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The Revu Toolkit



Tools are only as good as our ability to use them. That’s why 
we want to help you power up your knowledge of Bluebeam 
Revu. The Tool Kit is a collection of tips and tricks to help 
enhance your workflows using Revu.

The Revu Toolkit
Intro

Getting Started
Adjust what will show up on your Revu interface by switching between  
the different profiles available in Revu.

Set Up Profiles
A Profile    is the configuration of the Revu interface, including the 
individual toolbars and panels that display. Revu is preloaded with several 
Profiles, which you can choose from when setting up your project. Go 
to Revu > Profiles and then pick the desired Profile from the dropdown 
menu. You can even create your own customised Profile and save it for 
easy reuse.



Speed up design reviews by allowing project partners 
to see content changes easily with Overlay Pages or 
Compare Documents.

Design Reviews
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Overlay Pages
The overlay process in Revu lets you compare two or more PDFs by 
converting each document to a different colour and stacking them on  
top of each other as layers in a new PDF.

When you run an overlay comparison, Revu assumes that you wish to do 
so on PDFs that are currently open, so you might want to open the PDFs 
you plan to overlay first.

Go to Document > Overlay Pages. This opens the Overlay Pages dialogue 
box, and the first two PDFs open in Revu are automatically added.

Adding or Deleting Layers

• Revu does not add more than two PDFs automatically. However, 
you can add more in the Overlay Pages dialogue box. To add all the 
PDFs that you currently have open in Revu, or add a PDF from your 
workstation or network drive, choose Add. To remove one, select it  
and click X.

• If fewer than two PDFs are open, the Open dialogue box will appear 
over the Overlay Pages dialogue box. Select the desired PDF and 
double-click it for the Add Layer dialogue box to open.



Modifying Overlay Settings 

To modify any of the overlay settings for a PDF in the Layers list (for 
example, its colour), select it and click Modify. The Add Layer dialogue  
box appears. 

• Each layer is assigned a default Colour. These colours are changeable, 
but they have been specifically chosen to make the overlay process 
work more smoothly, so keeping the default colours is recommended.

• The Background can be changed to a range of colours, but is set to 
transparent as a default.

• Select a Blend mode to determine how the colour of overlapping 
elements will be treated.

• The Position options allow you to fine-tune the Layers if they are not 
perfectly scaled, or if they are slightly skewed.

If, at this point, you don’t have to make any further adjustments and all of the 
PDFs you want are in the Layers list, go ahead and align your PDFs if necessary 
by selecting Assign Points. Otherwise, click OK to overlay your PDFs.



Compare Documents
Revu can automatically compare the details in two PDFs and cloud the 
differences for you. 

Comparing Two Versions of the Same Document

1. Go to Document > Comparison > Compare Documents. 

2. Select the documents you want to compare under Document 
A and Document B. If your PDFs contain multiple pages, you 
can also select the page range you want to compare. 

3. Select the local, network or DMS folder that the comparison 
documents should be saved into under Output Folder.

4. Check Split-screen view to open side-by-side, 
synchronised windows for reviewing the differences.

5. Check Turn on Dimmer to dim underlying PDF content and 
make the locations where differences are found easier to see.

6. After clicking OK, any differences in your documents will be clouded.

Bonus Tip: Open the Markups List, located in the bottom panel, to see a table 
of markups that were automatically added when differences were detected. 
When you select any markup in this list, it will jump to the location of that 
difference.



Set Advanced Appearance Options

In the Compare Documents dialogue box, select Advanced to bring 
up customisation options for annotating differences. Options include 
changing the Colour, Fill Colour, Opacity and Width of the comparison 
annotations. 

• If the annotations should be locked when they are placed,  
check Locked.

• Check Auto-alignment to automatically align the documents.  
This is useful when comparing scans.

• Enter a File Suffix that will be appended to the comparison  
document file name to make it easier to differentiate the  
comparison document from the originals.

Combine Compare Documents  
& Overlay Pages
1. Go to Documents > Compare Documents. Select the 

correct documents and page ranges, then click OK.

