Check Print Review Guide Using Bluebeam Standard Operating Procedure
05/23/2025

Receive an email containing a Bluebeam Studio Session Link (see below). Click on the link.

You have been invited by Jim Herman to join a Bluebeam Studio Session:

Test Studio Session
Session 1D: 760-827-537

Session URK hitps./studio.bluebeam com/hyperlink himl?link=studio bluebeam.com/sessions/760-827-537

Jim Herman, P.E. | Assistant Project Manager
Grand Rapids Engineering Department

If you already have Bluebeam installed on your computer, click "Join in Bluebeam Revu" (see below
image). Skip down to step 18. Otherwise continue to step 1 below.

Download Bluebeam:
1. If you don't have Bluebeam installed on your computer, click "Download here"

How do you want to join this Studio Session?

Join in Bluebeam Revu® Click here if you already have
Bluebeam installed

@ &

Click here if you don't have
Requires Revu 20.0.20+ for Windows Bluebeam installed

Don't have R@? Download here, >Z

2. In the web page that opens click on the link "Download for Desktop" within the "Revu 21" section
(see below)

Iﬂ BLUEBEAM Solutions v Product ~  Resources v  Pricing Q @  Login v m

Bluebeam Download Center

Everything you need to get started with Bluebeam Revu for desktop and Bluebeam Cloud for Mac, iPad and Android.

Get the latest with

S Revu 21 Bluebeam Cloud
subscription
Download our best, most capable Complete workflows on the go via web
version of Revu yet. or mobile.

You'll need to buy a subscription plan or start

atrial to access Revu 21 and Bluebeam
Cloud. Download for Desktop > Launch onWeb >

Deploying as an Want to upgrade to
administrator? subscription?
Check out our deployment guide to get Upgrade to access Revu 21 and

set up. Bluebeam Cloud.




3. Downloads will appear in your web browser. Click the "open file" button (see below). Note, if your
browser doesn't look like this, it will also be in your "downloads" folder in your windows explorer.

Downloads 1 a - &

@ Logh l I " | I ilie

4. A Microsoft permissions pop-up may open. Click "yes"
5. A Bluebeam download window opens, click "Install". (NOTE - you might get an error that you
aren't an Admin on your computer. If this is the case please reach out to IT to become an Admin)

6. After it is done installing click "finish"

Bluebeam Revu 21 entel

am Cloud for M

Bluebear

Complete workd]

or mobile.
Install

Download for Deskt Launch on Web

7. Click your start button at the bottom (Windows icon) >> find "Bluebeam Software" >> right click on
"Bluebeam Revu 21" >> hit "More" >> select "Pin to Taskbar" (see below). This allows you to easily

access it later on in your taskbar.
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8. Open the Bluebeam Icon in your taskbar (see below)

9. Upon opening it, it will ask if you'd like to make this your default PDF viewing software, hit
"OK", then "l accept" (see below)

The Order regardless of form under which this Bluebeam Software was purchased
and Bluebe
www_blueb
contract goj
You agree t Pleas_e corjrfin'rl Revu as the defaut PDF viewer. _\n the
P following dialog, select Blusbeam Revu from the list of
Section 2.2 ' B sggrahms‘ then select the option to set this program as the
ault.

Bluebeam Revu x64

Bluebeam g

) Do not show this message again

+| Help Bluebeam improve its products and

Read Terms | Accept | Decline

A

10. It is up to you, you can keep Adobe your default, or change to Bluebeam. (You can
always adjust this later on). A Window opens to set this as Default. If you want to keep
Adobe or a web browser your default, just close this window. If you want Bluebeam your
default, hit the arrow next to the .pdf option, and in the window that pops up select "Revu"
(see below)

