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CREATE A NEW TEMPLATE: Revit Architecture creates a new project file (Project1.rvt) when the program is 

started based on the default template called default.rte. (Architectural) You will use new Aims Template file’s 

and save them to your C:\ YOUR NAME\TEMPLATE folder. 

 

Let’s build some folders in the C:\ drive area so you can get your Revit going! 

STEP 1: First, setup your own folders in the C:\ drive: 

STEP 2: Once Explorer opens the ‘C’ drive, click on ‘Make a new folder’ and name this 

folder “YOUR NAME” (This stands for “YOUR” = first name / “NAME” = last 

name) 

 

 
 

  This folder is where all of your files will be saved.  

 

STEP 3: If the full path to your folder does not show in the Address bar, modify the 

explorer window so that the full path will show as shown below. If your path 

shows in the Address bar, continue to step 4. 

  

 Click on ‘Tools’ to Set-up folder tools… 

 

 
 

 Click on view to enter. 

 

Highlight ‘Make a new folder’ and 

then type in “YOUR NAME” 

‘Folder’. 

Click here to get pull down and 

Then click on ‘Folder Options’… 



CAD224 REVIT – Setup new Template & Folders 
 

Page 2 of 28 

 

 
 

 

STEP 4: Now, let’s make some additional folders. Double click on your folder. 
 

 
 

  

Once you are in the ‘YOUR NAME’ 

folder, right click on ‘Make a new 

folder’’. 

Click on ‘View’ here to get pull 

down 

Check on Display the full path 

in the address and title bars. 
  

DOUBLE CLICK ON 

‘YourName’ 

FOLDER 

Click on Show hidden files and 

folders, 

Then click off the Hide 

extensions for known file 

types… 
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 Name this folder ‘CAD 224-G81’. 
 

     
 

            

 

STEP 5: Add three additional folders: One called “GRADED”, one called “EXERCISES” 

and one called ‘TEMPLATES”. 

 
                   

 

STEP 6: Close Windows Explorer. 

 

STEP 7: Let’s put a shortcut on your desktop so that you can access your folder with 

one click of the mouse! 

 

 

Now open this ‘Folder’ by double 

clicking on the folder name.  

C:\YOUR NAME\CAD224-G81 

This will help you with all AIMS 

online classes, for example you 

could have another folder for 

CAD100-G81, and so on. Each 

folder will have the same three 

folders: EXERCISES for your 

assignments, GRADED for your 

submitted and revision’s and 

TEMPLATES for your rte files 

and AIMS format’s D & E sizes 

titleblocks! 
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Right click anywhere on your desktop 

(away from any icons) and the 

following menu will appear.  

Highlight ‘New’ and click on ‘Shortcut’ 

 

Click on ‘Browse’ to locate your 

folder in the ‘C’ Drive. 

Click on the ‘+’ in front of the 

‘C’ Drive. Locate ‘Your Name’ 

Folder and click on it. 

 Click on ‘OK’. 
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 Then: 

 

 

 

 

 

 

 

 

 
                      

                     

Just click on your shortcut and POW  your in YOUR NAME folder! 

 

 

 

 

 

Now let’s download your data from the online class to your templates folder! 

 

1. Open Aims OnLine and go to Dropdown tab. 

2. In Assignments “Dropbox”, open the Task 01 assignment and download the files FROM Assignment H 

3. “AIMS TEMPLATES & FORMATS”: save all rte and formats rfa in your “C:\YOUR NAME\CAD224-

G81\TEMPLATES” folder. 

4. Close Aims OnLine. 

5. Start Revit Architecture. 

6. Choose File > New > Project from the Revit Architecture menu bar. 

 

Click on ‘Next’. 

Type in ‘Your Name’ for a name 

for this shortcut. Click on 

‘Finish’. 

You now have a shortcut on the desktop to 

your folder 

Your shortcut must have the arrow and 

will look something like this. When you 

want to access your folder/work, double 

click on your shortcut. 

 

C: 
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7. Next you will specify the AIMS template file to use to create the new project file. Click the Browse 

button. The Choose Template dialog box appears. 

