Massachusetts Department of Transportation
Highway Division

;> massDOT

Bluebeam User Guide

Managing Bluebeam

Version 3.1

(<

BLUEBEAM

REVU 2@

October 2022 MANAGING BLUEBEAM |



Table of Contents

What is BIUBDEAM? .......oeeie et st sttt e st e bt e sae e st e st e e b e b e nnee 4
BlUEDEAM ProCESS Charts.....couiiiieiieeieeee ettt st sttt b e s bt s et et e e e e e nbeesbeesaee e 5
Bluebeam Functional Area/ActiVities @Nd ROIES........ooveueveiieiieeeeeeeeeeeee ettt ee e s e eear e e e e e s s s e ssraaeeeeees 8
Business Roles and DefinitioNs ........c.eeeieieiiiiiiiiene ettt ettt sttt esbee e saree s 8
GENEIAI GUIdANCE ...ttt ettt ettt e s bt e bt e s bt e s be e e sabe e s bt e e abeesabeeesabeesabeesneeesareeesanes 9
(@ 0T T o Yed LoV AU o Lo T Y=Y ] o =L 9
Setting-UP YOUF USEI INTEITACE ..eeiieeiiie ettt ettt e e et e e e ate e e e e ab e e e s eateeeeenbaeesenseeeeennsenas 12
SESSION STATUS cuviiiiiiiiiiii e e a e sbe e e 14

DeSiZNEr Of RECOIM ROIE..........ooo it e e e et e e e et ee e e e sbe e e s esabeeessnbeeeesnreeas 15
LCT=T 0= -1 OO P O P PP PR PRPPUPOPPT 15
DESIZN SUDIMISSION .c..eiiiiee ettt e e e et te e e e e ba e e e e ebeeeeeebaseeeeabaeeeeaasaseeeessaeaeassneesassesansnses 15
Designer RESPONSE 10 COMMENTS ...civiiiiiiiiiiiieieieieeeeeeeee e e eeeeeeeeeeeeeeeeeeeeeereeeeeeeteererarrereeeeeeerreraerrereeeranrernn 16

Project Manager ROIE.............ooiiiiiii ettt e e e e ee e e s et e e e e eabeee e esabeeesesabeeesennbeeeeenreeas 18
LGy g T= S = [ =T PP UPR 18
(O =F ] T BT =11 o] o [ 20
Setting A Bluebeam Session CO-HOSE........uuiiiiiii e e e e et e e e e e e e snbeaae e e e e e eeaas 28
MANAEE AL ENUEE ACCESS. . uuiiiiieeieiiiitiiteee e e e e eeecrtrreeeeeeeesattraeeeeaeeeesaassssaeeaaaasesaassssseseesasssasnsssenseeeesesannssnns 30
Finishing and saving a Bluebeam Studio SESSION........c.uviiiiciiii i 33
Creating Comment Resolution DOCUMENT.........uiiiiiiiiiiciiiee ettt e s ree e e et e e e e are e e s enbaeesenreeas 36

Overview of Bluebeam fOr REVIEWENS ...............coiiiiiiiiiiieee ettt sttt e e 40
Procuring access t0 BIUEDEAM ..........uviiiiiiec et e e e e e e et e e e e e e e e e e nbesaeeeeeaeesnnrnnns 40
MaNAGING YOUF ACCOUNT ...ciiiiiiiiiiiiiiiiiiieieieee ettt e et e e ee e et et et et et e ee et e e ee e e et ee e et eeeeeaeeeeeeeeeeeeeeeaereeeeeeeeesenee 41
Y Y Y o] a BT =1 (U T JE PPNt 42
Managing Email Notifications PreferenCeS......coccviieieciie ettt e e e e e e 44
MassDOT Recommended Markup TOOIS .......ciiiiciiiieiiiieeirciiee ettt e e s e e st e e s sreeeessreeeessanes 47
Other Useful BIUEDEAM TOOIS .....co.ueiiiiieiie ettt sttt e st e e sab e s b e sbeeesareeeaes 50
Grouping Shapes aNd TEXEDOX .....ccccuieieiiiiiieciiee e et e et e et e e e ere e e e s bae e e eabaeeseabaeeseabaeeeenseeesennsenas 50
Adding IMages anNd DOCUMENTES .....cccuiiieiiiiie e iciiee et e e eette e e et e e e eetee e e s sbaeeeesnbaeeeesabeeeeesnbeeesennseeesenssenas 51
F AN = ol oY gVl B Lo Yol Uy g V=T o £ 52
Yo a1 oY= o3V N =T o =TSP UPR 54
F AN oY1 AV o= o1 =T PSRRI 55
Comparing documents in @ BIUEDEAM SESSION .......c.uuiiiiiiiiee e et e e 56

2 October 2022



1Y LT T ST =3 o Yo ] RN 58

ReVieW CloSUIre and RESPONSES......ccccccuiiieiciieeeieiieeeeeitee e eeette e e e etteeeestaeeeeebteeesssteeeesstaeeessteeessnssenessnes 60

CoMMENT RESOIULION ..ttt ettt e st e e st e s be e s bbeesbeeesabeesabeesabeeesabeenane 60
Appendix A:  Bluebeam Manual Consultant Evaluation Form Guidance ........ccocceevveeeniiieniieeenieesieeeee, 61
Appendix B:  25% Stage Consultant Evaluation FOrM .........ccccciiiiiiiiieicciiie ettt 63
Appendix C:  75% Stage Consultant Evaluation FOrM ..........cccuiiiiiiiiieiciiiee et 64
Appendix D:  100% Stage Consultant Evaluation FOrM ........cccciiiiiiiiiiiiiiiee e esaee e 65
(0 0 =T o= o Y= PRSP 66
3 October 2022



What is Bluebeam?

Bluebeam is a cloud-based external collaborative tool that allows both MassDOT and external
consultants the ability to manage, comment and share updates to documents and drawings in
real-time during the 25%, 75%, 100% and PS&E review phases. This process allows reviewers to
follow the changes to the documents and drawings and expedites the review time, as it is all
captured electronically. Bluebeam eliminates the need to generate response to comment
forms in Word or Excel and distribute them to the PM.

The Bluebeam session can be easily accessed through an invitation link from the session
creator, the Project Manager. Users also have the option to access a session using the session
number.

Per Engineering Directive E-18-002, Bluebeam Revu is the platform that shall be used for all
phases of projects in the project delivery program. The current version of Bluebeam is
Bluebeam 2020. This guide, including tutorial information, shall be based on that version.

Depending on the nature of the review - design, construction, design-build - there are different
ways that the digital review process is built into the project delivery schedule. This is illustrated
in the following flow charts:
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Bluebeam Functional Area/Activities and Roles

Bluebeam Functional Area/Activities and Roles

Roles
Functional Area/Activities - -
PM Co-Host | Reviewer Super\.nsory Designer
Review of Record

Creates Session Y N N N N
Ablllty to Comme.nt on Documents y v Y v v
via Bluebeam invite
Abl|‘lty to Add Addlthl:\Eﬂ Y Y N N N
Reviewers to the Session
Ability to Open and Close Session Y Y N N N

Business Roles and Definitions

Project Manager — Project Manager assigned in Project Info for a specific Project. Responsible
for the management of Submittal Reviews utilizing Bluebeam.

Co-Host — Ability to add additional Reviewers to the session. Ability to act as PM in full capacity
if PM is unavailable.

MassDOT Reviewers — MassDOT technical subject matter experts who have been identified by
discipline.

Designer of Record — Selected Designer of Record (DOR), either in-house MassDOT designer, or
a consultant hired for a specific project.

