
 
 

 
 

AutoCAD 2010 
Oh Sheet (Set Manager)! 

Dawn Ouchi 
S4-1 
 
 Course Summary: 

���������	
�����
�����������

���
��	�������
����
� �����������	�������������������
�����	�����������
� ����
�����

���������������������	�	��
��������
����	�
� 
	
��
�������
���
�	������
�
�����
���������
��	�
� 
���	���
��
�����������
������
�����	������	���
�	�
 	�
��	� �����!������
�����	
����������
�	��������������
��� ���
�����
�
�"����������
�
 ���
����
���
���
��������������
� �	��������	���!������
����	���	�	���
���	������
��	 ��
���
�����	��	��������
�����	��������	�����
��
��������� ����������	�	��
���
�����!  

 

   

 Instructor:  
��!�#���
�
��	�$�
�
�
���%��
��&
��
�����
��	���&�� �$&'�())*�+
�����
��	��	���	�,����
�	������
	�
���
 ��
��
����
	��-��
���

���	���&���$&'.���
�/!�!�$&'���� 0	�	

��
�����	
����
�����	
�����$&'��1��

����!�+
 
�
�
���"�
�
���/��$&'����0	�	

����
����	
�
�����
�&!&! �!����
���
��&
��
�����
	��-��
���

���2�$&'�,������ �����
������
����
��	���
����
	�����
���

������
�����
�� �	
����
�����	
�!�$�

���������
��	
��������
�����

��������	�
���
���	

����	
��
�����
	��	������
��� 

������
����	�������	�
�����
������
���&���$&'�	�� �%��
��
��
����
��
���	

�����
	
�
�����	����!  

 

     
 

U.S. CAD 

      www.uscad.com   �   www.uscadbim.com    
 



 

 

 

U.S. CAD 

www.uscad.com�� www.uscadbim.com�

�������	
����
�
�������������������  

 

2

Introduction 
What is the Sheet Set Manager (SSM)? First, think about your clothes drawers. You may have each 
drawer designated for a type of clothing: one for socks; one for shirts; and one for pants. After a load 
of laundry, you may just throw your clothes in the drawers wherever it may fit. The next time you need 
matching socks, it takes a while to dig through the pile to find them. Let’s say instead, you were able 
to click on a button and your clothes folded and organized themselves by type, color, material, length, 
etc. and always were in their own designated drawer. 
 
The Sheet Set manager is used to organize sheets, display with flexibility and, with use of fields, 
automatically rename & renumber cross-referenced information. Therefore, it drastically reduces time 
spent opening individual sheets and setting up page setups & plotting for each layout, and cross-
referencing critical information for projects. 
 
Sheet Sets can be as simple or as complex as the user desires. The simplest implementation of a 
sheet set is to use it as an organizational tool for projects.  With minimal effort, just the working plot 
sheets for a project can be gathered together into a sheet set.  These sheets can be organized and 
grouped together by discipline or by type for easy viewing and access. 
 
For you to be able to take advantage of the Sheet Set Manager’s full functionality, it does take some 
time in the beginning to setup, but the payoff is ten-fold. No more manually checking cross-referenced 
sheet and detail numbers, titles of sheets with sheet indexes and being able to publish with more 
flexibility. Also, it is imperative that you spread this knowledge to your team members. You’ll be 
shooting yourself in the foot if you keep this information to yourself. 
 
In this class, we won’t have time to cover everything in an hour. But this handout will detail everything 
you’ll need to know and how to set things up. 
�

How to find the Sheet Set Manager 

You can access the SSM in the following ways: 
1. Command line:  SHEETSET or SSM  
2. Keyboard shortcut: CTRL+4  
3.  (2010) View tab>Palettes panel>Sheet Set Manager 

*Tip: Put this icon in your Quick Access Toolbar for easier access 
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Part 1:  The Sheet Set Manager 
Getting around in the Sheet Set Manager 

The Sheet Set Manager appears as a palette which can be docked on either side or remain floating.  
 

 

Sheet List Tab:  This tab lists 
the plot sheet in the project 
and can group them together 
by their subsets.  In this 
sample, the subsets are 
listed as General, 
Architectural, Structural, etc. 
 
