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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.

Drawing Packages shared with me | New Package ][ New Drawing ][ Print H7|

Packages Drawings

2) SelectCreate New from the Create New Drawing side of the window.
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X
Create New Drawing Create Revision of Existing Drawing
Create a new drawing that is unrelated to any existing Create a new revision of an existing drawing. The new revision
drawing. New drawings do not have any related revisions. will be related to all existing revisions.

3) Toupload the actual drawing file, click Upload.

New Drawing

I © Step 10f 2. Upload your drawing file (PDF only)

[ Upload
Cancel ‘ Skip this step ‘

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.

New Drawing X

® Step 1of 2. Upload your drawing file (PDF only) ‘

Upload

© You have selected: Sprint Review Demo Prj Drawings. pdf. ‘

‘4 Cancel ‘ Next >

6) The Drawing form will open. Enter the required information in the Subject, Drawing # and Revision #
fields. The remaining fields are optional.
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New Drawing X
@ Step 2 of 2. Fill out information about your Drawing
Subject *
&
Drawing # *
Revision # *
0
Revision Date
Primary WBS Code
Discipline
v

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

ProjectTeam Admin ~

DETAILS | Edit |

Viewer Details

Fullscreen | Markup ™

9) Toview the documentin 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.
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DETAILS ‘ Edit ‘

Viewer Details

Fullscreen / Markup «*

&
2
o
i
2
£

10) Toview the drawing information, click the Details tab. To edit the record, click the Edit button.

DETAILS
viewer

Subject
The Sample Drawings

Drawing #
001

Revision #

0
Revision Date
Primary WBS Code

Discipline

Submitted Date

11) Once edits are complete, Save the record.

VIEWING DRAWING LOG

1) Openthe 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. ListViewallows the userto 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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Drawings shared with me | New Package | | New Drawing | | Print | |_|
Packages Drawings
Filter:  All Disciplines - Show Latest revision | have access to = B A
Subject T Drawing # T=  Revision# T] Bﬁ“isron Date CreatedOn T Related Shared
3) Clickthe checkbox above the grid to view the latest revisions of each document.
Packages Drawings
Filter:  All Disciplines - Show Latest revision | have access to
Subject Tl Drawing # T= Revision# 1| Rﬁvision Date
4)  Tofilter by Discipline, click the dropdown arrow for the discipline filter field.
Drawings shared with me
Packages Drawings
Filter: I All Disciplines - Show Latest revision | have access to
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1) Inthe Drawing log List View option, click a drawing title hyperlink to open the document. To open a
documentvia the Thumbnailview, click the image of the drawing you wish to open.

2) Thedrawing documentwill open. To add additional information about the drawing, click the Edit
button in the Details section.

ss; Sprint Review Demo Project v Q @+ K-  ProjectTeam Admin -

Drawing: The Sample Drawings

Created By ProjectTeam Admin (SSR Mining) on 10/9/25 at 9:27 AM

Quick Navigation:  Details  Revision History ~ Workflows  Attachments  Action ltems  Activity  Package Links  Reference Links

SHARED WITH (1) View All

| Share

DETAILS Edit

Viewer Details

3) Makeyour 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.

Drawing Packages shared with me [ New Package ] New Drawing H Print ||7|
Packages Drawings
A
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3) Select Manually Create from the window that opens.

Manually Create Automate using Text Extraction
Create a new Drawing Package by manually grouping together Upload a multi-page PDF file that includes all of your
new or existing Drawings. No automatic text extraction Drawings, define text extraction regions, and automatically
included. generate your new Drawing Package.

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

New Drawing Package | Cancel |

n DETAILS
Subject *

(1 o]

This field is required

Primary WBS Code

Discipline *

Submitted Date

Submitted By Company

General Notes

5) To addindividual Drawings which already exist in ProjectTeam to the package, click the Add Existing

button.
Drawings | e [ Add Existing Create New ]
Subject Drawing # Revision # Revision Date Discipline
ProjectTeam Quick Reference Guide support@projectteam.com
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6) Clickthe checkboxbeside each drawing you wish to add to the package and click the Add button.

Add Existing Drawings x
Subject T Drawing # T Revision # T] Revision Date T) Discipline Tl
The Sample Drawings 001 0
®i| Parcel Boundaries c1.2 0
Fill Boundaries Cc11 0
| Cancel |

7) Ifadding a drawing to the package which does not existin ProjectTeam, clickthe Create New button.

: »
Drawings ¥

| Add Existing JI Create New ]

Subject Drawing # Revision # Revision Date Discipline

8) Savetherecord.
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CREATE A NEW PACKAGE USING TEXT EXTRACTION

See: Create a Drawing Package using Text Extraction

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

X
Manually Create Automate using Text Extraction
Create a new Drawing Package by manually grouping together Upload a multi-page PDF file that includes all of your
new or existing Drawings. Mo automatic text extraction Drawings, define text extraction regions, and automatically
included. generate your new Drawing Package.