 
 

      
 

 

8. Set the directory to C:\Your Name\CAD224-G81\TEMPLATES. 
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9. Select the template called default.rte. 

10. Click the Open button to return to the New Project dialog box. 

11. Set the Create New option to Project Template. 

 

   
 

12. Click on OK.  

13. Click on the Save icon in the Standard toolbar. The Save As dialog box appears. 
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14. Change the directory to C:\Your Name\CAD224-G81\TEMPLATES. 

15. Enter the name AIMS-default in the File Name field. 

16. Click the Save button. 

 

     
 

 

17. Choose Project Units from the Manage tab. The Project Units dialog box appears. 
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18. Click on the Format option in the Length row. The Format dialog box appears. 

 

           
 

19. Verify that the Units option menu is set to Feet and Fractional Inches. 

20. Set the Rounding option menu to the Nearest 1/8”. 

21. Activate the Suppress 0 Feet check box. 

22. Click the OK button to dismiss the Format dialog box. 
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23. Click OK button twice to dismiss the Project Units dialog box. 

24. Choose Snaps from the Manage tab. The Snaps dialog box appears. 

 

 
 

 

25. In the Length Dimension Snap Increments field, change the last value from 0 1/4” to 0 1/2". 

26. In the Angular Dimension Snap Increments field, change the 15.000 value to 10.000 and delete the 

5.0000 value. 

27. Verify that all of the Object Snap modes are activated. 

28. Verify that the Snap to Remote Objects check box is activated. 

29. Click the OK button. 
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30. Chose Additional Settings from the Manage tab. 

 

 
 

 

The Temporary Dimension Properties dialog box appears. 

 

 

 

 

 

31. Verify that the Walls option is set to Centerlines. 

32. Set the Doors and Windows option to Openings. 

33. Click the OK button. 

 

   
 

34. Changing the default view names. Expand the tree structure in 

the Project Browser to view the default Floor Plan views. 

35. Right-click on the floor plan view named level 1, and then 

choose Rename from the context menu that appears. The 

Rename View dialog box appears. 

36. Enter 1st Floor in the Name field. 

37. Click the OK button.  
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38. An Alert window appears asking if you want to rename the level and corresponding views. Click the Yes 

button. 

 

    
 

39. Repeat the procedure to rename the floor plan view named Level 2 to 2nd Floor. When complete, the 

views in the Project Browser will appear as shown in the figure below. 

 

     
 

40. To load a Custom Titleblock, right click on Sheets (all) and click on New Sheet.  
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41. Click on Load. 

 

  
42. Change the directory to C:\Your Name\CAD224-G81\TEMPLATES. 

43. Select the file named AIMS-Arch D 22 x 34.rfa. 

44. Click the Open button. The custom titleblock is now available for use in this project. 

          

 
 

45. Click the OK button. A new plot sheet is created. 
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46. Expand the tree structure in the Project Browser to view all of the Sheet views. 

47. Right-click on the sheet view named A101-Unamed, and then choose Rename from the context menu 

that appears. The Sheet Title dialog box appears. 

 

 
 

48. Verify that the Number is set to A101. 

49. Enter 1st Floor Plan in the Name field. 

50. Click the OK button. 

 

           
 

51. Purge Unused Items: Click on the Close icon located in the upper-right corner of the view . Do 

NOT click on the Close icon located at the upper-most corner of the window. Doing so will close the 

project template file. 

52. Choose Purge Unused from the Manage tab. The Purge Unused dialog box appears. 
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53. Click the Check None button to deselect any item that may be selected in the list box. 

 

           
 

54. Expand the tree structure to view all of the items in the Families mode. 

55. Expand the annotation Symbols mode, and then select the option named E1 30 x 42 Horizontal. The 

Purge Unused dialog box reports that there are two items selected (the family and the type). 

56. Click the OK button. The E size titleblock is purged from the file. 
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57. The custom project template is now defined and ready for use. Choose File > Save from the menu bar 

to save your changes. 

