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1. Log in 

Open a web browser and go to www.bimsync.com . If you are not signed in, enter your 
username and password and click “Sign in”.  
If you have lost or do not have a username and password and can use the "I forgot my 
password" link. After this step you change the language of the user interface from the user 
settings. 
 
If you do not have a Bimsync account yet, you can click the “Sign up” button to get access to 
a trial project (14 days). 
 

 

 
Figures above: Sign up for trial and Sign in.  
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2 Project   

The projects screen is the first screen you encounter after logging in to Bimsync. It gives you 
a complete list of all projects you have access to. 

2.1 Project ê

If it is your first time inside Bimsync you need to be invited to a project to have access. 

You can mark the project as a favorite by clicking on the star next to each project.  
All projects marked as favorites will appear with thumbnails.  

Open a projectê

Click on the project thumbnail or chosen project in the list. 
(Note: If you have a long list of project they all will appear her.) 

2.2 Notification ê

The notification button will show all new information regarding the projects you are apart of. 
You can always see this button in the top right of the screen. 

2.3 New project ê

If your current plan and access allows for it, you can create a new project by clicking this 
button. Otherwise, to create a new project contact Bimsync to upgrade you plan and we will 
guide you through creating it.  
 

2.4 Mapê

The Map tab will show the location of all project you are apart of on a zoomable world map. 
This is based on the geolocation for each project, see chapter 17.4 on Geolocation. 
 

2.5 Info ê

The info button works as a help button. By clicking on the info button you will find:  
- About 
- Contact 
- Blog 
- Developer API 

For further details see chapter 19 Info 
 
 

ê

 
 
 
 
 

6 



Bimsync User Manual 
 
 

 

3. Navigation in Bimsync 

When you have opened a project, the “main menu” in green box below, and the “Navigation 
menu” in the blue box, are generally how you navigate in Bimsync. 

To go back one step in any task, use the internet browser back button. 

To go back to project start page, click on the Bimsync Logo. 

 

 

3.1 Main menu 

The main menu is how you switch between the different “tasks”. By clicking a task, the 
window for that task will appear.  
 
 

3.2 Navigation menu 

 

 
 
Using the buttons in the “navigation menu” you can toggle a function on or off. If the button is 
Blue it is on/ visible. If the button is grey it is off/ hidden.  

1. Task menu or The main information window for each task 
2. 2D/3D model viewer 
3. IFC tree/ Model building blocks 
4. Inspection view 
5. Notification 
6. Account settings/avatar 
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5.8 Import 

The model page shows us the domain models present in the project. By clicking on a domain 
model one will be directed to the revisions page. One can then click on "Import" and upload a 
new revision model.  
 
This is done by choosing an IFC file from your hard drive. When uploading you will be asked 
to enter a comment that describes this upload (brief explanation to the project participants 
about what is new in the revision being uploaded). Click "send" to start the upload process. 
 
When the process is complete Bimsync analyzes the IFC file and generates the geometry in 
the background. For large models it can take some time before the file is ready to be worked 
on in the viewer. If you wish you can exit Bimsync, geometry generation happens 
uninterrupted anyway. When importing is complete a notification will pop up in the menu bar 
in Bimsync and additionally an email will be sent to you stating that a new version is 
uploaded to a model for which you have access. 
 
 

5.9 Export 

You will find the export button when you are in model viewer with task menu  open. The 
button is located in the top right of the screen. By clicking the export button it will open the 
export screen. 
The export screen gives you the option to download your model to your local hard drive. You 
can either download a single model, a merged IFC file consisting of the models you have 
selected, or a zip-file consisting of separate (not merged) models. You can also choose to 
bake into the exported IFC file(s) tags and properties (library contents, bsDD or user defined) 
that you have added using the viewer. 
 

5.9.1 New Exportê

By clicking the new export button in the top right of the screen you will open a new window. 
From here you follow the steps to make a new export: 

1. Format options 
2. Select model(s) and Revision(s) 
3. Merge options 
4. Add the name and comment of the project 
5. Sharing options 
6. Press the export button 
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6 Bookmarks 

You will find the bookmarks  in the main menu.  
All the bookmarks that have been taken you will find here.  
 

6.1 How to create a bookmark.  

Open the 3D viewer from the navigation menu. Move around in the model until you have the 
screen view you want to make a bookmark off and press the new bookmark button. 
If you want you can make a description of the bookmark that is optional and then press the 

create button . And the bookmark is created.  
 

7 Issues  

The issue button you will find in the main menu on the left. After clicking issue button you 
will be directed to the issues window. The issues window provides an overview of all issues 
connected to the project. In the issue window there are buttons relating to the issue window. 
These buttons will we go deeper into in following sub chapters.  
 