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

Create Drawing Package x

Subject *

Discipline *

General Notes

| Cancel |

5) Draganddrop orbrowse 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.
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ss; Sprint Review Demo Project ~ Q @G- X ProjectTeam Admin ~

Drawings Text Extraction

New Drawing Package: Sample Drawing Package 2

Step 1of 3. Upload Drawings

Drag and drop or browse your computer to upload drawings (must be PDF with text). @ Learn how to make extraction most
accurate.

Drag and drop to upload or

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

Drawings Text Extraction

New Drawing Package: Sample Drawing Package 2

< Previ
Step 2 of 3. Define text extraction regions

Open your Drawings and define regions for text extraction. (Pro Tip: Only choose the information that is different on each sheet
such as Title and Mumber. Don't worry about any fields that are the same on each sheet, you can use the "Bulk Edit" feature later.)

[ Define Regions 1

8) Clickonthe Square with the +to select a region, click and drag the yellow box over the desired
region.

MNavigate to an individual Drawing to define your extraction regions.

9) Selectthe 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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Text Extraction Fields

| @ Choose a field on the Drawing form to associate to your extraction region. ‘

Field Name Created By
Subject SYSTEM

Drawing # SYSTEM
Revision # SYSTEM
Design Transmittal Number ProjectTeam Admin (SSR Mining)
Design Document Number ProjectTeam Admin (SSR Mining)
Drawing Scale SYSTEM

General Notes SYSTEM

| Cancel

10) Click Close.
11) Click Process Files.

Drawings Text Extraction

New Drawing Package: Sample Drawing Package 1

< Previ
Step 2 of 3. Define text extraction regions SHos

Open your Drawings and define regions for text extraction. (Pro Tip: Only choose the information that is different on each sheet
such as Title and Number. Don't worry about any fields that are the same on each sheet, you can use the "Bulk Edit" feature later.)

Define Regions «*

Field Name

v Drawing #

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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Drawings Text Extraction

New Drawing Package: Sample Drawing Package 1

Processing your files...

We are in the process of extracting information from your files. This may take several minutes.
Navigate back to the Drawings log and we will send you an email at brothery+ssr@projectteam.com when it's ready for review.
——
View Drawings Log
—

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.

e: Sample Drawing Package 1

Drawing # *

PRIME CONTR. NO. PRIME ORDER NO.

Revision # *

0

This will become the initial revision of

PRIME CONTR. NO. PRIME ORDER NO.

] - |o CONST. CONTR. NO. SUB A/E AJE CONS
SSnanas: EESeaast: - CONTR. BUILDING NUMBER BUILDING

L x ; = NAME ADDRESS CITY/ST./ZIP BIM FILE

NAME PROJECT TITLE PROJECT

EDIT THE DRAWING PACKAGE RECORD

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

i i ew Packag ew Drawin orint
Drawing Packages shared with me | New Package H New Drawing H Frin ||7
Packages Drawings
Subject T] Created On |7 Related Shared

@ Sample Drawing Package 1 10/9/25 3:28 PM &0 %o al

Sample Drawing Package 10/9/2512:20 PM @0 %o al
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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.

-
Drawing Package: Sample Drawing Package 1
Created By ProjectTeam Admin (SSR Mining) on 10/9/25 at 3:28 PM

Quick Navigation:  Details Workflows  Attachments  Action ltems  Activity — Reference Links

SHARED WITH (1) View All

‘ Share
—
-
v
e
"4 DETAILS Edi
Subject

3) Make the changes.
4) Save therecord.

DOWNLOAD OR UPLOAD DRAWING DOCUMENTS FROM THE PACKAGE

5) Openthe 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.

Sprint Review Demo Project ~
DETAILS [ eait |

Subject
Sample Drawing Package 1
Primary WBS Code

Discipline
AR Architectural

Download All Individual (zip)
Submitted Date

Download All Combined (pdf)
Submitted By Company

General Notes
Contractor Transmittal Number

Contractor Document Number

Drawings

Subject

Download All Combined With Markups (pdf)

Download Markup Comments (csv)

» -
«

Discipline

Upload New Drawings

Drawing # Rev;sl't:n Reg;iieon

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.

Sprint Review Demo Project ~

Update Drawing Package: Sample Drawing Package 1

Step 1of 3. Upload Drawings

accurate.

Drag and drop or browse your computer to upload drawings (must be PDF with text). @ Learn how to make extraction most

Q )~ - ProjectTeam Admin =

Drag and drop to upload or | brows

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
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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
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