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STEP 1

Open the document to review from the Documents List tab
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STEP 2
FREE TEXT: Click on Free Text icon
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STEP 3

FREE TEXT: Click on the plans where you want the text to appear and type in
comment
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STEP 4
NOTE: Click on Note icon
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STEP 5

NOTE: Click on the area you want the note bubble to appear. Type comment
in the pop-up bubble
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STEP 6
CALLOUT: Click on the Callout icon
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STEP 7

CALLOUT: Click on the part of the plans you'd like the arrow to be and a

second click for where you want the text to appear.
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STEP 8
CALLOUT: Type in the text
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STEP 9
STANDARD TEXT: Standard Comments from Accela

Standard Text can be added as either a markup on the plans. In the open document in the
markups toolbar select the standard text icon.

:—DingIan“' EDR23-00037 X @ | &

By Aveolve Software

D éT TR SO b e
s

PROJECT SHEET INDEX:
VYALONE/HOBDAY RESIDENCE A-000 COVER
442 EL DORADC WAY A-101  AS BUILT
SACRAMENTO, CA 95814 A-102 PROPOSED PLAN

A-103 DEMO PLAN

A-104 ELECTRICAL PLAN
A-201  ELEVATION 1
A-202 ELEVATION 2

A AN Fl SwATIA AN A

STEP 10
STANDARD TEXT: Insert As Note

The same display window that appeared after clicking on standard text in the general
comments will open with additional markup options. Next to the standard comments the
markup options for each will be displayed.

- HPS) = PR
L]
- Standard Text
U Insert As a’ O\
A e e =30 g
) T codeld MY | Eerieme Tr G MY | Insert As Insert As Insert As General
: i Note Text Callout Comment
, Check for proper
A
ROWI compaction. 1 yr - “T E =
ENCH1 Sample - -T =]
with 40-50% ven
B-R806.2X ts in upper portio | =T E E
n of attic R806.2
B-WSEC 402.1.1A Walls = R-21 R | -T L a
o WSEC 1a-U = 0.
B-WSEC 1A-U.28 o -= T L g =]
WSEC 2b - 2.0 ai
r changes per ho
e mmmee mmad aadkenl S
e
TruePoint 6 of 16

Solutions


https://accela.usw.digeplan.app/app/

STEP 11

STANDARD TEXT: Insert As Note

Clicking on the Insert As Note icon will close the pop up window and allow the reviewer to
click and insert the text into a note bubble on the plan sheet
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STEP 13

STANDARD TEXT: Insert As Text

The pop up window will close. Click on the area of the plans where the comment should

be placed.
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STEP 15

STANDARD TEXT: Insert As Callout

The pop up window will close. Click on the area of the plans where the arrow should be

pointing.
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STEP 16

STANDARD TEXT: Insert As General Comment
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STEP 17
GENERAL COMMENT: Start in the All Markups tab

For correction items not linked to a specific plan sheet or detail. Ex: Provide structural
calculations...
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STEP 18
GENERAL COMMENT: Click on Create General Case Comment
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STEP 19
GENERAL COMMENT: Type comment in pop up window.
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STEP 20
GENERAL COMMENT: Click on CREATE to save
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STEP 21
GENERAL COMMENT: Standard Text

If you have standard comments saved in Accela you can add them as markups through the
Standard Text option.
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STEP 23
GENERAL COMMENT: Standard Text

A list of the standard comments will appear. One option is to sort, filter, and scroll to find
the correct item.
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STEP 24
GENERAL COMMENT: Standard Text

Alternatively, a reviewer may use the search bar up to to type in keywords
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STEP 25
GENERAL COMMENT: Standard Text

A list of items with those keywords will be displayed
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STEP 26
GENERAL COMMENT: Standard Text

Click on the Insert as a General Comment icon next to the desired standard comment

X || Keep Window Open

Type /T\ v Code Id /T\ Y Departments /T\ Y Comi

BLDR-B B-WSEC 402.1.1A Walls

TruePoint 14 of 16

Solutions



STEP 27
GENERAL COMMENT: Standard Text

The standard text will appear in the pop-up window. This text can be edited before clicking
on CREATE to add
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