Supervisor Review — Reviewer’s supervisor. When a Reviewer sets status to “Pending
Supervisor Review”, Supervisor will review sessions and recommend modifications or approval
for the Reviewer to implement.
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General Guidance

What are studio sessions?

Sessions enable document-based online collaboration. They are accessible through the Revu
interface. Only the host needs a Revu license to initiate a Studio Session, and all invited
attendees can participate in the Session through Revu, Revu for iPad or even our free PDF
viewer, Bluebeam Vu for Windows and iPad.

Each session is unique to a specific submission within a project.

Project Info — Project Info entries and responsibilities are still mandated and required.

All Project Info updates must include the session start date under “Package Distributed”, and
review time frame.

Changing Author Settings

Please follow the steps below to change your author settings within Bluebeam (will take effect
in new BB sessions). Please use the [District or HQ Section] [First Name] [Last Name] format;
Example: D1 John Smith, HQ Traffic Jane Smith.

This will help the PM and the Designer know who the review comment is coming from and will
also help organize the CRM.

Revu File Edit View Document Batch Tools Window Help

Click Studio
Studio v |=| 1:1 & Click the Signed in as: down arrow.

Signed in as: Nady.K.Castro@dot.state.ma.us >° .~ Studio US (studio.bluebeam.com)

Sign Out Studio UK (bluebeamstudio.co.uk)

& 0 Studio AU (bluebeamstudio.com.au)
~ Attendees B A

| Joined Not Joined (D)
~ Online (1)
¢} Castron - Reviewing )/’9 ManagiServers Servers

Studio DE (bluebeamstudio.de)

Studio SE (bluebeamstudio.se) Click Manage

9 October 2022 MANAGING BLUEBEAM |



Click Servers

General Options Servers

Interface
Click Studio - * server Sign Ot
Tools
Dispiay Name:  Project Controls/HQ Nady Castro

Studio

Edit Display Name

Window

Sets

; Servers
Import/Export ==

NN E5 Suxio US (studio bluebeam com)
Advanced

B o e 1 M » ' J
Studio UK (blued studio_co.uk)

Admin o~

3 Stuio AU (blusbeamstudio.com.au)

s Studio DE (bluebeamstudio.de)

"*— Studo SE (Puebeametix

Click OK

Expont Cancel

e |tis especially important to initiate your session by confirming you are connected. It is
recommended never to work “Offline”

Revu File Edit View Document Batch Tools Window Help

Studio v g & A red dot in the Connection
[ 3 Icon means Working off

Bourne Testo29401531  Disconnected line Disconnected”

My Status:

Joined Not Joined (0)
1)

10 October 2022 MANAGING BLUEBEAM |
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Revu File Edit View Document Batch Tools Window Help

Studio v Q G‘. A green dot in the Connection Icon means
' Working on line Connected

= - b

Bourne Test929401531 ~ Connected

My Status: | Reviewing

~ Attendees & O

Joined Not Joined (0)
Online (1)

¢} Castron - Reviewing

e All “General Comments” should be posted on the first page of the document set.

e Consultant evaluation scores shall be provided by the reviewers. The Project Manager
is responsible for including the data entry form from SOP 810 Attachment E for
reviewers to fill in scores at each design stage (25%, 75%, 100%).

e Only the creator of the comment(s) has the ability to delete the comment or

information.

e |tis critical to only use objective language when writing a comment or replying to one.

October 2022 MANAGING BLUEBEAM |



Setting-up Your User Interface

In Revu, tools and data are organized in panels that appear in specialized pull-outs found at the
left, right, and bottom of the application. The two panels most frequently used are the Studio
panel and the Markups panel.

Whether a particular panel is visible in the workspace or not is customizable. To show or
hide panels, go to Window > Panels and select the desired panel: highlighted panels appear in
the interface and the others are hidden.

MV Hrm THghibgid ~pares

Studio ~ ; i FLANK FINALS FORMS JA

Bourne Test929401531 |}/ | B |
l- il iwar Menus Panels Toolbars PDFs Studio & DMS Preferen
ANr+8

Panels e Preall - AleA g |

¢ Joined  Not Jained (O) L L ) Pag N Panels ||St
“ Online (1) e A0

{) Castron

My Siw

Atterdiess

pudi-outs found at the left, nght,

ek snabites
v Metsusemaits and the functionality each enable

Whethet 3 particular panal i vesible - ESERRTIEIIES Ater rable. To show or hide panels, go to

Window - Panels and select the desu el
hidden

ear in the interface and the othess are
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Session Status

Setting this session status is an important step in Bluebeam. The purpose of setting status will
be used by the PM and other users to identify participation in the session and notify when
complete.

Each Reviewer is responsible for setting their respective Status.

1. Reviewing
2. Waiting
3. Finished

Once the session is opened, Reviewer is required to set the status to “Reviewing”. Upon
completion of the review and prior to the review due date timeline, the reviewer is required to
set the status to “finished”.

Status Definitions

1. Reviewing: Reviewer is currently reviewing documents during defined review timeline.

2. Waiting: Reviewer has reached out to other Reviewers and is waiting for feedback or
waiting for supervisor approval.

3. Finished: Review is complete — Review status “Finished”.

Revu File Edit View Document Batch Tools Window Help

v | Session: Test2 ID:898-617-633 Name: CSD-100 Revised January 25 2022.pdf Pages: 1

Studio v Q ,Gf [=] BLANK FINALS FORMS JANUARY 2022 [] €SD-100 Revised January 25

Bourne Test2 898 617 633 v m—) T$

My Statat] Reviewing ! Session review statuses

Finished y
v Attend Reviewing 7 maSS_.DO

Marsschursents Departmen
Highway Division

Joined Waiting
. ; WE HEREBY CERTIFY UNDER THE PA
Online (1 THE MASSACHUSETTS GENERAL LAV
WERE COMPLETED BY

INDICATED AFTER " TOTAL PAYMEN

/ Customize...
{} Castron-ne... uou-i1uvu nevisceu @

G Q@ H
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Designer of Record Role

General

The designer of record (consultant or in-house) is responsible for assembling and organizing
documents for each of the scheduled phases. In addition, the designer is responsible for
ensuring that all comments have been addressed, including documenting, and tracking
comments that are not addressed through the comment resolution meeting.

Design Submission
All files to be reviewed shall be submitted to the MassDOT PM in .pdf format. All other file
types shall be submitted as required by MassDOT.

Files to be reviewed shall be named with the following prefixes. The file name after the prefix
can be determined by the Consultant. For example, 001_XXXXXX_Bridge B-01-001 Sketch Plans

Naming convention prefix:

e (000 - Table of contents
e (001 - Plan submittals

e (002 — Utilities

e (003 -ROW

e 004 - Environmental

e (005 —Reports

e (006 — Specifications

e (007 — Estimate

e (008 —Schedules

e 009 — Other

Provide a Table of Contents with the submission which describes all the files provided in the
submission.

When plotting AutoCAD drawings to .pdf, prior to plotting, set EPDFSHX to 0 within AutoCAD.

All other PDF files shall be “flattened” prior to submitting. Certified PDF files will not be
accepted.

Highway plan sets shall consist of a single volume and be submitted as a single PDF.

Color utility plans shall be included within the highway plan set in lieu of black and white
plans.

15 October 2022



Designer Response to Comments

After the review is complete the MassDOT PM will invite the designer (in-house or consultant)
to the review session to respond to comments. While comments are being responded to, only
the designer and the MassDOT PM will have access to the review session. Access to the session
for the MassDOT reviewers will be denied once review comments are finalized.

The designer will respond to comments by setting a status to the comment within Bluebeam
and providing a written response to the comment within Bluebeam. The available statuses are:
Accepted, Rejected, Cancelled, Completed, and None.