 

58. Close the file. 

 

59. To automatically access this template, click on big R in left hand corner > Options. 

 

           
 

60. In the Options dialog box, click the File Locations tab and then the Browse button for Default 

template file: and change the directory to C:\Your Name\CAD224-G81\Templates\AIMS-

default.rte. 
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61. Click the Browse button for Default path for user files: and change the directory to X:\Your 

Name\CAD224-G11. 

 

 
 

62. In the Places section, click on New Libraries and name the new library CAD224 and set the path to 

C:\Your Name\CAD224-G81. The Library path in dialog box as shown will differ from yours.  

 

63. Click on the up arrow to move your new library up to the second place as shown. 

 

 
        

 

 

64. YOUR OPTION SHOULD LOOK LIKE PAGE 18 WITH TWO ADDED TEMPLATES AND THE CORRECT 
PATH TO RUN REVIT! YOU CAN NOT RUN ANY AUTOCAD SOFTWARE AS IT COMES FROM THE 
LOAD, IT WILL ALWAYS HAVE ITS WORLD AND WE MUST LEARN TO TELL ANY SOFTWARE 
WHERE TO GO AND HOW TO DO OUR JOB! 
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65. Close Revit and reopen. Revit should automatically open with your new template!. 
TO DO ASSIGNMENT H224-01.rvt: 

 Open Revit pick new project (You should see default Aims template now!) 

 Notice the difference with this template vs the one from Autodesk, remember my comments about out 

of the box software! 

 Go to 1sr Floor and look at your project browser, this is Project1 until you do a saveas and save it as 

userid-H224-01should look like this: page 19 

Three dots will appear in right corner, 

that is your browse button. Use it to get 

to your folder, class folder, and 

templates! USE the arrow key on the left 

to move each link up or down! 

You want to set your default path to your 

class folder! NOW say OK 
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NOW GO TO Sheets: A101, should look like this: 
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So let’s do this go back to 1st Floor: 
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Now click on tab “Insert” and then Link Revit (Just for this assignment to make up time) 

Go to Exercises and pick Church Building and say Open! 
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You may get the upgrade message as it was version 12, if so just open it and close it to 
update it! You should have this: 

 

Now we are going to put this in A101- 1st Floor, click on Sheets, A101-1st Floor Plan 

Note the scale here! 

We will now be in Sheets A101 like this: page 23 
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SO how do I get the floor plan into the Sheet??? 

Simple: click on 1st Floor Plan and hold the left button down and drag in to into the Sheet like 
this: 
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Now move it into the drawing, so it looks better! Like this: 
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TOO BIG or it doesn’t fit? Just go back to 1st floor Plan and change scale, then come back to 

Sheet, keep getting scale to fit (Hint this is a “D” size check “Properties” info)! Notice, the 

title area has scale already in it, just click on Author to put your name in it, do the same for 
the other info, you’ll get the idea as we go! 

NOTICE: I have to grade in paper space (Sheet) so that is why you do this)! 
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How revisions work: As you save the original userid-H224-01 (like this) I will grade and put 

back in here for you to see grade and do a revision; you will fix if there is a comment, no 

comment you received max grade for that drawing!  
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Looks like this… 

 

You will look at this file for your grade and comments, if it’s less than max then you must 

revise and re-submit to 01 REV A area, and rename like this: userid-H224-01A.rvt in this area 

that open up with comment.  
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Revision area looks like this: 

 

Remember: no comment = max grade and it will show by Monday of every week, as I will 
grade on Tuesdays, Fridays, Saturday if needed. Lesser grade for revision will be there too! 

Please remember this is not the only class I teach, looking grading takes 5 to 15 mins per 
student 13 students times say 10 mins = 130 mins or 2+ hours! Get the picture? 

Remember to always go to the Content area for your instructions. 

Need help; I'm here Tuesday / Thursday from 10:00 am to 5:00 pm unless you make 

an appointment for a different time / day! 

Lab Tech's are also available, just check on door schedule posted at Hansen Room 
913 & 915 for days / times. 

John Lenz 
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