2. Save this file locally. 

3. Return to your two PDFs in Revu and go to 
Documents > Overlay Pages.

4. Select the original version of your PDF and the saved file 
from step 3. This will overlay the two PDF files, and you will 
be able to see both the overlay and clouded differences.
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Change Measurement Units on a PDF
Revu lets you use separate units of measurement on the same drawing with 
a few simple steps. For example, you can calculate linear measurements in 
metres/centimetres and volume measurements in cubic metres.

Before you get started, make sure the page is properly calibrated.

1. Locate a known length on the page.

2. Open the Calibrate tool by hovering over the Menu bar, click on 
Tools > Measure > Calibrate.

3. If a dialogue box with instructions appears, click OK.

Use a suite of measurement and search tools that allow 
you to easily fi nd information and comprehensively capture 
project scope to produce a higher-quality tender.



4. Click the first point of the known length, then click a second 
point to finish the line. Hold down the Shift key to snap the two 
points horizontally, vertically or diagonally. When the second 
point is selected, the Calibration dialogue box opens.

5. In the Calibration dialogue box, enter the distance that the 
line between these two points represents on the drawing and 
select the units in which measurements are to be reported.

6. Click OK.

The unit of measurement used when calibrating the drawing is now the 
default for all measurements on that page. Scales, units of measurement 
and Store Scale in Page are set on a per-page basis.

Separate Units of Measurement

You can set independent units of measurement for Area and Volume. 
They will exist separately from each other, and the default unit of mea-
surement will be used for linear measurements.

1. Click the Measurements tab.

2. Select Independent Units.

3. Select a unit of measure for Area Unit and Volume Unit.

4. To keep this configuration when the PDF is saved,  
select Store Scale in Page.

5. If the Store Scale in Page option isn’t available, scroll 
down to the Options section of the Measurements 
tab and select Use Embedded Scale.



To recalculate a previously measured area or volume with a newly set 
unit of measure, just click Recalculate. All measurements on the page 
are now recalculated with the current units of measurement.

Note: If Store Scale in Page is checked, all measurements are recalculated 
automatically.

Search Your PDFs with VisualSearch
The exclusive VisualSearch    technology in Revu will find symbols or 
graphic elements in any PDF, an entire folder of PDFs, or a defined PDF 
Set, regardless of variations in colour, rotation or intersecting lines.

1. In the Search tab of the Panel Access, select the Visual icon   , 
then click Get Rectangle.

2. Click and drag your cursor over the object you would like to search 
for. A preview will display in the box next to Get Rectangle.

3. The Search In drop-down menu lets you choose where to search, 
including Current Document, Current Page or Folder.

4. You can adjust the search sensitivity under Options.

5. Click Search.

You can select the results to apply an action such as a bookmark, 
highlight, count or hyperlink.
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Adding Legends to Your PDF
Just like a legend on a map, the Legends feature is a great way to quickly 
explain to a reader what types of markups are on your document, making 
it a key tool when presenting your construction files to other stakeholders.

Legends automatically update as annotations are added or removed from 
the document. Legends can be resized, copied, customised and saved to 
the Tool Chest (markup storage found on the left panel) like any other 
annotation.

A legend can be created from a manual selection of annotations on 
the document or automatically using tool sets. Markups that have the 
same type and appearance properties as the selected annotations are 
automatically added to this legend.

1. Select the annotations you need in the legend by 
clicking and dragging a rectangle around them, or by 
using Shift + Click on each of the annotations.

2. Right-click on any of the annotations, then go 
to Legend > Create New Legend.

3. Click on the document to place the legend.

Use customisable markup and collaboration tools that allow 
you to create, manage and store site logistic plans, all within 
a single solution. Map out your markups with collaborators 
using Legends and Layers in Revu.



Stay Organised With Layers
Create and manipulate layers for organising and coordinating information 
in your PDFs. Layers can be quickly displayed or hidden, which allows you 
to filter the amount of information you are seeing on the page to help you 
focus on your current task.

Using Layers to Organise Markups

You can create layers in a PDF to help differentiate team members, 
disciplines (such as structural, mechanical, electrical), revisions, or any 
other method that helps you filter the information.

1. Press Alt + Y to open the Layers    tab.

2. Click Add New Layer    and type the name. 

Bonus Tip: Right-click a layer and select Markup Layer so that all markups 
are automatically assigned to that layer as they’re created.

