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CREATING DRAWINGS AND PACKAGES 
Drawings are approved via the Submittals process and then uploaded to Drawings once approved. See the 
Submittals QRG additional help. 
 
To navigate this Quick Reference Guide, simply scroll down, or use the following hyperlinks to jump to a 
specific section. 
 

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) Click New Drawing from the open Drawings form log view. 

 

2) Select Create New from the Create New Drawing side of the window. 
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3) To upload the actual drawing file, click Upload. 

 

4) Locate and click the drawing title to select the document and click the Open button located on the 
bottom right corner of the Files window. 

5) Click the Next button located in the bottom right corner. 

 

6) The Drawing form will open. Enter the required information in the Subject, Drawing # and Revision # 
fields. The remaining fields are optional. 



 

 
ProjectTeam Quick Reference Guide support@projectteam.com 
Last updated 15 December 2025 (703) 961-1007 
 

 

7) Save the record. 
8) The Drawing record will open with a preview of the file in the Viewer tab of the Details pane. 

 

9) 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. 

https://help.projectteam.com/file-markups-and-annotations
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10) To view the drawing information, click the Details tab. To edit the record, click the Edit button.  

 

11) 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. 
a .  List View allows the user to see a list of records. This list can be configured to show different 

fields in the grid. 
b. Thumbnail View allows the user to see small images of the drawing documents listed by 

Discipline. To open a drawing click the thumbnail 
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3) Click the checkbox above the grid to view the latest revisions of each document. 

 

4) To filter by Discipline, click the dropdown arrow for the discipline filter field. 
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EDIT THE DRAWING RECORD 

1) In the 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. Packages allow for multiple drawings to be 
managed together.  

1) Open Drawings from the options that open after clicking on Forms in the left navigation pane. 
2) Click New Package. 
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3) Select Manually Create from the window that opens. 

 

4) The Drawing Package form will open. Enter the required information in the Subject and Discipline 
fields. The General Notes field is optional. 

 

5) To add individual Drawings which already exist in ProjectTeam to the package, click the Add Existing 
button. 
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6) Click the checkbox beside each drawing you wish to add to the package and click the Add button. 

 

7) If adding a drawing to the package which does not exist in ProjectTeam, click the Create New button. 

 

8) Save the record. 
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CREATE A NEW PACKAGE USING TEXT EXTRACTION 

See: Create a Drawing Package using Text Extraction 

1) Repeat steps 19-21 from above. 
2) Click Use Text Extraction from the window that opens. 

 

3) The Drawing Package form will open.  
4) Enter required information and Save the record.  

 

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. 

https://help.projectteam.com/_hcms/analytics/search/conversion?redirect=aHR0cHM6Ly9oZWxwLnByb2plY3R0ZWFtLmNvbS9jcmVhdGluZy1hLWRyYXdpbmctcGFja2FnZS11c2luZy10ZXh0LWV4dHJhY3Rpb24%3D&ct=SEARCH&pid=9087813&cid=59281833258&t=ZHJhd2luZw%3D%3D&d=help.projectteam.com&c=5&rp=17&ab=true&opcid=&rs=UNKNOWN&hs-expires=1791910637&hs-version=1&hs-signature=APUk-v4zWdya42TaKWTkHtlZb9wTl3FIkg


 

 
ProjectTeam Quick Reference Guide support@projectteam.com 
Last updated 15 December 2025 (703) 961-1007 
 

 

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

 

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. 
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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. 
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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. 

 

EDIT THE DRAWING PACKAGE RECORD  

1) In the Drawing Package log, click a drawing package title hyperlink to open the document.          
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2) The Drawing Package record will open. To add additional information about the drawing package, 
click the Edit button in the Details section. 

 

3) Make the changes. 
4) Save the record. 

 

DOWNLOAD OR UPLOAD DRAWING DOCUMENTS FROM THE PACKAGE  

5) 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. 