7.1 Issues (Board)/ Issue root folder 

You will find the issue board in the top left of the Window. The issue board is the root folder 
for issues. From here you create sub folders for different issue lists. The issue board list you 
had open last is the list you will come into after switching between windows inside Bimsync. 
Se chapter xx how to make a new issue board list.  
(Note that only member with administrator access can make new issue board list.) 
 

7.2 Filter issues 

In the left of the screen there is filter menu and then to the right there is the issues list.  
The issue list will differ upon what filters you choose to look at.  
 
 
 
 
 
 
 
 
 
 
 
 
 

17 



Bimsync User Manual 
 

7.3 Issues 

If you select an issue a new window will appear for that issue.  
From here you can comment, assigned to a specific user or change the type of the issue. 
The available types are Error, Warning, Info and Unknown, in addition to the user defined 
types. If the issue has a snapshot in the 3D model viewer there are some icons in the 
snapshot. 

Recreate snapshot êê

By clicking this button the snapshot will be recreated with the same model and revisions 
open. And the camera in 3D model viewer will move to that snapshot. 
From the dropdown menu 

Hamburger menu ê

To access this you need to be inside an issue then the hamburger menu will have these 
options. 
Settings  
This will take you to setting for issues board that this issue is apart of. 
Move issue 
This will move the issue to a different issue board list. 
Delete issueê

This will delete the issue, but only a member with administrator access can delete. 
 

7.4 Creating a new issue  

Creating a new issue can be done from the issues-screen, or from the dashboard issue 
viewer. To create a new issue click the “New issue” button on the top right of the screen. 
This will open the New issue window. 

1. Enter the title/subject and use the textbox for comments to provide further details.  

2. Fill out the drop down menus: 
a. Issue board: There will be different issue board list to choose from and they 

will differ from project to project. 
b. Status: You can choose between open or closed. Normally you chose open 

when you are creating a new issue. 
c. Type: Here you choose the type of issue you are creating. The types you can 

choose between are Error, Warning, Info and Unknown. 
d. Requested by: Here you normally set your own name, but you can choose 

any name here. 
e. Assigned to: Here you can assign the issue to a specific person. If you know 

who will be responsible for it.  
f. Due date: If you know set a due date or live it blanc.  
g. Milestone: Pin it to a milestone or live it blanc.  

3. Add the relevant labels for the issue. 
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4. By clicking on the add button  You can add a 2D/3D snapshot or picture from your 
hard drive.  

The 2D/3D snapshot comes from the latest camera angle in the 3D/2D viewer. By 
opening the 3D button in navigation viewer. You can navigate your way through the 
model to the issue in question and pressing the add button choosing the 2D/3D 
snapshot and then the snapshot will appear.  

5. If you left click on the snapshot you have taken, you have the option to add 
annotations to the image. Under the image a toolbar will appear with the tools to draw 
the specific point of the issue in more detail. 

6. The text box besides the add button is to write a comment, mention people be typing 
@name or link to other issues by typing #link.  

7. When you are chosen all the relevant info for the issue press submit in the bottom 
right. 

Note: If you are on a mobile unit you can either use a stored picture or take a new one with 
the built-in camera. All screens are dynamic (ñresponsiveò) and adapt to the screen size of 
the unit you are using. 

 

7.5 Exchange issues  

With BCF import / exportê

Bimsync is 100% committed to open standards, and we have based on that implemented 
export and import for BCF (BIM collaboration format).  
 
This means that the user can import and export issues from/to other software that supports 
this format (for instance Solibri, Navisworks and many others). 
Click the button captioned “Exchange issues”. From here you can click the buttons under the 
heading “File based exchange” to import of export to BCF-files. When you export you can 
choose to export the whole issue-board, or only the filtered issues. 
 
If you use Bimsync as a BCF-server you can connect directly to other software and send / 
receive issues from there to/from Bimsync -- without using files. This uses the standardized 
(from buildingSMART International) BCF API. Examples of software supporting this includes 
DDS CAD, Revit through NTI Tools and Solibri. The menu included the url you have to paste 
into Solibri to connect Solibri to this project / issue board. 
 
You can for instance import a file with collision control data for the same model created in 
another software application. This way you can continue your workflow inside Bimsync. 
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7.6 Settings for issues  

Only a member with administrator access can edit these. From the issue screen you can 
click on settings in the top right of the screen. Here you have access to different information.  

7.6.1 Access controlê

Access control is for administrator members and has its own chapter 18. 

7.6.2 Statusê

Here you can add statuses or edit existing ones. 

7.6.3 Typesê

Here you can add types or edit existing ones. 

7.6.4 Archive issue boardê

You can not delete an issue board in Bimsync, but you can “archive” it so that it does not 
show anymore. You need to be an administrator in the project to do this.  
You first select “settings” for the issue board, and from there you select the “hamburger” 
menu (three vertical dots) to get the “Archive issue board” option. 
 