Bonus Tip: Because a legend is a kind of annotation, it can be customised 
extensively via the Properties    tab. Try out different options like vertical 
table style, wider margins, larger symbols and lower opacity.
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Manage All Project PDFs With Sets
With Sets   , you can view and navigate PDFs stored in different locations 
as if they are a single document, in a single tab, without ever needing to 
merge those files together. Sets also gives you the power to:

• View pages that were never going to be able to be combined, because 
of PDF security restrictions or digital signatures, as the same file.

• Insert revisions as the current drawing without losing the ability to 
view the originals.

• Sort the files by page label or numeric sequence and share the read-
only Set with colleagues and project partners.

Bonus Tip: Sets can also detect revisions, carry over all annotations, hyperlinks 
and other data and redirect hyperlinks to ensure you’re accessing the latest 
version of a file.

You can create a Set with PDF files from ProjectWise®, SharePoint®, 
Bluebeam Studio Projects and a local or network drive.

Try the dynamic document management tools in Revu like 
Sets and Tags to make it easier to maintain and share the 
most current drawings with project partners in the office 
and the field.



Create & Manage Your Sets Using Tags
The Tags    function in Sets lets you manage all drawing revisions quickly 
and efficiently by applying tags to the sheet name, sheet number and 
revision number of your drawings while they’re being added to the Set. 
Any new files are added to a saved Set and are automatically recognised 
and tagged as new revisions, as long as they have the same sheet number 
as an existing drawing 

Create Your Set and Tag the Drawings

1. Go to the Panel Access and select Sets    then select 
Add Files to Set    to create a new Set.

2. Select individual files or entire folders.

3. Add Tags dialogue boxes will prompt you to select the page 
region that contains the sheet name and sheet number.

4. The Tags dialogue box will appear, listing the drawings along 
with their sheet name, sheet number and revision number. Revu 
will tag the initial version of drawings with the number zero (0). 
You can either edit the listed information in the dialogue box 
or click OK to apply the tags and finish the Set creation.

5. The Sets tab now displays a collection of thumbnails 
representing each of the drawings in the Set.

6. Click the arrow next to the Modify Set button and click Save Set.



Add Drawing Revisions to Sets
You can add additional updated drawings or new documents to the Set 
using Add Files to Set, and Revu automatically tags new drawings based 
on the page regions you selected when the Set was originally created. 

In the Tags dialogue box, you’ll see a list of all versions of every drawing 
that’s ever been added to the Set. All original drawing versions are 
tagged with the number zero (0) in the Revision Number column, and 
any corresponding new revisions are tagged with the number one (1), 
indicating that they’re the first revision.

Clicking OK in the Tags dialogue box opens the Modify Pages dialogue 
box, listing the drawings that will be replaced with new revisions. When 
you click OK, all existing annotations are copied to the new revisions and 
the corresponding previous versions are stamped as “Superseded.”

When you scroll through the thumbnails in the Sets tab, some of them 
will have a small blue triangle in the lower left, indicating that what you’re 
seeing is a revised drawing. Clicking the triangle reveals a previous file 
version with a big red “Superseded” stamp across it.
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Add Hyperlinks to a Snapshot View
1. Open both PDF files and select the one that’s going 

to get the hyperlink so that it’s active.

2. Hover over the Command bar and select Tools > Hyperlink  .

3. Click and drag a rectangular region on the current PDF.  A blue 
rectangle appears, indicating the active region for the hyperlink.

4. Release the mouse button and the Action dialogue box appears.

5. Choose Snapshot View and then Get Rectangle.

6. Switch to the other PDF and define the 
rectangle area of the snapshot view.

Adjust the Style of Hyperlinks
1. Right-click on a hyperlink and select Properties. 

Bonus Tip: Click Edit under the Appearance section to open the Action dialogue 
box and change the hyperlink’s action or double-click on the hyperlink.

Keep RFIs (Request for Information) clear and organised with 
smart markup, hyperlinking and visualisation tools, helping 
your project stay on schedule.
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Customise Stamps
Revu comes preloaded with a variety of useful stamps you can apply to 
your reviewed and approved submittals, and you can also create your 
own.