 

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

 

RELATED RESOURCES 

Help Pages:  

Create a New Drawing 

View Drawings in the Drawing Log 

Filter the drawing log by discipline 

Edit a Drawing 

Create a Drawing Revision 

Compare Drawing Revisions 

Download drawings from the log 

Create a Drawing Package Manually 

Drawing Text Extraction (OCR) 

Create a Drawing Package using Text Extraction 

Edit a Drawing Package 

Add markup annotations to a file 

https://help.projectteam.com/drawings
https://help.projectteam.com/_hcms/analytics/search/conversion?redirect=aHR0cHM6Ly9oZWxwLnByb2plY3R0ZWFtLmNvbS92aWV3aW5nLXJlY29yZHMtaW4tdGhlLWRyYXdpbmctbG9n&ct=SEARCH&pid=9087813&cid=59282263458&t=ZHJhd2luZw%3D%3D&d=help.projectteam.com&c=5&rp=9&ab=false&opcid=&rs=UNKNOWN&hs-expires=1791910544&hs-version=1&hs-signature=APUk-v73FCW4ROF8O2op8Duj8ptqJt7zeg
https://help.projectteam.com/_hcms/analytics/search/conversion?redirect=aHR0cHM6Ly9oZWxwLnByb2plY3R0ZWFtLmNvbS9maWx0ZXItdGhlLWRyYXdpbmctbG9nLWJ5LWRpc2NpcGxpbmU%3D&ct=SEARCH&pid=9087813&cid=61137457417&t=ZHJhd2luZw%3D%3D&d=help.projectteam.com&c=5&rp=16&ab=true&opcid=&rs=UNKNOWN&hs-expires=1791910637&hs-version=1&hs-signature=APUk-v5VLbBBC4SVRJv3QMU76JCCyiqYiQ
https://help.projectteam.com/_hcms/analytics/search/conversion?redirect=aHR0cHM6Ly9oZWxwLnByb2plY3R0ZWFtLmNvbS9lZGl0LWEtZHJhd2luZw%3D%3D&ct=SEARCH&pid=9087813&cid=59281834085&t=ZHJhd2luZw%3D%3D&d=help.projectteam.com&c=5&rp=11&ab=true&opcid=&rs=UNKNOWN&hs-expires=1791910637&hs-version=1&hs-signature=APUk-v61-t2buWlFG9ZA1izQxnDrRYKAsA
https://help.projectteam.com/_hcms/analytics/search/conversion?redirect=aHR0cHM6Ly9oZWxwLnByb2plY3R0ZWFtLmNvbS9jcmVhdGUtYS1kcmF3aW5nLXJldmlzaW9u&ct=SEARCH&pid=9087813&cid=59281834330&t=ZHJhd2luZw%3D%3D&d=help.projectteam.com&c=5&rp=13&ab=true&opcid=&rs=UNKNOWN&hs-expires=1791910637&hs-version=1&hs-signature=APUk-v5HKU4JrWWa_Ewlh_q6jSlrCAZPrg
https://help.projectteam.com/compare-drawing-revisions
https://help.projectteam.com/_hcms/analytics/search/conversion?redirect=aHR0cHM6Ly9oZWxwLnByb2plY3R0ZWFtLmNvbS9kb3dubG9hZC1kcmF3aW5ncy1mcm9tLXRoZS1sb2c%3D&ct=SEARCH&pid=9087813&cid=61137454718&t=ZHJhd2luZw%3D%3D&d=help.projectteam.com&c=5&rp=15&ab=true&opcid=&rs=UNKNOWN&hs-expires=1791910637&hs-version=1&hs-signature=APUk-v6UUIxglBaMSca-jacU2JB9EgzjmA
