FTP INSTRUCTION
► Each consultant must use their own folder when uploading drawings.  

► When uploading, please create a folder with the date you are uploading so everyone knows when those drawings were last updated.  

Please use the following date sequence: Year – Month – Day - Trade.  

Example:

2007-02-07 – Structural

► When downloading from other’s folders, please make sure you do not erase any information.

► Do not upload to anyone else’s folder at any time.

► When uploading drawings, please include the AutoCAD files as well as PDF files.

ARCHITECT – SEAVER DRAWING INSTRUCTION
► All AutoCAD files must be downloaded and be put in one directory on your own computer for all xref’s to read correctly.

► All AutoCAD files ending with “PLOT” are for plotting purposes only.  Information that we change take place in all other files.

► All AutoCAD files ending in “FLOOR” are drawings in which we make changes.  These “FLOOR” drawings are composed of multiple xrefs that make up the drawing.  Please refer to the xref manager to see which drawings are required.  If you have all the AutoCAD files in the same directory, the drawing should read correctly.