1. To set the status of the comment, click on the comment in the comment log, and from the
Status pull down at the top of the comment log, set the status of the comment.

Figure 1 Set Comment Status | Click the Status pull down |

mBE B x® O K Q@

Markups List - & C _ x V Filter List M
Click on the comment Accepted

= [ Subject [ S Author Date Status

30 HOPM Jo... [7/9/13 By Completed
Select Status .

in addition to having the ToC HQ PM Jo 77262

2. To provide a written response to the comment, right-click on the comment, and then select
Reply. Provide a written response in the text box.

Figure 2a Reply to Comment

s o Seaa =
Iy Copy BatchebG

Click on the comment
Markups List ~ & O Se o -

5 Subject Page Label o7 /ments

53 Clowd+

Click Reply

| A Text Box 2 See Sec sod Properties

Figure 2b Reply to Comment
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<

Right-click on the comment . o
- you'd like to reply to and add Filt') Begin typing your comment
your reply on this box/ on the provided text box

s Re: Text Box

3. When the commént has been

in the comment log. Your reply to the comment will appear

. on the comment panel as shown below
Figure 3 Completed Comment

Search

Page Label Comments

After all comments have been responded to, the designer will coordinate with MassDOT PM to
set up a Comment Resolution Meeting (CRM). During the CRM, Bluebeam will be utilized to
review comments/responses as needed. Note that comments may be sorted by Subject, Page
Label, Comments, Author, Date, Status, etc. After comments/responses have been resolved,
the Consultant will modify any responses as needed and then notify MassDOT PM when
completed.

17 October 2022 MANAGING BLUEBEAM |



Project Manager Role
Getting started

OVERVIEW OF BLUEBEAM FOR REVIEWERS
Per Engineering Directive E-18-002, Bluebeam Revu is the platform that shall be used for all
phases of projects in the project delivery program.

The current version of Bluebeam is Bluebeam 2020. This guide, including tutorial information,
shall be based on that version.

Training: Periodic introductory training is available. Section supervisors shall be responsible for
ensuring that reviewers are adequately trained.

SUBMITTAL DOCUMENTS

18

Per the Design Schedule, the Designer will submit Submittal Documents for review using
the defined File Template

Naming convention prefix:

e (000 - Table of Contents
e 001 - Plan Submittals

e (002 — Utilities

e (003 -ROW

e 004 - Environmental

e (005 —Reports

e (006 — Specifications

e (007 — Estimate

e (008 —Schedules

e 009 - Other

The Project Manager is responsible for including the data entry form from SOP 810
Attachment E for reviewers to fill in scores at each design stage (25%, 75%, 100%).
“See Appendix A-D”

Must be part of a single review session

The PM is responsible for ensuring the Designer adheres to the directed file naming
convention

The PMs will fully utilize the Design Project Checklist in PDGG to align with the Submittal
Review for the Project

The PM will be responsible for ensuring the Distribution list follows the SOP

The PM will be responsible for inviting their Co-Host (contact your supervisor for
assigned Co-Host).

October 2022
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The PM will be responsible for inviting DOTBluebeamSupport@dot.state.ma.us as Co-
Host

The PM will be responsible for managing and maintaining access for the

internal MassDOT Reviewers and the External Consultant Reviewers via the “Allow/Deny
Process”

The PM will be responsible for setting the expiration date in Bluebeam
Recommended language for the “Add Message”

[Project Number [TOWN/Municipality]- [DESCRIPTION FROM PINFO]
Design Stage: XX% Submission

Review Comments due: MM/DD/YY

Advertising Date: MM/DD/YY

Designer: XXXXXXXX

Co-Hosts: MASSDOT CO-HOST, DOTBluebeamsupport

Link to submission: PROJECTINFO LINK

The PM will be responsible for reviewing all responses and coordinating any conflicts
The PM will be responsible for managing and facilitating Comment Resolution Meetings
Recommended tools for online meeting/conference tools:

e Conference room meeting with computer and smartboard

e Virtual Meetings

The PM ensures the designer has finalized RTCs following the Comment Resolution
Meeting

The PM will Finalize Sessions

The PM will be responsible for updating Projectinfo and updating the Projectinfo File
Repository with the reviewed PDF documents

The PM records dates in Tasks and Events in Projectinfo

All review sessions shall end at 11pm

Consider adding any reviewers who previously reviewed prior submissions

October 2022
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Creating a Session
To begin creating your new session, select “New Session” [NOTE: DO NOT create a "New
Project"].

" Select the Sessions button

Studio = - A

All Sessions

Click the plus (+) sign and
select New Sessions

1. Name your session. Sessions must be named with the Project Number +
Town/Municipality and Submission description; click “OK”. Example:
606060_Town/Municipality_25% Review

Stam Studo Session
Qesane Nwrw

Studio (3 4 Dacirarts
Fbe armm

All Sessions

Select required
options

[ Pert
F Matus
7 Marhass Mart

[] AddDocamerts

[7] Fusyns Atundaes try Ervad Address

"' Set session expiration date = | Sesmon Expnes

All files should be added prior to sending session invites. This will allow the PM to make
sure files are acceptable (named correctly, flat, not certified).

20 October 2022 MANAGING BLUEBEAM |



2. The “Session Invitation” screen will pop-up. Project Manager will need to refer to
the Reviewer Distribution Lists in the SOPs.

Re e a e Ble e Ba 00 ao eip
) 0 D: 929-40 opy of CSD-100 R d Janua 022.pd g
= dio = B « [ Copyo D-100 Revised 0
als 1 | I | | 1 2 I 1 | 3 I | I 4

: i

Iu o
o ; : _ Click the Invite button
. Attendee : to add attendees. Vo 773
— | Joined  Not Joined (0 - 4550
9 2 i CERTIFICATE OF COMPLETION BY

Invite Users

21

Add Emails to Invite

Click on Type or Paste
Emails

Get Started with one of these options:

Type or Paste Emails

Add Emalis from Groups

Use Address Book

Add Message

October 2022
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Enter email addresses or copy and paste from a list

Add Emads to Invite > Type or Paste Emalls

Studh :

© Yest- 9

Invite Users

Add Emails to Invite > Type or Paste Emails

Karen,A.Brown@dot.stak. ma.us|

Check & Include Emalls

October 2022 MANAGING BLUEBEAM |
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Invite Users

E mail list will

Add Emails to Invite

{@dot.state.ma,us

Karen.A.Brown{@dot. state.ma.us

+ Add Emails options

¢ Add Emalls

+ Add Emails

A-|-B Type or Paste Emails

r"}f\ Add Emails from Groups
m Use Address Book

display here

October 2022

| Domain, 1 Parti

1 parti

cipant

cipam r_|?

Click Invite Participants

to complete

wite Particlpants r

Cancel
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Invite Users

Add Emails to Invite | Domain, 1 Participant

[@dot.state.ma.us | particlpanmt 1l

Invitations sent

Karen A Brown@dot state.ma.us

Bluebeam Studio

Bluebeam Studio has sent email invitations
to the attendees.

