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Uploading, Reviewing & Publishing Plans

Upload Plans

LEGEND

Optional action ------=-==----

Choose Upload Method

Create a new version set Enter Set Name & Issuance Date

or

Add sheets to an existing set

or
} Choose set to upload to

Add updated or revised sheets

A revision will automatically be
created if an updated sheet has the
same number as an existing sheet

Choose upload source {—/

(/"
et » Upload from your computer
---------------- » Upload from ConstructionOnline
When upload is complete, S » Upload from cloud storage
sheet processing occurs automatically (Google Drive, Dropbox, etc)

Go directly to the Publish Log ﬁ

or >_. Click “Review & Publish Sheets”

Click the link in the email sent _}
when processing has completed
to go to the Publish Log
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Review & Publish Sheets
Sheet Number scanning occurs
automatically
Review sheet numbers for accuracy
R LT » Adjust scan area & re-scan if needed

Confirm numbers are correct

Proceed to Sheet Name Scanning

Sheet Number scanning occurs
automatically

Review sheet names for accuracy

- » Adjust scan area & re-scan if needed

e » Adjust sheet tags if needed

Confirm names are correct

Proceed to Callout Scanning

Callout scanning occurs
automatically

Review Email Notification Options

R R » Enter an email message and choose
recipients from the Project Team

Publish Sheets and Send Emails

I‘

or

Publish Sheets and Skip Emails