Notice: You can not get an archived issue board “unarchived”, but you can see the issues in 
it by clicking on “issue board list”, and at the bottom of that list you can select “View 
archived”. 
 

7.7 Hamburger menu  

This dropdown menu you will see from the main issue window on the right side.  

Issue board listê

From here you have a complete overview of all the issues boards. 

New issue board ê

Here you will open the window to make a new issue board. 
Fill in the name, description and type and press add. 

Statisticsê

Here you will open the statistics for that issue board.  
 

● Overview 
You will have an overview of all the open and closed issues on the board. 

● Distribution 
Here you have the accumulated status on open and closed issues. 
The type distribution on the different issues. 

● Plan reliability 
Plan reliability measures your ability to close issues before it's due date. 

Move historyê

This will show the issues that have been moved and where they have been moved to.  
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Import historyê

This will show the issues that have been imported and where they have been uploaded to.  

Export historyê

This will show the export history inside issues.  
 

8. Milestones  

The milestone button you will find in the main menu. 
In the milestone window you will see all milestones that are created. The issues that are 
pinned to the milestone will be shown as open/closed.  
 

8.1 New milestone  

And in the top right you have a button for creating a “new milestone”.  
You can use the milestones in many different ways: 

- For setting a due date every quarter 
- Setting a due date by the end of the month 
- Before construction start 

etc. 
The milestones work as a tool to set more than one due date. So when you set a due date 
for an issue, you can choose a milestone the issue will be apart of.  
 
 
 

9. Labels  

The labels button you will find in the main menu. When you click it the labels window will 
open. Here you have all the labels in a list with the what attachment that each label is pinned 
to.  
 

9.1 New label ê

The new label button you will find in the top right. by clicking on it a bar in the top of the 
window will appear.  

1. Choose the color of the new label 
2. Choose a name 
3. Add it to a group (optional) 
4. Click the add button  
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10. Documents  

The documents button you will find in the main menu. 
This tab is for uploading all documentation in a project. How you build up your folder and 
document structure is up to each project. All members can add folders and documents to the 
structure.  
The search/ filter function is a very useful tool to find a document(s) se chapter 10.1 to learn 
how it works.  
(Note: Admin members is in control of access control for folders and documents)  
 

10.1 Search and filter option 

The search and filter option you will in the top part of the window. You search by writing the 
name of the document or you can write the name of a label that you know is pinned to the 
document. 

By clicking the filter button a sidebar will appear and by checking the boxes of you 
narrow the search.  
 

10.2 New file  

The new file button is to add a new file. By clicking the new file button the file window on your 
computer. From here you choose the file you want to add. 
 

10.2 Hamburger menu  

If you click on the hamburger menu you will have the choice of New folder, Library setting, 
and new document library 

10.2.1 New folderê

This button will make you a new folder. The window or folder you are in when you click the 
new folder button is the place that the new folder will appear.  

10.2.2 Library setting ê

By choosing the library settings button you will be directed to the setting. 
See chapter 18.3 for access control on the root folder. 
 

10.2.3 New document libraryê

Here you can choose between two different types of document library. 
- dropbox 
- cobuilder pro documents 
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10.3 Root Folder 

The root folder(s) you will find in the top left of the window. To switch between folders click 

the dropdown button . The name of the root folders may differ from project to project. 

10.4 Choosing a folder 

There are two ways to look at folder and the content of the folder. 
1. Clicking the folder and it will take you to what is inside. From here you can still do 

point two for the folders or documents that are in the folder you opened. 
 

2. Clicking the check box to the left of the folder(s).  
 

10.4.1 Check box optionê

By clicking the checkbox(s) a side window will open. Here you will see how many 
document(s) that are selected. Under that you have a range of buttons.  

10.4.2 Downloadê

By clicking the download button you can choose between Zip file or folder download.  

10.4.3 Moveê

By clicking the move button a window will open of the folder structure. From here you can 
move the folder or document to the new place. 

10.4.4 Linkê

To link a document to an object. Open the 3D viewer and pick the object(s) you want to pin 
the document(s) and then click on the link button. 
(Note that you can not link a folder.) 
 

10.4.4.1 Handover to FMê

To enrich a building model with links to documents and/or library items (such as documents 
or product libraries), you open the model(s) you want to enrich the 3D-viewer and the 
documents folder/library you want to link to the building components at the same time. This 
is a many-to-many relations, you can select many objects in the 3D viewer and using 
checkboxes many documents / library items. When at least one document/library item and at 
least one building component is selected, a new button appears that you can click to 
establish this link. 
 

10.4.4 Unlinkê

To unlink an object click the unlink button. If you want to unlink a particular object go to 

linked objects and click the . 

10.4.5 New revisionê

To upload a new revision of a document click the new revision button. This will open the file 
window and here you can choose the new revision file.  

23 