Click OK

¢ Add Emails  ~

Add Message Invite ﬁam(‘lpant& Cancel

Recommended language for the
“Add Message”

[Project Number [TOWN/Municipality]- [DESCRIPTION
FROM PINFO]

Design Stage: XX% Submission

Review Comments due: MM/DD/YY

Advertising Date: MM/DD/YY

Designer: XXXXXXXX

Co-Hosts: MASSDOT CO-HOST, DOTBluebeamsupport
Link to submission: PROJECTINFO LINK
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Invite Users

Add Emails to Invite

At
. Joimmec
Online

Deoc

Get Started with one of these options:

Type ar Paste Emails

Add Emalis from Groups

Use Address Book

Add Message

Add Ermnalla 10 vite > Add Emails from Groups

Co-Chairs (2)
Co-Host Growp (3)

Karon.A.Brown@dot. state-ma.us (1)

October 2022

Add Emails from
Groups option (Co
Hosts, Co chairs,
Reviewers)

Cancel

Add e mails from
created groups
(Co Hosts, Co
chairs, Reviewers)
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Add Emaills to Invite

At (et Started with oee ol theee options

Jomnec
= Online
- Dac

Com

Adds Emadlls from Groups

The Use Address Book
option is disabled

To delete an email address, click on the email address you wish to delete and click
the “delete” button or click the email address and then click remove.

Add Emails to Invite 2 Domains, 2 Participants

@dot.state.ma.us 1 participant | [y

Nady K.Castro@dot.state.ma.us

@keville.com To delete an e mail,

ncastro@kevilie.com click on the e mail you
wish to delete and click
the trash (delete) icon.

+ Add Emails Remove

Add Message Inwite Participants Cance
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Invite Users
Add Emails to Invite | Domain, 1 Participant

{@dot.state.ma,us 1 participamt |‘|T

Karen A Brown@dot. state.ma.us

To delete an e mail,
click on the e mail you
wish to delete and click
the remove button.

¢ Add Emalls Removg

k&

Add Message Invite Particlpants

Helpful hints:

m ¢ You don’t need to initiate another session to add reviewers.
¢ You don’t need to initiate another session to add documents.
e Documents can always be added or removed.
e Reviewers can only be added, but not removed.
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Setting A Bluebeam Session Co-Host

A Co-host is a person assigned by the PM and will have the ability to Add or Deny invitees. In
rare cases, and only at the direction of their manager would they take full control of the
session, due to long term absence or critical issues.

Only the Bluebeam Support Co-Host will have the ability to allow or deny an additional invitee
at the direction of the Manager.

D ® &= BB [

<0

28

A. To edit attendees access, click the “Attendee Access” icon next to the “Attendees” row.

B. Click on the “Attendees” tab to add your co-host

C. Enter the Co-Host email address.
Click on the plus button (1) to add co-host’s email address

1.

2.
3.
4

Enter your invitee’s email address
Click OK.

Repeat steps above to add DOTBluebeamSupport@dot.state.ma.us

to add co host.

October 2022

Click the Invite button

Y D Jew
&7

"Massacr
Highw,

CERTIFICATE OF COMPLETION BY
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mailto:DOTBluebeamSupport@dot.state.ma.us

Invite Users

Add Emails to Invite

Get Started with one of these options:

Click on Type or Type or Paste Emails
Paste Emails

Add Emalis from Groups

Use Address Book

Add Message

Enter co host
Add Emads to Invite > Type or Paste Emails email address
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Manage Attendee Access

Following the review period, the PM will manage attendee access to the studio session, by
denying access to Reviewers and inviting the Design Engineers.

Revu File Edit View Document Batch Tools Window Help

. v | Session: Test ID: 929-401-531 Name: Copy of CSD-100 Revised January 25 2022.pdf Pages: 1

Studio v g - | Copy of CSD-100 Revised January 25 2022

To access the permissions, click

Test-929-401-531 v []p  {l}
i * | on the Session Settings button.

My Status: | Reviey Session Setlings

» Attendees

Session Settings - X
Select the Permissions tab
General Aftendees

Session Name: |Test |

Session|D:  |929-401-531 |

Total Users: 1
Total Files: 1
Total Space: 36.28 KB
Created On:  2/23/2022 1:18:26 PM

Version:  Studio v2

Expiration: [/] Enabled Mar 09,2022 O~ || s00Pm |2

Manage Motifications
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Managing access at the Attendees tab:

Session Settings

General Aftendees Permissions

Aftendee Access

Access
Allow

Allow ncastro@keville.com

Email

3][+]

karen.a.brown@dot state.ma.us

Change permission

Restrict Attendees

Managing access at the Permissions tab:

Session Settings

Manage permissions for specific
General Aftendees .
actions or full control
Users/Groups Applied Permissions
Save As
Print
X Markup
Markup Alert
Add Documents Deny
Full Control Deny
Save As
Attendees have the "Save As" option enabled for all session
documents.
0K || Cancel H Apply
31 October 2022
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Session Settings
General Atiendees Permissions Manage permissions
Users/Groups Applied Permissions
ErTE  Crre—.
Print Den
X Markup Allo
Markup Alert
Add Documents Deny
Full Control Deny
Save As
Attendees have the "Save As" option enabled for all session
documents.
0K || Cancel H Apply
e Follow invitation instructions to invite Design Consultant.
°

Design Consultant conducts their response to comments.

After attendees are locked out, add the Design Consultant using the same invitation method:

Session Settings X

General Aftendees | Permission

Users/Groups Applied Permissions
Ao
Print Allow
X Markup Allow
Markup Alert Allow
Add Documents Deny
Full Control Deny
Attendee acce 0 0
dlIOWd e To e Des|o O 3
e assDO ocked O

Helpful hint:

I [ | I e You don’t need to initiate another session to add reviewers.
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Finishing and saving a Bluebeam Studio Session

Create the folder in Pinfo that the session will be saved to. Ensure the folder name reflects
Submission + Date (25% 5-1-2019). Example: Within the design submission folder in Projectinfo
would be folders “00_Original Submission”, “01_Review Comments”, “02_RTCs”, “03_Finals”.
All reviewed documents must be saved in Projectinfo.

Best practice would be to save files four times thru the session lifecycle:

Originals received from designer.
Reviewers made their comments.
Designer responded to comments.
Designer updated responses after CRM.

PwnNPE

Once the Bluebeam session is complete, you need to “Finish” the session. Begin by closing all
the session documents then click the “Finish” button. Continue to follow the steps below to
complete the process.

Revu File Edit View Document Jatc Tools Window Help

Sesslon: Test ID: 929-401-531 Name: Copy of CSD-100 Revised January 25 2022.pdf Pages: |

Y
.

Studio v [Z] Q & [ Copy of CSD-100 Revised January 252022 X

Test - 929-401-531 ~
o IIJ Once all session documents have been
k—{ Finish Session closed, click the Finish button.
Attendeas ¢ o ’ I77<?_S"S

: Jommed Not Joined (2) seigireray Divistorn
’ Online (1) I CERTIFICATE OF COMPLETION BY A MINORITY

{) Castron-Re.. Copy of CSO-100

CONTRACT NUMBER Notice 10 Proceed FEDERAL All
CITY/TOWN PROJECT NA
| PRIME CONTRACTOR M/W/DBE SU

Documents

. AS SHOWN ON THE M/W/DBE'S LETTER OF INTE]
B~ ~ nn = ES ~ e - ” v
4! Copy of CSD-100 Revised Ja I DESCRIPTION OF ACTIVITY (with notations, i.c., I QUANTIT

The “Finish Session” pop-up window will display.
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Finssh Session

Test- 529401531
Include Markups

Nama
[#] caswen

Email
Nady K Castio@dol state ma us

Save Optons

() Save (Overwrite Existing)

@ Save InFoldar

34

CiUsersiCastoniDocumants

[ Sesson Subfolder

(O Do not save les

[ Closa tes after finishng

Report Options

] Generate Report

| C\UsersiCastioniDocuments| Test - 929-401-53) | . Senings.

Click OK; the session will

over)

be saved in folder selected.
(Bluebeam session is now

Select the Save In Folder”
path by clicking on ellipsis
button.