Sheet Views Tab:  This tab 
lists each of the views that 
have been added to the plot 
sheets. 
 
Model Views Tab:  This tab 
lists the reference files and 
shows their model views. 
The reference files can have 
more than one folder 
location. 

The drop down menu called 
the Sheet List Control, 
located at the top left, lets 
the user access other sheet 
sets which are already open, 
open an existing sheet set, 
and lists recently opened 
sheet sets.  This is also 
where the dialog box to 
create a new Sheet Set can 
be accessed. 
 
The icons located at the top 
right, change depending on 
the active tab.  For the 
Sheet List Tab, the buttons 
to the right of the drop down 
menu are shortcuts for 
Publish to DWF and Publish.  
The last one is Sheet 
Selections.   

At the bottom of the palette is a window which will show either a 
Preview image or Details list of a selected sheet in the Sheet Set. 
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View by sheet 
View by category 

 
When the Sheet Views Tab is active, the icon 
shown is the New View Category button.  This 
is only available when the views are listed by 
category instead of by sheet. 
 
 
 
 
 
When the Model Views Tab is active, there is a 
Refresh icon as well as an Add New Location 
icon. 

 

Part 2:  How to Begin 
Sheet Set Creation 

Creating a sheet set can be done either by using another sheet set as a template, or by using existing 
drawings.  Both options will let the user access Sheet Set Details, which includes the name of the 
Sheet Set, an optional Description, where the sheet set file (.dst) is stored, and the Sheet Set 
Properties, which is also accessible anytime in the future. 
 

Option 1:  Existing Sheet Sets 

The first option uses an example sheet set or an existing 
sheet set as a template for the new sheet set.   
The new sheet set will adopt any subsets, and any Sheet 
Set Properties.  When this option is used, no actual working 
plot sheets are being added to the sheet set.   
 
 

Option 2:  Existing Drawings 

The second option creates a Sheet Set by ‘collecting’ 
existing plot sheet layouts and files.  This option will actually 
add the existing working plot sheets into a sheet set.  This is 
the option to use for the first and most basic use of the sheet 
set – organizing, publishing and/or plotting and eTransmit. 
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Sheet Set Properties 

Moving on to the next ‘step or level’ in sheet sets, are the Sheet Set Properties.  Each Sheet Set has 
its own set of editable properties.  These Sheet Set Properties can be broken down into four (4) 
sections:   

1. Sheet Set – information specific to the Sheet Set 
2. Project Control – Project specific information 
3. Sheet Creation – Information for the creation of new sheets 
4. Sheet Set Custom Properties – User created fields 

 
*Tip:  At the bottom of the Sheet Set Properties dialog box, is a very helpful box which supplies an 
explanation of each subheading as it is selected. 
 

Sheet Set:   
The Name, Sheet set data file, and Description are self-explanatory.  The 
Model view is the location of the xref files, the Label Block for views is the path 
of the block which is brought in whenever a view is brought into a sheet.  The 
Callout blocks are locations of block files used for sections, callout, detail 
bubbles, etc., and the Page setup overrides file is the DWT file used for page 
setups. 

 
Project Control: 
These are all self-explanatory terms, and they are also all optional.  These 
common project information headings can be associated to a field and then 
inserted onto a sheet. 
 
Sheet Creation: 
The Sheet storage location is simply that – the location of where sheets are 
stored.  The Sheet creation template is where the default template for creating 
new sheets is located.  And the Prompt for template is a Yes/No option.   
 
Sheet Set Custom Properties: 
Custom fields that can be tied to either the Sheet Set or to a specific Sheet are 
displayed here.  They can be created by selecting the Edit Custom 
Properties...  button located at the bottom of the dialog box.  These are 
optional and are usually left to more advanced field users. 
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Part 3:  Fields 
What are Fields? 

Fields are intelligent text.  A Sheet Set can operate without them, but once they have been utilized, 
they become indispensable.  This is the last step in the hierarchy of Sheet Sets (see Page 3).  Most 
of the choices for fields are built into AutoCAD.  And, any text can be replaced by a field by selecting 
the text and right-clicking to Insert Field... .  Any field that already exists can be edited by right-
clicking to Edit Field, and any field can be deleted or converted into plain text.   