2o Sninning Tool

G = Settings

Apps > Default apps > Bluebeam Revu

Set default file types or link types

ar Select a default app for .pdf files

Default app
Adobe Acrobat

Adobe Acrobat Forms Document

[ T ———— (]

pdf Suggested apps
A Revu
Q PDF Decument Adobe Acrobat
" Firefox
f@ Gethelp

‘. Google Chrome

Microsoft Edge

®

More options




11. A window pops up for Terms. Hit "l Accept” (see below)

The Order regardless of form under which this Bluebeam Software was purchased
and Bluebeam’s General Terms and Conditions of Use found at http
www_bluebeam com/legal plus the applicable Additional Terms cor

contract governing your access to and use of Bluebeam's Software ("Agreement”).
You agree to abide by the Agreement and the Acceptable Use Policy found in
Section 2.2 of the General Terms and Conditions of Use. If you have entered into
another negotiated agreement with Bluebeam integrated into an Order for this

Bluebeam Software, then the terms of that negotiated agreement will control
where it conflicts with the Agreement referenced above. Please acknowledge
acceptance of these terms by clicking "I Accept” below.

| Help Bluebeam improve its products and services by automatically sending usage data

Read Terms I Accept ! Decline

12. A login box will pop up. If you do not have an account created, click the "sign up" button.
(If you already have an account, sign in and skip to step 15 if you have an account).

Select Region

¥ Bluebeam United States

|=] BLUEBEAM

Bluebeam ID

|

Need help signing in?

Dc.rlll haVL ’ I‘

Signing in accepts our Terms of Use

13. A window pops up to create an account. Fill in the information using the email that the Studio
Session was sent to (see below)



Select Region

| B Blusbeam United States ~ ‘

1] BLUEBEAM

Create your Bluebheam account

First Name

Test ‘

Last Name

Tester ‘

Bluebeam Display Name (?)

test_tester ‘

Preferred Language

‘ English (US) v ‘

Email (This will be your Bluebeam ID)

spam.email.3904@gmail.com v |

14. Once you have finished created account: (A) a box pops up, hit "l accept” (B) a box pops
"confirm your email” (C) go to your email inbox, find the email, and click the blue "Verify emalil
address" (D) You will get a follow up email "Thank you". (E) Go back to Bluebeam and now hit "sign
in here" (F) Login using the account you just created.

Bluebeam’s General
Services and Software

C

Select Region

= Bluebeam United States

E BLUEBEAM Confirm your Bluebeam ID D

Please follow the link below to verify your emall address and confirn your

R (5] sLuEBEAM

Terms of Use

The Order regardless of form under which this Bluebeam Software
was purchased and Bluebeam's General Terms and Conditions of
Use found at https://www.bluebeam.com/Legal plus the applicable
Additional Terms constitute the contract governing your access to
and use of Bluebeam's Software (“Agreement”). By using Bluebeam's
Software You are agreeing to abide by the Agreement. if you have
entered into another negotiated agreement with Bluebeam

1.Check your inbox to confirm your
email.

We've sent you a link to confirm your email,

2.Then, sign in here.

Thank you!

Your email is confirmed.

integrated into an Order for this Bluebeam Software, then the terms
of that negotiated agreement will control where it conflicts with the

Agreement referenced above.
canceL @

B Biuebeam United States
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’ 1.Check your inbox to confirm your
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15. Once you are signed in a box pops up for
Tool Chests. Hit "maybe later" (see to the right)



BLUEBEAM'
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16. A box pops up to watch tutorials, feel free to @
watch now or click "skip" (see to the right)

E? Open Sample File

Upgrading

17. Now you have Bluebeam downloaded and you are logged in! Go back to the original Check Print
email, and click the link again. This time when the webpage opens asking "how do you want to join
the Studio Session?" you click "Join in Bluebeam Revu"

How do you want to join this Studio Session?

Join in the Web

@

Rgguires Revu 20.0.20+ for Windoy No downloads, nothing to install

Don't have Revu? Download here.

18. Next we will download the Bluebeam profile "GR Checkprint":

* First go to the Engineering Document Center homepage. Paste this URL into your browser
<https://www.grandrapidsmi.gov/Government/Departments/Engineering-Department/Engineer
ing-Document-Center>

or simply Google "Grand Rapids Engineering Document Center" and it will be the top link.