October 2022
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It is imperative you close the session when complete. Leaving your session open will cause the
following:

e After 80 days, a notification email is sent to the Host saying the Session will be archived.
e After 90 days, the Session will be archived.

e After 170 days, the Host will receive another email stating that the Session will be
deleted.

CRITICAL INFORMATION:
AFTER 180 DAYS, THE SESSION WILL BE
DELETED PERMANENTLY.
IT CANNOT BE RECOVERED!!!

ALL FILES MUST BE SAVED TO PINFO
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Creating Comment Resolution Document

1. Open your session

2. Open your file(s) with review comments/responses within the session

3. Click Batch->Summary

File Edit View Document

Session: Test2 ID: 598-617-633

Studio [ BLANK FI

Test2 - 898-617-633 ~ [[» |}]
£ My Status
2
N Attendees
Joined
Online (1)

{J Castron

Not Joined (0)

BLANK FINALS F

Name: BLANI

Batch s

Click the Batch menu

Crop & Page Setuy
Rotate Pages

Split Documents
Headers & Footers
Segurity

Sign & Seal

Apply Stamp

Link

Compare Documents
Overlay Pages

Slip Sheet

OCR

Seript

Reduce File Siz
Repair PDE

Flatten Mark

Click Summary

Summary
MAoARL
Print
AL
B

4. Click the Add pulldown button and click Add Open Files

5. Click Next

GO0 COLD M

ASER TICENLS

6. Uncheck all and recheck and reorder with the following columns — File Name -> Author -

>Page Label -> Status -> Comments

36
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7. Sort the information that appears on the report, choose one or more sort options,
starting with Sort by. All remaining options will be labeled Then by.

Markup Summary .

Flles
Name Pages

Document ) pdf Al Pages (1-3)

Columns Filter and Son Ourtput

Check/uncheck all by clicking the checkbox

Su

Page Label BLANK FINALS FORMS JANUARY 2022 Builtn
Comments Comment test 1 Builtn
Author Castron Built-n
Date f )22 Built-in
Status Buift-in
Color Built-in
Layer Built-in
Space Empt Built-n
Page index Built-n
Lock Built-in
Chaclomark Bullt-in

Creation Date  371/2022 Built-in

v

Show Empty Colurnns Save Conifig Load Config

Cancal

8. Sort by Author (Ascending), then by File Name (Ascending), then by Page Index
(Ascending)

9. Select PDF as the desired format for the summary report from the Export as menu

10. Select Open File After Creation

11. Confirm that the location in the Export to field is acceptable. To change it, click Change
and select the desired location. It is recommended that you save the file directly to the
appropriate folder in Projectinfo.
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Markup Summary

Fileg
Name Pages
Markup Summary.pdf All Pages (1-2)

BLANK FINALS FORMS JANUARY 2022 pdi All Pages (1-1)

CSD-100 Revised Jonuary 25 2022 pdf All Pages (1-1)

Colurmns Filter and Sont

Export a5

CiAUsers\Castron\Desktop
Overwrite Existing Fite
Markup Summary

er Subject

Template: None

/. Ingsert page Break pes Subject

Style: Table
Thumbnall: = Large
v Include Page Content
% Paading 25

Cptlons

7| Open File After Creation Save Coofig Load Config

Change the Title to Project Number, Municipality, Response to Comments. The name
of the summary file will be based on this information.

Title: 608469 25% Markup Summany

Confirm under PDF Options that the style is Table, and the Thumbnail is Large.

Before moving on, you can save the entire configuration and set of options to use on
future projects or future submissions of the same project. To do so, simply click Save
Config and save to the same location as your Export To field.

Click OK. The report is generated. This may take some time.

Save a copy of the report to the Bluebeam session. If you did not export to Projectinfo
in Step 10, save a copy of the report to Projectinfo in the appropriate folder format
and naming convention.
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Example Output:

607342 25% Rev1 RTCs Markup Summary

Markup File Name Author Page Label  Status Comenents

§07342_DIW._Rou
Yo 26 af

Chickatawbat
Rd_05_07_2021 p
& {7)

— 07342 DUW_Rou D6 Propcts- | 2 Accepied s=t | This DUW will be approved by Distact 6. We wil start draftng up an cficial approval letier
1028 at Brion Levine by fzzo on now and forward when avadable for sgn off from the agpropnate pames
Chickatawtn IN2021 =t
Rd_05_07_2021p S52539PN | Please note that the DUW vell stll noed separate appeoval by the MassDOT Completn
o Streets secton
s 607342 DWW _Rou DE 2 Accopted set | D Transit Coorthnator No ex taken 10 approving the DIW . Request that the tac
[ ‘_'"1 w2Balr | Teafc/Transit byjizzaon | minor comments be addrassod for the finak DLW
Chickatawbnt - Amitai Lipton 142021
Rd_05_07_2021 p 52751 PM
of
E} 607342_DUW_Rou | DE 7 Accepied s=t
e— 0 28 at Teathe!Yransit Waom
Chickatawtnt - Amstas Lipton IN2021
Rd_05 07 2021 p 52550 PM
o
b eu;:az_nm_m jzza T Wordeg wil b changed 10 project area
t0 28 at

Chickatawinn
g'a_os_or_zozx p

E 607342 DWW _Rou D6 7 Accepied sed | Is this ? Confirm wheth istng NB =fop i near mide or far side.
fe 26 af Traffic/Transd by fizza on
Chickatawtnt - Amstai Liplon 12021 at
Rd_05_07_2021p 2550 PM
of

b g GOI?ZNDM‘_M fzza T NS buss stop is tar sida. thes texd wilf be revisad

e 28 at
Chickatawtxn
Rd_05_07_2021.p
of

To link Markup Thumbnails with the actual comments, follow the steps below:
1. Save each PDF individually
2. Make sure “absolute hyperlinks” checkbox in the Options is checked.
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Overview of Bluebeam for Reviewers

Per Engineering Directive E-18-002, Bluebeam Revu is the platform that shall be used for all
phases of projects in the project delivery program.

The current version of Bluebeam is Bluebeam 2020. This guide, including tutorial information,
shall be based on that version.

Training: Periodic introductory training is available. Section supervisors shall be responsible for
ensuring that reviewers are adequately trained.

Procuring access to Bluebeam
1. Users must request Bluebeam Revu via MassDOT Help Desk Ticket e-mail:
MassDOT/MBTA - Login - MyMassDOT (service-now.com)
2. User must create a Bluebeam account

|=] BLUEBEAM
Signin
What's my Bluebeam ID? It's the email used 1o sign in to Studic
Drawings and the Gateway Q
SIGN IN CREATE ACCOUNT Select the Create
Account tab.
Bluebeam 1D (Your Email Address)
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https://massdot.service-now.com/mymassdot

Please use the [District or HQ Section] [First Name] [Last Name] format; Example: D1 John

Smith, HQ Traffic Jane Smith

|=] BLUEBEAM

Create your Bluebeam account

What's my Biuebeam ID? t's the emad ussd to sign n to Sludio

Drawings and the Gateway. (2)

SIGN IN CREATE ACCOUNT

First Name

Last Name

Please make sure to use
your MassDOT email

that includes the dot

Biuebeam Display .
extension.

Email (This will be your Bluebeam D)

Password

Last Name

Biuebeam Display Name (7)

Email (This will be your Bluebeam ID)

Password

Password mu
letter. an uppercase letter, 4 number and a special character

t be §-32 characters and incude 3 lowercase

Canfirm Password

l Create Account ‘

Click Create Account

Managing your Account

Please beware, the e-mail address you provide for the Bluebeam account must be a MassDOT
email address. E-mail address must include “@dot.state.ma.us” in order for your account to
work properly. At this time, please create your username.