System Variables 

How can you tell if text is a field?  Well, there is the system variable FIELDDISPLAY  that when set to 
1 will show a light grey non-plotting background behind all fields.  If this system variable is set to 0, 
there is no background, and the fields will appear the same as any other text.   
Field values can be set to update automatically by setting the system variable FIELDEVAL  to 31.  If 
the FIELDEVAL is set to 0, fields will not be updated.  The chart to the right lists the different settings 
for FIELDEVAL; this can be found in AutoCAD’s help file. 
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Utilizing fields in Sheet Sets 

Attribute Blocks: 
Most companies have existing callout bubbles, view titles, and 
other annotation symbols.  Fields can quickly and easily be added 
to these existing symbols.  Typically, these symbols have attributes 
tied to them.  To add a field to an attribute, edit the attribute, and in 
the dialog box where it reads Default, right-click to Insert Field. 

In the Field dialog box (see image at bottom right), the Fields are 
separated by category [1].  Depending on the active category, 

certain Field Names [2] will be available.  Then the area at the far right of the dialog box [3] changes 
depending on which of the Field names [2] have been selected.  The addition of a field to the attribute 
is complete once the appropriate Field name has been selected, and the dialog boxes closed.     
 
 
 
 
 
 
 
 
 
 
 
 
Titleblocks: 
Typically, the titleblock is xref’d into each sheet in a 
project.  To utilize fields in titleblocks, they have to 
be live in each sheet.  Therefore, the titleblock is a 
separate file from its dynamic information.  The 
fields which are added to this separate file (the 
dynamic information) are Sheet Set Placeholders.  
When the SheetSetPlaceholder field name [A] is 
selected, there are Placeholder types [B] which 
become available.  

This also holds true for blocks like view titles that 
have to form a connection to the Sheet Set.   
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Part 4:  Views 
Views 

To make the most of Sheet Sets and Fields, 
the xref files should be set up with views.  In 
the xref files these will be Model views.  
Essentially a Model view controls the extents 
of what is being looked at as well as the layer 
state – which layers are turned on or off.  In 
cases where there is one floor plan with 
existing, new, and demolished layers, the 
views for Existing, New and Demo can each 
be saved separately to model views.  Each 
time the model view for New is Set Current, 
all the Demo layers will be frozen or turned 
off.  Likewise, when Existing is Set Current, 
the New layers are not visible.  These are not 
automatic, they do require setup.  And, if 
there are any new layers added after the view 
is setup, then the model views will need to be revised – Update Layers.   
 

To set up model views in a file, zoom into the area and turn the 
appropriate layers on/off or thawed/frozen.  Then, go to the View 
toolbar and select the Named Views button to open the View 
Manager dialog box – see image above.  Selecting New... will 
open another dialog box – see image below.  This is where the 
name of the view is set as well as its Category, Boundary, 
Settings, and Background if the view is not 2D wireframe.   
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Part 5:  Managing Sheets 
Adding and Removing Sheets 

Sheets can be added to and removed from a Sheet Set during the 
initial setup as well as anytime in the future.   

To add an existing sheet to a sheet set, open the sheet set, right-
click anywhere to Import Layout as Sheet... , and browse to the 
appropriate file.  Any layouts in that file will be displayed.  If a layout 
is already a part of the sheet set there will be a warning.  Any layout 
that is not already a part of the sheet set can be imported.  
If a new layout tab is added to a file, the file should be saved first 
and then the new layout can be imported as notated above. 
In cases when the file does not exist, right-click anywhere to New 
Sheet... .  This will create a new sheet (and a new file) based on the 
Sheet Creation Template specified in the Sheet Set Properties 
dialog box.   
 
 

Re-ordering Sheets and Subsets 

To reorder the sheets in the sheet set manager, select the sheet 
or sheets that need to be moved and drag to their new location.  
(The shift and control key selection functions work in the Sheet 
Set Manager – shift to select consecutive items, control to select 
several individual items.)   

When the sheets are rearranged, they will not automatically 
renumber, but if they are manually renumbered using the Sheet 
Set manager (and titleblocks with fields), their associated field 
values will be updated. 