* Next click on the "Bluebeam Checkprint Review" link (see below)

Home / Government / Departments, Divislons, and Offlces / Engineering Department / Engineering Document Center

Engineering Document Center

Welcome to the Engineering Department's Document Center. Below you will
find links to various resources. If you have any questions, you can reach us

CONTACT US

using the information under the contact section. City of Grand Rapids - Engineering

Department
300 Monroe Ave NW

UPLOAD A DOCUMENT + 5th - Floor
Grand Rapids, MI 49503
616-456-3060

UTILITY PLAN REQUESTS +

ECHEINETS + Related Information

“ Engineering Department

STANDARD CONSTRUCTION SPECIFICATIONS. +
s Bluebeam Checkprint Review

PRIVATE DEVELOPMENT +

ADDITIONAL RESOURCES & STANDARDS +

nare @ €% ) €




18. (Continued)

* This brings you to the Bluebeam CheckPrint
Review page. Click on the "Bluebeam Profile"
dropdown (see to the right)

As an aside - the "Instructional Video Library"
link will send you to a video outlining what is
covered in this SOP.

Home / Government / Departments, Divisions, and Offices /

Bluebeam CheckPrint Review

CONTACT US
Welcome to the Engineering Department's CheckPrint Plan Review page. This
page provides resources and guidance to engineers, design consultants, and
stakeholder reviewers for check print review in the Bluebeam platform. If you City of Grand Rapids - Engineering
have any questions, you can reach us using the information under the contact Department
section. engineering@grand-rapids.mi.us
616-456-3060

"Checkprints” or a "check set" are project design drawings and documents

produced at 90% design completion for review by City departments, utilities,

and other stakeholders for review and comment prior to project plans being 2
finalized. For MDOT projects, this review takes place at the Grade Inspection Related Information
stage of the project. For Private Development projects involving utilities and

workin the right-of-way, this review occurs after an initial Preliminary Utilty Plan % £ngineering Department
review. ) )

BLUEBEAM PROFILE >

INSTRUCTIONAL VIDEO LIBRARY +

‘CHECKPRINT SOP & RESOURCES +

e @ QO O

18. (Continued)

* Lastly click on the "Download
Bluebeam Profile” link (shown to the
right). This will download a Bluebeam

BLUEBEAM PROFILE

A Bluebeam profile is a customized setup that includes toolbars,
markups, and settings tailored for specific workflows. This profile is

designed to help you efficiently review City of Grand Rapids check print

plans using standardized tools and comments.

BPX file. :
Download Bluebeam Profile (.bpx file

Revu File Edit View Document
B2 Tool Chest ~ | Q, Search

H‘E““ My Tools

Recent Tools

Environ | Services
Forestry

Engineering

19. Now that the profile is downloaded, within Bluebeam CADD

(see image to the right) (A) click on "Tool Chest" on the left

Fire & Police

side of the screen (B) then "Tool Chest" drop down (C) then Parks
click on the department or entity that you work for The Rapid

Mobile GR

Planning

Energy, Lighting, and Communications
GR Other

DGRI

Pt Util: \

Pvt Util: DTE
Pvt Util: Other

Manage Tool Sets
Send Tool Chest to Bluebeam Cloud

Bati




20. These are the tools you have access to to leave
comments such as pen, text, leaders, highlights, lines,
clouds, arrows, etc (note - anything that is "hatched out"
means you don't have access with the free version).

21. Opening documents within the Studio Session (see to
the right):

(A) click on the "Studio" button on the left side of your
screen

(B) Click on the document you want to open, this is where
check print Plans, Specs and Estimates will be saved.

Revu File Edit View Document

O =D mO L

Revu File Edit View Document

B2 E= Studio v ] spam.email.330

Tools

{0} Test Studio Session - 760-827-537 v T 14

My Status: |

~  Attendees

Joined  Not Joined (0)
Online (2)

{? Jim Herman
¢} test tester

~ Documents
@ Test_estimate. pdf
@ Test_plan.pdf
[a] Test_specs.pdf

22. Open back up the "Tool Chest" per step 19. You are now ready to leave comments
using these tools! All of your comments will be automatically saved, and others have

real-time collaboration.

The next time you have a check print Studio Session link sent to you, you will not have to
do any of these steps. Simply click on the link >> Join in Bluebeam Revu.