41
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Review Session Setup

Reviewer will receive e-mail invitation (invite) to join the review process. To open the session
and join the review process, simply click on the Session ID No. and you will be directed to the
Bluebeam session.

Session in Bhiebeam Studio

To join the review
Session Name: MissPORT Parce! H Lincoln Procastis session, click on the

Session 10

Server: Sludio Dluepeam com SESSIOI‘\ ID NO

Or click Join Session
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Firewalls and web security may ask for confirmation when trying to open the Bluebeam session.
MassDOT reviewers may have to confirm the prompts shown below. Please click “Allow” on
both prompts to open the session.

,
o e

Do you want to allow this website to open a program on
your computer?

From: studico bluebeam.com
Program: EBluebeam Revu
Address: bluebeam://join/113-081-011

[¥] Mways ask before opening this type of address

-

Allowing web content to open a program can be useful, but it can
potentially ham your computer. Do not allow it unless you trust
the source of the cortent. WWhat's the rsk?

This program will open outside of Protected mode. Internet Explorer's
Protected mode helps protect your computer, If you do not trust this
website, do not open this program.

;| MName: Bluebeam Revu
- Publisher:  Bluebeam, Inc.

[7] Do not show me the warning for this program again

| Click Allow |

In some cases, users may have to copy and paste the Bluebeam Session ID included in the
invite.
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Managing Email Notifications Preferences

1. Click the “Session Settings” button

Revu File Edit View Document Batch Tools Window Help

@ » | Session: Test? ID: 898-617-633 Name: CSD-100 Revised January 25 2022 pdf Pages: 1

[ BLANK FINALS FORMS JANUARY 2022

Studio - H &

Test2 - 898-617-633 v [P  {}{ < Click the Sessions

Settings button

My Status: | Reviewing

~ Attendees ¢

Joined Not Joined (0)

Online (1)

2. Under Session Settings, General tab, click on the Manage Notifications link.

WE HEREBY CERTI
THE MASSACHUSE'

Session Settings
General Atiendees Permissions
Session Name: |Test2 |
Session|D: |898-617-633 |

Total Users: 1

Total Files: 2
Total Space:  47.62KB
Created On:  3/1/2022 9:41:56 AM
Version:  Studio v2
Expiration: [ ] Enabled Mar 02, 2022 5.00 PM

Manage Motifications

Click the Manage

Notifications hyperlink

Cancel

-
-
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3. The Studio Notifications Preferences form will display as shown below. Select your
account preferences

Studio Notifications Preferences

Enable Notifications

for this session Jest2 - 898-617-633

Wood  wafva
Castron 1ot Sevon
Castren
Castron (o Levss
Castron
Castron 1

Castran

Caatron Fuc
Castron a6 Less
0 Castron

U Castron |
Castron

sudio - LA FIGAL & FDRIE MIVLANY e

Teuts - 188417430

Test2 - 898-617-633

Frre——

S S0t o] |
QOnline (1)
) Canien - Ryt

Manage Account

Preferences Account Preferences

& daily gwst of ol Sesaxe

r a0 emad with Markup Alres Soe

Castron Lt basos
Castran Jioes

Castron (o
Castroe sews

Castron (o012
Castror &

Castron &
Castrom (ot
Castrom some

Castron
Castron sowe

4. Click “Apply”
5. Click the +Manage other Projects and Sessions link for more
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If you’d like to receive/stop receiving notifications for other Projects or Sessions you’ve
previously logged into, make all appropriate selections under the Sessions and Projects
Subscriptions.

6. Click “Apply” to save your changes.

Sessions and Projects Subscriptions

My Sessions

Artended Sessions

Marre
Dunbeam User Guide Revivons for Vet 2000

Munbewn Sorvey Results Revww g

Disrumdon

My Projects

My Projects

Attended Projects

Mo proyects

Alternatively, users can create rules in MS Outlook to manage emails from Bluebeam.

Please note: Users will still receive emails for “Session Invite” and “Session Ended”. If the Host
makes any changes to the date/time field of the session expiration, users will also be notified
through email regardless of any preferences changes.
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MassDOT Recommended Markup Tools

The MassDOT markup tools typically used are the following:

e Text Box
e C(Callout
e Cloud+

e Measure Tool

Note: When marking up submittal documents, reviewers should take care that markings and
comments are clear and concise and do not obscure document content or other comments.

Markup menu

Revu File - Tools Window Help
Markup > Text Box
Stamp > (@ Typewriter

Studio v g | Measure > B Note

TR Sketch to Scale > 0L callout
Bluebeam User Guide R []—> : Form

/ Pen
My Status: | Reviewing Signature v 4. Highlight

Eraser Shift+E
~ Attendees

Joined Not Joined (0)
Online (1)
£} Castron-Re... User Guide Bla

File Attachment Line L

Toolbars > Arrow A
&> Reuse /~ Arc Shift+C
Polyline Shift+N
Dimension Shift+L

Offline (6)

Rectangle R
Ellipse E
Polygon Shift+P

~ Documents
Cloud
Cloud+

how to manage multiple ses...

MOINOOT -

@ Managing Bluebeam User G...
Project Managers Checklist ... Image
Reviewers Checklist 102919...

1] User Guide Blank (MAKE CO...
: PDF Content

Use of tools other than those listed above, are not recommended because they don't translate well in
the markup summary.
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Common Text Menu commands:

Highlight

Textbox

)

Callout note: If you add a “callout”, after you create it, you can right-click and add “leaders’
rather than arrows and lines.

Ctrl+X

R ST Ctrl+C
ﬁht click on callout Ctri+v 2}

; runnatraniner  Ctrl+Shift+C

EEG Del

Autosize Text Box Alt+Z

Add Leader
et Add/DeIete Leader |
Delete Leader

Layer
Order
Alignment

Capture

Lock Ctrl+Shift+L

Reply

Set Status

Check

Alert Attendee
Add to Tool Chest
Set as Default

Apply to Pages...

Properties
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Remove from sheet

The Cloud+ command will allow you to create a cloud shape anywhere

on the drawing/PDF along with a text box to add comments

]

/

L LR

/ CORNER UG

LV@TC—N

AAAAAAAAANANAANAAN A I NN AN AAAINN

SECTION "B

e Ve ScAﬁ 61:11..00 N

Cloud+ note: You cannot add more than one leader using Cloud+
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Other Useful Bluebeam Tools

Grouping Shapes and Textbox

To create your own box and add a callout comment, utilize the line and text commands in the
Markup toolbar. Once completed, select every line and text box and right click on top of the
selected shapes, then select “Group”

Revu File Edit View Document Batch Tools Window Help
Markup 3 Text Box
oL, Stamp > (@ Typewriter
Studio v g z)- ] User Guide Blank (M2 Measure 5 Note

LI B N Sketch to Scale > L Callout

@ ~ | Session: Bluebeam User Guide Revisions for Ver. 2020 ID:

Bluebeam User Guide R« | |72 -
[E Farm Pen

My Status: | Reviewing Signature > 4 Highlight
Eraser Shift+E
~ Attendees

File Attachment F = L

Toolbars > Arrow A
Arc Shift+C
Polyline Shift+N

Dimension Shift+L

Joined Not Joined (0)
Online (1) -
¢} Castron-Re... User Guide Bla il Reuse

-

PO WNOoOT 2

Offline (6)

Rectangle R

Ellipse E

- Documents Polygon Shift+P

Cloud
Cloud+

how to manage multiple ses...
Managing Bluebeam User G...
@ Project Managers Checklist ... Image
Reviewers Checklist 102919...