Create a Custom Stamp

1. Go to Tools > Stamp > Create Stamp. The 
Create Stamp dialogue box appears.

2. Enter the name for the stamp in the Subject field.

3. Choose a template from the Template menu as a 
starting point and choose appearance options.

4. Click OK. The PDF stamp editor appears 
with the raw form of your stamp.

5. Double-click the text.

6. The dynamic elements of the stamp are identified by their format: 
&[element]. If we left these alone, any time the stamp was placed, 
the elements would automatically be placed on the stamp.

7. To change a dynamic stamp element:

Keep RFIs (Request for Information) clear and organised with 
smart markup, hyperlinking and visualisation tools, helping 
your project stay on schedule.



• Double-click the desired dynamic element.  
The Dynamic menu appears.

• Highlight the entire element you want to change and then select the 
dynamic element you want to use from the Dynamic menu. The new 
element will be inserted, including the ampersand and the brackets.

• With the entire dynamic element selected, click the Dynamic menu 
and choose the desired element. 

8. To change the appearance of the stamp, simply select the desired 
part of the stamp and make changes in its Properties tab. 

• To resize the stamp, select its border and use the yellow control points 
like you would any other markup.

9. To add a custom logo to your stamp, go to:

• Press I on the keyboard.

• The Open dialogue box appears.

• Select the desired image file and click Open.

• Click and drag a rectangle with the Image tool cursor. 

10. When you’re satisfied with your stamp, click Save.
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Collaborate with your project partners and enable document 
management using Bluebeam Studio, a cloud storage system  
that is built right into Revu. 

Studio Projects give you a single centralised location to store 
documents in the cloud. Studio Sessions allow project partners 
worldwide to review, mark up and update the same files at the 
same time, all while keeping a record of any changes made.

Use Studio Projects for  
Document Management
Studio Projects simplify document management by allowing you to store 
and manage your project files, including PDFs and other file types, in one 
place through the Revu interface.

To start a new Studio Project, click on the File access in the Command Bar 
and select New Studio Project  from the drop-down menu.

Once you have a Studio Project listed in your dashboard, you can view the 
details of the project using List View or Dashboard View. Under List View 
you can see additional file information such as date modified, date created, 
checked out by, last check-in, file size and more. All you have to do is right-
click on Created and select any of the options in the drop-down menu.

To share a Studio Project with all your collaborators, simply click on the 
project you want to share. This will open the Project Dashboard. Once it’s 
open, right-click on the project name and select Invite > Copy Invitation. 



This will provide a direct link to the project selected. You can also add the 
collaborators’ email addresses and they will each receive an email with the 
direct link to the project.

Use Studio Sessions for Real-Time 
Collaboration
Studio Sessions are an easy way to create a real-time, online collaboration 
environment for you and your project teams. Simply upload your PDF 
files to a Studio Session from within Revu, invite attendees to join, and 
everyone can add markups to the same document for as long as the 
Session is active.

Real-Time Functionality

Although you need to have a licenced copy of Revu in order to host a 
Session, your attendees don’t necessarily have to, as they can also use a 
free trial of Revu to attend a Studio Session.

Studio Sessions allow multiple attendees to access a PDF and add  
markups at the same time, with all changes being immediately available  
to everyone. This means you don’t have to wait for an email with a reply  
or new version of the PDF to get the information you need. Just log in to 
the Session and you’ll always see the current version of the file.

The real-time capabilities also let you follow other attendees as they zoom, 
pan and mark up the PDF.

To follow another attendee, hover over the attendee’s name in the Session 
panel and click Follow Attendee and your screen will automatically 
update to match theirs. This lets you work through an issue with a 
colleague without the back-and-forth of exchanging emails or files.



Be in Control of Your Markups

Your individual markups are also secure. Every session attendee can add 
new markups and edit the markups that they create, but no one else can 
change your markup. This gives you total control over your documents and 
markups. Attendees can reply to the markup, but cannot change it. 
To reply, just right-click on the markup, click Reply and start typing.

Close a Session

At the end of a Studio Session, you can create a report in the form of a 
single PDF package containing all the documents and markups, along with 
a full history of the session record. To create your Session Report, click the 
Report button in the Studio panel.
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