https://help.projectteam.com/_hcms/analytics/search/conversion?redirect=aHR0cHM6Ly9oZWxwLnByb2plY3R0ZWFtLmNvbS9kcmF3aW5nLXBhY2thZ2VzLWFuZC10ZXh0LWV4dHJhY3Rpb24%3D&ct=SEARCH&pid=9087813&cid=59021633546&t=ZHJhd2luZw%3D%3D&d=help.projectteam.com&c=5&rp=14&ab=true&opcid=&rs=UNKNOWN&hs-expires=1791910637&hs-version=1&hs-signature=APUk-v5aXQRMbDqvPVKsrFwBEoQWKKyFsA
https://help.projectteam.com/_hcms/analytics/search/conversion?redirect=aHR0cHM6Ly9oZWxwLnByb2plY3R0ZWFtLmNvbS9kcmF3aW5nLXRleHQtZXh0cmFjdGlvbi1vY3I%3D&ct=SEARCH&pid=9087813&cid=57559818761&t=ZHJhd2luZw%3D%3D&d=help.projectteam.com&c=5&rp=1&ab=false&opcid=&rs=UNKNOWN&hs-expires=1791910544&hs-version=1&hs-signature=APUk-v6xnEOZtoWpZvHMKUifrR_DmE1o7w
https://help.projectteam.com/_hcms/analytics/search/conversion?redirect=aHR0cHM6Ly9oZWxwLnByb2plY3R0ZWFtLmNvbS9jcmVhdGluZy1hLWRyYXdpbmctcGFja2FnZS11c2luZy10ZXh0LWV4dHJhY3Rpb24%3D&ct=SEARCH&pid=9087813&cid=59281833258&t=ZHJhd2luZw%3D%3D&d=help.projectteam.com&c=5&rp=17&ab=true&opcid=&rs=UNKNOWN&hs-expires=1791910637&hs-version=1&hs-signature=APUk-v4zWdya42TaKWTkHtlZb9wTl3FIkg
https://help.projectteam.com/_hcms/analytics/search/conversion?redirect=aHR0cHM6Ly9oZWxwLnByb2plY3R0ZWFtLmNvbS9lZGl0LWEtZHJhd2luZy1wYWNrYWdl&ct=SEARCH&pid=9087813&cid=59281825044&t=ZHJhd2luZw%3D%3D&d=help.projectteam.com&c=5&rp=12&ab=true&opcid=&rs=UNKNOWN&hs-expires=1791910637&hs-version=1&hs-signature=APUk-v4D-41EdARs7VZ9_-QErK0Pz5qBfg
https://help.projectteam.com/_hcms/analytics/search/conversion?redirect=aHR0cHM6Ly9oZWxwLnByb2plY3R0ZWFtLmNvbS9maWxlLW1hcmt1cHMtYW5kLWFubm90YXRpb25z&ct=SEARCH&pid=9087813&cid=58482770054&t=ZHJhd2luZw%3D%3D&d=help.projectteam.com&c=5&rp=8&ab=false&opcid=&rs=UNKNOWN&hs-expires=1791910544&hs-version=1&hs-signature=APUk-v46k4eGE6aWsiZ7RRUjUmAFd5eE0g
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Download and Upload Drawings from a Drawing Package 

Related QRGs: 

Drawings: Revising Drawings and Packages 

Drawings: Viewing and Marking Up Drawings 

 

 

https://help.projectteam.com/_hcms/analytics/search/conversion?redirect=aHR0cHM6Ly9oZWxwLnByb2plY3R0ZWFtLmNvbS9kb3dubG9hZGluZy1hbmQtdXBsb2FkaW5nLWRyYXdpbmdzLWZyb20tYS1kcmF3aW5nLXBhY2thZ2U%3D&ct=SEARCH&pid=9087813&cid=59281833560&t=ZHJhd2luZw%3D%3D&d=help.projectteam.com&c=5&rp=10&ab=false&opcid=&rs=UNKNOWN&hs-expires=1791910544&hs-version=1&hs-signature=APUk-v48ixUYCPTeqpQTU1sMM2ftNraRJg

	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
	Related Resources

