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Welcome 
This user manual is an introductory guide to the 3D Repo’s easy-to-use online BIM Platform. For 
more information on how to use 3D repo, consult the Full User Manual. 
 
For Best optimal experience please use on of the following 64-bit Web browsers: 

        ​www.google.com/chrome/  www.mozilla.org/en-US/firefox/new/ 
 

There is a Sample_Project in your account too and it is used as an example in this manual. 
 
Where this user manual instructs the user to hold the Ctrl key whilst clicking, this assumes the 
user is running a Windows Operating System. If the user is instead running a Mac OS, they should 
hold the CMD key where this manual instructs to hold the Ctrl key. 
 
 

The following is an introductory contents table for important topics: 
 

Log in  p7 

Upload a Model  p10 

Upload a new Revision of a Model  p11 

Add a Model to an existing Federation  p14 

Navigate the 3D Viewer  p15-17 

Measure within a Model  p17 

Create an Issue  p20 

Update an Issue’s Status  p23 

Comment on an Issue  p27 

Highlight Groups with Colour Override  p33 

Save a Viewpoint within a Model  p35 

Use the Clip tool to view 3D cross-sections   p36 

Compare Revisions of a Model  p37 

Check for Clashes within a Federation  p39 
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Setting up 

Sign up 
1. Go to ​https://www.3drepo.io/signup 
2. Within the following display, click SIGN UP. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Fill in the required user details and click the SIGN UP! Button. 
4. A verification email is sent to the email address you have provided: open this email and 

click on the link that says Confirm Email Address. 
5. Return to ​https://www.3drepo.io​ and log in to 3D Repo. 

Log in  
1. Go to ​https://www.3drepo.io 
2. Fill in your login details and click the LOG IN button.  

(Note that username entry is case-sensitive!) 
3. Once logged in, you will see a list of your Projects under the heading Teamspaces. 

Logout 
To end the session, select 
Logout from the Profile Menu. 
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Teamspaces 
A Teamspace is a place in the cloud where you can store your Projects and collaborate.  
Each user has their own Teamspace which can be shared with other users of 3D Repo. 

After login, you will see your Teamspace open with the Sample Project. 
Open it and explore what you can do with 3D Repo, or continue reading this manual. ʶ

Tbnqmf`Qspkfdu!jt!qspwjefe!cz!Spc!Kbdltpo!gspn!Cpoe!CszboƼ/Ƽ!Uibolt!Spc" 

Share your Teamspace  
Enable another 3D Repo user to view and edit your Projects, Models, and Federations.  

1. Click on Licences & Jobs on the left-hand side of the screen.  
2. Assign a Licence​ to the user by entering their username 

(remember it is case-sensitive!). 
3. Select their Job from the drop-down list.    

If their Job title is not in the selection, click on the  
Jobs​ tab above to add it to the list. 

4. Once the user is assigned a Licence, click on  
Assign Permissions​ on the bottom-left of the screen. 

5. Their username should appear in the User column, and 
there will be a checkbox to the right of it, in the Admin 
column. Tick the box by clicking it to share  
your Teamspace with the user.  

To share not your ​foujsf!ƼTeamspace but only specific Projects, Models, or Federations, see the 
section below on how to ​Assign Permissions​. 
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Projects 
Models and Federations are saved within Project folders.  

For example, Sample_Project in your Teamspace contains the Lego House Architecture, Structure 
and Landscape Models which are federated in the Lego House Federation.  

Create Project 
1. To create a new Project, click on the green plus button in the bottom right corner of the 

Teamspaces Panel and choose ADD PROJECT. 
 

 
 
 
 
 
 
 
 
 

2. Your Teamspace is selected by default, but you can change it if you are an ​BenjoƼ of 
another Teamspace (see above on ​sharing a Teamspace​). 
 

 
 
 
 
 
 
 
 
 
 
 

3. Type in your Project’s name and click SAVE. 
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Access the Project Menu by clicking the three-dots menu icon to the right of the Project name in 
the Teamspaces Panel.  

 
 

 
Options in the Project Menu are Edit Project and Delete Project. 

 

 
 
 

Edit Project 
Edit Project allows you to edit the Project’s name. 

 
 

 
 
 
 
 

Delete Project 
Delete Project deletes the Project and all the Models within it.  
 
Use with caution. 
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Models 

Upload Model 
1. Click on the green plus button in the bottom right corner of the Teamspaces Panel and 

click on ADD MODEL. 

     
     

     
     
     
     

     
     
 

2. Specify Teamspace (your Teamspace is selected by 
default). (​Teamspace names are identical to usernames!​) 

3. Click the drop-down Project menu and select the Project. 

4. Fill in the name of the new Model and specify its Type (e.g. 
architectural) and Units (e.g. choose a measurement of 
units such as millimetres from the dropdown list).  
Note the importance of Model Type​.  
Revision name and Revision description are optional for this 
first revision of your Model. 

