
Studio Sessions allows mul	ple users to work on 

PDF files at the same 	me. Users can review, mark 

up and update the same files in real 	me.  

Studio Projects allows mul	ple users to access and 

store any document type in the cloud. Users can 

check files out and work on them securely without 

conflicts. 

Since we typically work with PDF's, you will only need to create Sessions. Session names should match 

the project name and number.  The uploaded files will iden	fy phases, disciplines, etc.  In the example 

below, Tierra Vida Phase 3 is the project name but should have included the project number. 

NOTE: You can open mul	ple files within a single Studio Session, but you can only be in one session at a 

	me. 

 

  

 

Bluebeam Studio is a cloud-based 

solu	on that has two parts: Studio 

Sessions and Studio Projects. 



  
Note: This document will import the BW Review status list if imported into your document. 

 

 

 

  

 

Format Documents 

BEFORE adding 

them to a session. 

Once you have your 

document the way you 

want it with bookmarks, 

labels, and pages, then 

upload it to a new or 

exis	ng Bluebeam session. 

The above changes cannot 

be done once uploaded.   

 

 

Adding Files 

Create a new session or 

navigate to an exis	ng Session, 

then add new documents by 

clicking on the add document 

icon.   

 

To remove old documents, 

select the X to the right of the 

highlighted document.  When 

you do this, you will be 

prompted to save a copy.  

Saving a copy to your project 



Copy/Paste an invita�on link. 

Click on the Invite A endees icon, then the 

“Copy Invita�on” bu3on.  This will add the 

invita	on text to your clipboard which can 

then be pasted into the email (or teams post) 

of your choice.  

 

 

You must be a Session or Project host/owner or have full control permissions to send Studio 

invitations. 

More details - h3ps://support.bluebeam.com/ar	cles/revu-send-and-accept-studio-invita	ons/ 

 

 

 

How to Invite Others 

There are a couple of ways to invite users to Studio 

Session: Manually copy/paste an invite, or have 

Bluebeam email an invita	on. 



Email invita�ons from within Bluebeam. 

To invite users to a Studio Session from within Bluebeam, click on the Invite icon and choose “Type or 

Paste Emails”.  Enter the email addresses of the par	cipants you wish to invite. 

 

 Unfortunately, the other two op	ons may not work for you, so the Copy/Paste method is probably the 

easiest way to invite others to your Studio Session.   

Lastly, you can join a Studio Session with just the Session ID. 

Join a Session by clicking on the ‘+’ 

icon and enter the 9-digit Session ID.  

123-456-789 



 

It’s typically best to allow all users to have full 

access.  For consultants and others, you may want 

to limit which permissions they have.  

 

In the example to the le=, check all “Permissions” 

and uncheck the “Restrict A3endees by Email 

Address” to give your team the greatest freedom.  

This would allow anyone with the link to access the 

session.  This is helpful when you invite the 

Engineer of Record to the session but they pass it 

on to their dra=ing team. 

 

 

If you want different people to 

have different levels of 

permissions, you’ll need to 

make groups and Restrict by 

Email. 

  

Once your session is created, 

add addi	onal files as needed 

and begin making markups. 

 

  

 

PERMISSIONS 

When se@ng up a Session,  

check to make sure your permissions 

are set appropriately for your project 

team. 



When resolving comments, you can 

change their status which is easily 

filtered.  This makes it easier to see 

which comments have yet to be 

addressed and keeps the Markup List 

free of markups that do not need 

a3en	on (highlights, for example). 

 

 

Reply allows the user to 

add informa	on related to 

a comment and keeps 

them 	ed together.  This is 

typically done to explain 

how or why a comment 

was resolved differently 

from the comment.   The 

out of the box op	ons from 

Bluebeam are shown to the 

right.  

 

SET STATUS 

To set the status of a comment, simply (1) right click 

on the comment, go to (2) Set Status and select from 

the flyout menu the appropriate status.  This can also 

be set from the (3) Markup List found at the bo3om 

of the screen. 



BW REVIEW STATUS OPTIONS 

 

The BW Review op	ons shown above are 

color-coded to make it easier to visually see 

the status of markups.  The statuses are 

imbedded in this document and can be 

imported into your project by adding these 

files before uploading to the Studio Session. 

 

One of the main benefits of using this Status 

List is how easy filtering is compared to the 

default list. That’s because the op	on to set 

the filter to only show comments with a 

[blank] status hides other comments from 

the Markup List and turns them grey on the 

sheets. 

Using to the Markup List to find unresolved 

comments is helpful in other ways.  When 

you click on the markup from the Markup List 

it will go to that markup where it occurs in 

the document.  Allowing you to see the 

comment in context. 

  



Filtering Comments 
Filtering can be used in mul	ple ways and depends on what informa	on needs to be filtered out. 

To begin filtering, select the Filter List tab on the Markup List as shown below.  This allows filtering to 

occur.  Then, you can filter each column to meet certain condi	ons.  From the list below, these are each 

set to “equal [status]”.  

 
Under Custom you can create combina	ons as needed    

First, choose a Filtering Rule, then the Filtering Value. Use the AND/OR bu3ons to combine rules. 

 
 

  



The benefits of Filtering can easily be recognized by comparing the two Markup Lists below.  And when 

you combine Filtering (Grey Row) with Sor	ng (black Row) you can manage comments by Subject, Page 

Label, or various other columns, etc. 

 

 

 



lshiras
Text Box
Initially, comments will not have a "Status" set.

lshiras
Text Box
Once you address a comment, change its "Status" to "Updated" - add a "Reply" explaining how it was addressed (added note, removed detail, updated equipment, etc.)

lshiras
Text Box
or change its "Status" to "Not Changed" if it has been confirmed as appropriate.
- add a "Reply" explaining why it wasn't changed.

lshiras
Text Box
If a comment's "Status" is changed by mistake, set it to "Still Open" to revert it back to red.

lshiras
Text Box
If a comment's reply/change is not going to work, its "Status" will be changed to "BWA Rejected" and should include a reply as to why.

lshiras
Text Box
If a comment's reply/change is going to work, its "Status" will be changed to "BWA Approved"

lshiras
Text Box
DO NOT use new markups or highlighting to indicate that a comment has been picked up. rather... 
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