In some instances, it is useful to have sheets grouped together.  
These group headings are known as Subsets.  To add a new 
Subset, right-click on the Sheet Set name at the top.  Some 
examples of subsets are by discipline – Architecture, Structural, Electrical, Mechanical, or by type – 
Plans, RCPs, Elevations, Details, etc.  To add any sheet or sheets to a Subset, select and drag onto 
the Subset name.  Each Subset can also be dragged to specific locations as well as into other 
Subsets.  For example, there may be an Architectural Subset which has been further grouped into 
Plan, RCP, and Elevation ‘Sub-Subsets’. 
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Sheet Selections 

Sheet selections store a defined collection of sheets.  This is 
helpful in managing the sheets in a project, especially when 
plotting or transmitting files.   

For example, a consultant is asking for updated sheets.  But 
they do not need all the sheets that are part of the project; 
they only need the plan sheets.  If the user selects all the 
plan sheets and then Creates a Sheet Selection set and 

assigns it the name of the consultant, then anyone can access the Sheet Selection icon and send the 
same set of sheets to that particular client at any time in the future.    
 

Part 6:  Plotting, Publishing and eTransmit 
Plotting and Publishing 

Publishing can be used to send files to a plotter as well as to make dwf 
and plot files.  Publishing files can be done without a sheet set, but with 
the sheet set manager, the appropriate sheets can be published at one 
time without opening each file.  To do this, select the desired sheets and 
right-click to Publish.  If the right-click is done while the Sheet Set (at top) 
is selected, then the entire sheet set will be published.   
 
 
 

eTransmit 

The eTransmit tool allows the user to accurately send out a package of 
working plot sheets by automatically including all of its corresponding 
files.  These files can be packaged as a zip file, a self extracting exe file, 
or just saved into a folder.  They can also be packaged with the job 
folder hierarchy intact.  With the eTransmit tool and the Sheet Set 
Manager, only the plot sheets need to be selected and then any 
corresponding files will be available to be added to the selection set.  
The eTransmit tool will also convert the files to a previous version of 

AutoCAD if required.  A report is also generated for each package which includes information about 
the files.     
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Part 7:  The Sheet List 
Index of Drawings 

A Sheet List of the drawings in the Sheet Set Manager can be quickly and easily 
produced.  The sheet list style is based on an AutoCAD Table Style.  To create a 
Sheet List, right-click on the sheet set name (located at top of the sheet set 
manager).  Select Insert Sheet List Table ..., but be sure the file that this should 
be inserted on is already open.  Once the user has set up and selected the table 
style, a table with linked fields will be placed onto the sheet.  If there is a change in 
sheets, like an addition or deletion, the table will need to be manually updated.  To 
update the sheet list, select it and right-click to Update Sheet List Table.   

Part 8:  Miscellaneous 
Tips 

·  If a sheet set file (.dst) needs to be deleted, the user will not be able to delete it until the sheet 
set file has no sheets.  In other words, all the sheets have to be removed from the Sheet Set 
Manager. 

·  Files which have been moved around will require re-pathing in the Sheet Set Manager.   
·  The sheet set file creates a backup .ds$ file. 

 

Typed in commands and related sheet set system vari ables 

(these can be found in the help menu) 
 
NEWSHEETSET  
Creates a new sheet set 
 
OPENSHEETSET  
Opens a selected sheet set 
 
SHEETSET  
Opens the Sheet Set Manager 
 
SHEETSETHIDE  
Closes the Sheet Set Manager 
 
System Variables: 
 
SSFOUND  
Displays the sheet set path and file name if a search for a sheet set is successful 
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SSLOCATE  
Controls whether the sheet set associated with a drawing is located and opened when the drawing is 
opened 
 
SSMAUTOOPEN  
Controls the display behavior of the Sheet Set Manager when a drawing associated with a sheet is 
opened 
 
SSMPOLLTIME  
Controls whether plotting a sheet set, multi-sheet plot file, or plot spool file can be interrupted by other 
plot jobs 
 
SSMSHEETSTATUS  
Controls how the status data in a sheet set is refreshed 
 
SSMSTATE  
Indicates whether the Sheet Set Manager window is open or closed 
 

 


