open. Enter the required information in the Subject and Drawing # fields. The
remaining fields are optional but the information captured in these fields will be very helpful in creating
robust reports about your drawings.
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8. Save the record.
9. The Drawing record will open with a preview of the file in the Viewer tab of the Details pane.
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10. To view the document in full screen or markup the drawing, click the Fullscreen/Markup button
located in the top right corner of the Viewer screen. See Add markup annotations to a file
(projectteam.com).
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11. To view the drawing information, click the Details tab. To edit the record, click the Edit button.

]

12. Once edits are complete, Save the record.

Viewing Drawing Log

1. Open the Drawings tab of the Drawings form type.
2. There are two options to view the list of drawing records in the project. To switch between the
views, click the toggle button located on the top right corner of the log.

[@-]

e List View allows the user to see a list of records. This list can be configured to show different
fields in the grid. To learn more about customizing a documents log, please refer to the
Configure Log QRG.

Click the checkbox above the grid to view the latest revisions of each document.

Drawings shared with me

Drawings  Packages

e Thumbnail View allows the user to see small images of the drawing documents listed by
Discipline. To open a drawing click the thumbnail. To filter by Discipline, click the dropdown
arrow for the discipline filter field.

Drawings shared with me
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Edit the Drawing Record

1. Inthe Drawing log List View option, click a drawing title hyperlink to open the document.
To open a document via the Thumbnail view, click the image of the drawing you wish to open.
2. The drawing document will open. To add additional information about the drawing, click the
Edit button in the Details section.

3. Make your changes and Save the record.

Manually Create a New Drawing Package
A drawing package is a group of one or more drawing items.

1. Open the project.

Welcome back, PT
es) EEme

o

National Park Servi

Jbunch+nps@

Action items (0} Recent Activity

Workflow (7]
Overdue o
Due Today

Due This Week o

2. Open Drawings from the options that open after clicking on Forms in the left navigation pane.
3. Click New Package.

Drawing Packages shared with me I:]

Packages

You have no Drawing Packages yet

wing Packages, they will show here

Create New Drawing Package
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4. Select Manually Create from the window that opens.

Manually Create Automate using Text Extraction

ackage by manually grouping together
No automatic text extraction

5. The Drawing Package form will open. Enter the required information in the Subject field. The
General Notes field is optional.

L oETALS

6. Toadd individual Drawings which already exist in ProjectTeam to the package, click the Add
Existing button.

d

7. Click the checkbox beside each drawing you wish to add to the package and click the Add
button.

| cancel | D
8. If adding a drawing to the package which does not exist in ProjectTeam, click the Create New
button.
L]
ProjectTeam Quick Reference Guide support@projectteam.com

Last updated 31 July 2023 (703) 961-1007



Page 7

9. Save the record.

Create a New Package Using Text Extraction

1. Repeat steps 1-3 from above.
2. Click Use Text Extraction from the window that opens.

Manually Create Autamate using Text Extraction

Uplozd a multi-page PD
define tex

3. The Drawing Package form will open. The Subject field is required, and General Notes are

optional.
4. Save the record.

Create Drawing Package
Subject
Permit Set

General Notes

These are the drawings submitted for Permit on 3/25/21

5. Drag and drop or browse your computer to upload drawings in PDF format.
NOTES: File(s) can contain multiple drawings or a single drawing. Multiple files can be uploaded
at once.

6. Click Next.

New Drawing Package: Permit Set

your computer 10 upload drawings (must be PDF with tex). @ Learn how (o mak

Drag and drop o
Xt aCtion most

Drag and drop to upload or

7. Click Define Regions to identify the locations on the drawings for text extraction.

New Drawing Package: Permit Set

Step 2 of 3, Define text extraction regions

jour Drawings and
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8. Click on the Square with the + to select a region, click and drag the yellow box over the desired
region.

9. Select the field to add by clicking on the radio button in the list, and click Add. Repeat as
needed for all desired fields.

Text Extraction Fields

I © Choose a field on the Drawing form to associate to your extraction region.

Field Name Created By

Subject System

Drawing # System
Revision # System
Drawing Scale System

General Notes System

[ concet |

10. Click Close.

11. Click Process Files.

12. Click View Drawings Log.

NOTE: When the drawings are done processing, you will receive an email that allows you to review
the package. Alternately, in the header of the drawing log will be a banner that shows the status of
the package and will display a link to review when complete.

Text extraction lor Drawing Package: Permit Set is completef! Click 1o review the resuits.

Drawing Packages shared with me New Draving || new package || print

Crawings  Packages

Subject Created On ~ Related Shared
0% 3/20/211:14 PM B0 a1
Canstruction Set 1720021 11:11 AM A a1

13. Review the results for the first drawing. Make corrections as needed.
14. When satisfied with a drawing click Confirm & Next.

15. Repeat for each drawing.

16. When all drawings have been confirmed click Finish and Create Package.

omnoonna " ® 4o e mur Q © Review 8 confirm extracted field
values.
-
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Edit the Drawing Package Record

1. Inthe Drawing Package log, click a drawing package title hyperlink to open the document.

L

2. The Drawing Package record will open. To add additional information about the drawing, click
the Edit button in the Details section.

3. Make the changes.
4. Save the record.
Download or Upload Drawing Documents from the Package

1. Open the drawing package. In the Details section of the package, click the ellipsis (three dot)
button above the drawings section and click Download Drawings or Upload New Drawings.

2. When downloading, the drawing documents will download in a zip file to the Downloads folder
on your computer.
3. When uploading, you can drag and drop your new drawings or click browse computer.

upload drawings (must be PDF wilh Lext) @ Learn how Lo make
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