User Guide Blank (MAKE CO...
PDF Content

Note: After grouping objects, add a description of the group. Do this by right clicking on the
group comment in the markups list and type a comment in the description.
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Adding Images and Documents

To add images to the document in review, select the “Tools” menu and click the Markup, then
Image, and select from the list of options.

J Tools > Markup > Image |

Tools windows :

T

O

Markup Text Box

ERE).pdf Pages: 70
Stamp Typewriter
Note

Callout

Measure
Sketch to Scale

J Qi ® =]

Form Pen

Highlight

Eraser

Signature

File Attachment F Line

Toolbars
&> Reuse

o BE

»
¥ Fiiter |

Subject Page Label
» Casiron (15)
» mohrenberger

£

Arrow
Arc Shift+C
Polyline Shift+N

Dimension Shift+L

Rectangle R
Ellipse E
Polygon Shift+P

or drag text box

Cloud c Select source

Cloud+ x L

FRAV RSN Image > [BA From File... (A
s et From Camera... Ctrl+Alt+l
i From Scanner... Shift+
PDF Content > 1A CropImage

s
v
/
7
kY
O
O
X
&
£
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Attaching Documents

Revu File Edit View Document

v | Session: Bluebeam User Guide Revisions for Ver. 2020

Studio v K

Batch

[ User Guide Blank (M2

CIick ools |

Tools Window Help

ID: Markup

de Blank (MAKE C(
&L

Stamp
Measure
Sketch to Scale

Bluebeam User Guide R EE—>

My Status: | Reviewing

~ Aftendees

Joined Not Joined (0)

Online (1)
¢} Castron-Re... User Guide Bla

Form

Signature

File Attachment F b

Toolbars

Reuse

% Add Attachment X
T Fj « Windows (C) > Users » Castron *» Documents > W [$] O Search Documents
Organize ~ New folder =~ O @
~ ~
W My Computer DOT-39777 Name
¥ 3D Objects 20220120-Long Le - Password reset(2170...
I Desktop : - Custom Office Templates
- Choose your file :
E| Documents y \ '@ My Data Sources
¥ Downloads —~ My Shapes
D Music Snagit Select a file
_ Zoom to preview.
t
= rietures 2022-03-02 15.10 Dry Run Take 2
& videos 116287 Hadley
<. Windows (C) = BLANK FINALS FORMS JANUARY 2022
= shareddata (\\mhd-shared) (S:) BLANK FINALS FORMS JANUARY 2022.pdf
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File name: v
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Castron:

Caatron: et sistin ik

Attachments will show
as a paper clip; click
anywhere on the
document to place the
attachment. Top open
the attachment, double
click the paper clip.

Note: After attaching a document, add a description of the attachment. Do this by right clicking
the paper clip or adding the description in the comment field.

53

October 2022

MANAGING BLUEBEAM |



Sorting by Name
To sort comments by Author, click the Author title column

M ]

Click the Author column
v/ heading to sort

B g et e B (VAR K LA 1T 46

Ehmimars Lam o &

R
Online (1)

O Offine (8)

Comments will appear sorted by author
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Castron (ot
Castron

! Castron or e
Castron
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Castroe Ve |
stron Ve
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Applying Filters
To apply filters to all columns, click the Filter button. Filter arrows will become enabled on each
applicable column as shown below.

Markups List - & (O Sesrch | VFherlist Click Filter List for all column

3 Sty Page Label  Comments e Date

"' heading filters to become enabled

Joe Yoo (1)
wtore Con peoghe gee 184

HO_GEOTECH Petar

Mackups List

Page Label  Comments

e ot peaizls e 191a

R
Markups List o V Fier Lisa

—_ = Filter by Status

Page Latel  Corenests
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Comparing documents in a Bluebeam Session

When reviewing documents, comparing two versions of the same document in the Bluebeam
session is possible by opening both documents and splitting the window in two. Documents in
the Bluebeam session have the blue studio symbol (icon) on the left of the document name tab.

To split the window and view both documents at the same time select the Window menu and
click on “Split Vertical”.

Edit View L . . Tools Window Help
firace  Click View
- 2.pd Pages: |

Session: Test? ID; g]
H

Studio v (5] ] B Actusl size Cie ¥ 2022_Difi{1)* (] BLANK FINALS FORMS JANUARY 2022 X
40 [T Single Page
Test2 - 898-617-633 »

N
™~y

vy Continuous Side-t
Show Cover Page in Sid
Joined Not Joined
* Online (1)
' Castron BLAMN F
= SplitHo

Rotate View

Split Vert

Switch

cuments

FINALS FORM & Synchronize Document

Synchranize Page

S0-100 Revis

Rulers SEACE TV

Full-Sereen Crosshair PMCEMETET LATIR I IS

Show Grid
Snap to Grid Ciri+Shift+F%

Snap to Coment Cirf+ShilisFB

Record Notificati : S N
Snap to Markup Crrl+ ShifieF7

slon Dimmer

AN 4 Castron: N ys Show Reply Indicators

Disable Line Weights

+ Jolned

. Add File
Attachment

& Castron: Move File

Note: Reviewers can see the same place on both documents simultaneously using the Synchronize
Document tool.
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The split screen will display both documents as shown below.

FAVENENT MANADEMENT PAVEMENT WANAGEMENT
PAVENENT REMARLITATION PROECT FEPORT PAVEMENT SEMABLITATION MOSCT REPCRT

Castron

Castron
Castron

Castron A s
Castrom Wos !

Castron

Castron
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Measure Tools

The Measure tool creates measurements in any of several measurement modes. Measurements can
persist as markups, allowing for processing and summarization through the Markups list, which
is useful for estimation and takeoffs, or be temporary, which is useful for quickly measuring and
adding up measurements without creating a visual record on the PDF.

When the Measure Tool is activated, the last measurement mode used is automatically
selected. This makes it easier to employ your most commonly used measurement mode.

To enable accurate measurements, the user must first calibrate the page/drawing; then,
proceed to use any of the measurement and calibrate tools available.

Revu File Edit View Document Batch Tools T, Click Tools

@ ~ | Session: Test2 ID: 895-617-633 Name: BLANK FINALS FC Sz

Stamp

Studio v g S Click Measure Measure p Set Scale...
f ] Sketch to Scale
Test2 - 898-617-633 ~ EE_’ TLT Form

Length Shift+Alt+L
Polylength  Shift+Alt+Q
My Status: Signature P Area Shift+Alt+A
Perimeter  Shift+Alt+P

+ Attendees
File Attachment F & Diameter  Shift+Alt+D

Joined Not Joined (0)
Online {1) CONTRACT N
& Castron BLANK FINALS F. LW Ve < ©  Reuse

LOCATION (City / Town) :

Toolbars » (» CenterRadius
3-Point Radius
Angle Shift+Alt+G
Volume Shift+Alt+V

)

o«

Polygon Cutout

PROJECT LIMITS: [Pavement limits tied to Milemarkers a
f i : I Ellipse Cutout

Count Shift+Alt+C

=
2=

+ Documents R

@ BLANK FINALS FORMS JAN...
[a] CSD-100 Revised January 25...