5. To upload a Model, click UPLOAD FILE, locate and select the 
Model to be uploaded, and click the SAVE button. 

6. The Model is then uploaded and processed on the cloud.  
A confirmation message will appear once the Model is 
ready. 

     

7. Once the Model has been successfully uploaded, locate it in 
the Teamspaces Panel and click on the Model’s name to 
open it in the 3D Repo Viewer. 

 
 
Additional options are available from the Model Menu (depending on the user’s ​Permissions​). 
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Add Model Revision 
To upload a new revision of the Model:  

1. In the Teamspaces Panel, click 
the three-dots menu icon next to 
the model you want to revise. 

2. Select “Upload file”. 
3. A pop-up window will appear, in 

which you can specify the name 
of this revision and its 
description. 

4. Click SELECT FILE to upload IFC or FBX file formats.  

Access Model Revisions  
3D Repo is a version control system.  
Each revision within a project can be accessed from the same Model Menu as accessed above: 

1. In the Teamspaces Panel, click the three-dots icon next to the Model you want to revise.  
2. Select “Revisions” from the menu to reach a list of the Model/Federation’s revisions. 

 
     
 
 
 
 
 
 
 
 
 
Alternatively, you can switch through the revisions once you have opened a Model or Federation 
within the 3D Repo Viewer. Just click the Model or Federation name beneath the 3D Repo logo at 
the top of the screen, and a revision selection menu will pop up, as shown here: 
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Edit Model Name 
Open Model Settings by clicking the three-dots menu icon to the right of your Model then clicking 
Settings from the Model options list, and change the Model name in the upper-right of the Model 
Settings page.  
Nblf!tvsf!up!tdspmm!epxo!boe!dmjdl!uif!sfe!TBWF!cvuupo!cfgpsf!mfbwjoh!Npefm!Tfuujoht/ʶ

 
 

 

 

 

 

Download Model 
Click the three-dots icon to the right of the Model you wish to download, then click the Download 
option from the menu that pops up. 
This will download the Model file directly within the web browser and should be available within 
your Downloads folder. (The shortcut to access the Downloads within both the Google Chrome 
and the Mozilla Firefox web browsers is Ctrl J.) 
The downloaded file will be of the same format as the file which was originally uploaded  
(e.g. if the uploaded file was a .ifc file, the downloaded file will be a .ifc file). 

Delete Model 
Click the three-dots icon to the right of the Model you wish to delete, and click the Delete option. 
The Model will be deleted ​qfsnbofoumz!Ƽfrom 3D Repo’s database. Use with caution. 
 
Opuf!uibu!Npefmt!dboopu!cf!efmfufe!xijmf!uifz!bsf!qbsu!pg!boz!Gfefsbujpot/ʶʶ
To delete a Model that is part of a ​Federation​: 

1. In the Teamspaces Panel, find the Federation that the Model is a part of. 
2. Click the three-dot icon to the right of that Federation to bring up the Federation Menu.  
3. Select the ​Edit​ option from the Federation Menu. 
4. Click on the green minus button beside the Model to detach it from the Federation. 
5. You will then be able to delete the Model when you return to the Model Menu. 
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Federations 

Create Federation 
1. Click the plus icon in the bottom-right corner of the Teamspaces Panel and click ADD 

FEDERATION. 

          
 

2. Specify the Teamspace (your Teamspace is selected by default). 
 
 
 
 
 
 
 
 
 

 
3. Click the Project drop-down menu and select the relevant Project. 
4. Type the Name of the Federation. 

 
 
 
 
 
 
 
 
 

 
5. Specify the units of measurement from the drop-down list. 

OpufƼ!uibu!uiftf!nvtu!nbudi!uif!vojut!pg!nfbtvsfnfou!po!uif!npefm!ebub!zpv!xjmm!joqvu/ 
 
 

13 



6. Click on the green plus button next to the Model name in the Available list to add it to this 
new Federation. 

7. Click on the green minus button to remove a Model from the Federated list to the 
Available List. 

 
8. Click the SAVE button when done. 

 
The Federation is then available in that Project’s Federations folder in the Teamspaces Panel. 
 
Access the Federation Menu by clicking the three-dots menu icon to the right of the Federation 
name in the Teamspaces Panel.  

 

Edit Federation 
Click Edit in the Federation Menu to add or remove Models within the 
Federation (using the same plus and minus buttons as above). 

Delete Federation  
Click Delete to delete the Federation.  
Opuf!uibu!uif!Npefmt!xjuijo!uif!Gfefsbujpo!bsf!opu!efmfufe/ʶʶ
To ​delete Models​, access the Model Menu options by clicking the menu icon to the right of the 
Model’s name within the Teamspaces Panel.    
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