REHABILITATION PROCEDURE:
Dynamic Fill J

E
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Calibrate

Document Ba 10lG Window Heidp

Session . B9¢ 533 Name: BLANK FINALS S JANUARY Fiod Toals + Commandy

Help
Studio ~ [=] M Check for Upgates

1 Licensing & Registration
Tect2 - 898-617-633 ~ []

Technical Support

My Status

Attendees & 5 ' PAVEMENT
PAVEMENT REHABIL Halp Make Revu Batter

~ Jomed Not Joined (D) 1
== Online (l) CONTRACT NURRIER
I ) Castron BLANK FINALS § ROUTE N

P Welcome 10 Revu F12 CONTE

Learn What's New v AouUTT

Launch Revu Tuteetnls

LOCANON (Cay 7 Tow oA
Blue! m University
. - —
Doard S 1% Guicke
PROUECT LEVITS | Pavermoent MTos o RO

Select two points of a known dimension to calibrate
measurement tools

Do not show this message again
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Review Closure and Responses

Review period will end at 11PM on the date indicated. At that point, the Project Manager will
close access to reviewers, and open access to designers. Designers typically have 10 days to
respond.

Designer completes response to comments, Project Manager will notify all reviewing sections.
Comments will be output to PDF, organized by reviewing unit, with dynamic links to reference
documents.

Project Manager will schedule a Comment Resolution Meeting to resolve any questions.

Comment Resolution
Designer shall be responsible for ensuring comments are either addressed or that
recommendations for next steps on unresolved issues be noted in follow-up memo.
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Appendix A:  Bluebeam Manual Consultant Evaluation Form Guidance

Guidance for MassDOT Project Managers:

61

Consultant Evaluation Forms shall be uploaded into the Bluebeam Session by the MassDOT
Project Manager at the 25%, 75% and 100% design stages, including any resubmissions. This
form will become part of the design submission package. Design consultant performance
evaluations are required per Engineering Directive E-10-005.

The 25%, 75% and 100% Consultant Evaluation Forms can be found in Section 810 —
Contract Award Process, Attachment E in the Project Management SOPs.

Once located in the SOP, please save a copy of the Consultant Evaluation Form to a pdf
using the following file naming structure: [009]-[Project File #]-[XX% Consultant Evaluation
Form].

a) File naming example: “009-612190-100% Consultant Evaluation Form”.

After uploading the form into the Bluebeam session, the Project Manager is required to edit
the applicable fields in red; see image below. The PM shall enter the Project file number and
the Project description. The Bluebeam “Text Box” markup tool shall be used to input this
information.

Consultant Evaluation Form
Project File # : Field to be edited by MassDOT PM

Municipality, Project Bescription : Figld to be edited by MassDOT PM - Copy and paste from Project Info

The PM is responsible for making sure that all applicable review sections have included a
score by the review session due date. If a score is missing the PM is responsible for
contacting the reviewer(s) for compliance.

The PM will enter “NA” in place of a score when review sections are not required to provide
a score for a particular submission. For example, a Highway Project may not require a score
from the HQ-Bridge Section.

When the Bluebeam session ends, the MassDOT PM will save the Consultant Evaluation
Form in the applicable folder in Projectinfo with the entire design submission package.
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Guidance for MassDOT Reviewers:

62

At the 25%, 75% and 100% design stages, all applicable reviewers shall provide a score on
the Consultant Evaluation Form, which will be located within the Bluebeam Session. Design
consultant performance evaluations are required per Engineering Directive E-10-005.

When in the Bluebeam session, the reviewer can refer to the Consultant Evaluation Form for
guidance on scoring a design submission. To locate the form within the review session,
please note example of the file naming structure, “009-612190-75% Consultant Evaluation
Form”.

The Bluebeam “Text Box” markup tool shall be used to input a score. Each review section
will include their score in the applicable colored cell of the form; see image below.

75% Design Submission
i : Wetlands/ Hazardous Special Estimate/
Reviewers Design Plans* MEPA/NEPA Water ottt Provisions Calcutations

District-Projects/DUCE
District-Traffic
HQO-Bridge

HO-Traffic

HO-Environmental
ROW
ADASAAR

Landscape

Review sections that are not required to provide a score for a particular submission will
enter “NA” in the required field. For example, a Safe Routes to School Project may not
require a review by the Landscape Section.

The Consultant Evaluation Form will be stored with the design submission package and can
be located in Projectinfo for future reference.
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Appendix B:

25% Stage Consultant Evaluation Form

25% Stage Consultant Evaluation Form to be completed by applicable Reviewers - Please edit fields in Yellow.

Instructions/Guidelines for Giving Evaluation Scores
0 1 2 3 4 5 6 7 8 9 10
| D | | | |
| I |
~eptak Below _ Meet ... TV Exceptional
Ex tati r 1 ) EX rat

Factors to consider when scoring:

1. Completeness of Submission -(Please reference 25% Highway Design Submission & Review
Checklist as well as the Bridge Checklist for additional guidance.)
2. Followed Division guidelines for plan preparation and survey control - clarity, accuracy,

and completeness of plans.
3. Responsiveness and cooperation.

4. If your section is not required to provide a score for this submission then please enter "NA”

in the applicable field.

Consultant Evaluation Form

Project File # :

Municipality, Project Description :

25% Design Submission

Reviewers Design Plans DIwW

Environmental Documents

District - Projects/DUCE

District - Traffic

HQ - Bridge

HQ - Traff_ic

HQ - Environmental

ROW

HQ - Complete Streets
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Appendix C:  75% Stage Consultant Evaluation Form

75% Stage Consultant Evaluation Form to be complete by applicable Reviewers - Please edit fields in Green

Instructions/Guidelines for Giving Evaluation Scores

0 1 2 3 4 5 6 7 8

! Y

Factors to consider when scoring:

1. Completeness of Submission -(Please reference 75% Highway Design Submission & Review

Checklist as well as the Bridge Checklist for additional guidance.)
2. Adequately addressed previous submission comments.

3. Followed Division guidelines for plan preparation and survey control - clarity, accuracy,

and completeness of plans.
4. Included required special provisions.
5. Limiting cost increase due to design errors & quality of estimate.
6. Responsiveness and cooperation.

7. If your section is not required to provide a score for this submission then please enter "NA"

in the applicable field.

Consultant Evaluation Form

Project File # :

Municipality, Project Description :

75% Design Submission

Hazardous
Materials

Wetlands/

Plans*
Design Plans Water

Reviewers MEPA/NEPA

Special
Provisions

Estimate/
Calculations

District-Projects/DUCE

District-Traffic

HQ-Bridge

HQ-Traffic

HQ-Environmental

ROW

ADA/AAB

Landscape

* District Projects/DUCE score based on entire submission.
* District Traffic score based on entire submission.

* Landscape score based on entire submission.
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Appendix D:  100% Stage Consultant Evaluation Form

100% Stage Consultant Evaluation Form to be complete by applicable Reviewers - Please edit fields in Blue

Instructions/Guidelines for Giving Evaluation Scores

0 1 2 3 4 5 6 7 8 9 10
1 1 I I |

Unacceptable
ations EXpectationg Expectat f

Factors to consider when scoring:

1. Completeness of Submission -(Please reference 75% Highway Design Submission & Review

Checklist as well as the Bridge Checklist for additional guidance.)

2. Adequately addressed previous submission comments.

3. Followed Division guidelines for plan preparation and survey control - clarity, accuracy,
and completeness of plans.

4. Included required special provisions.

5. Limiting cost increase due to design errors & quality of estimate.

6. Responsiveness and cooperation.

7. If your section is not required to provide a score for this submission then please enter "NA”

in the applicable field.

Consultant Evaluation Form

Project File # :

Municipality, Project Description :

100% Design Submission

Reviewers Design Plans* Special Provisions Estimate/Calculations

District-Projects/DUCE

District-Traffic

HQ-Bridge

HQ-Traffic

ROW

ADA/AAB

Landscape

* District Projects/DUCE score based on entire submission.
* District Traffic score based on entire submission.

* Landscape score based on entire submission.
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Change Log

- Version 3.0 — Official Release, October 2022
- Version 3.1 — Revised Appendix, November 15, 2022
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