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360° PHOTO LINK INSTRUCTIONS

INTRODUCTION TO PROJECT:
Forthis assignment, FSU will be generating a PDF document with 360° Web Links using RICOH Theta. This will allow
our clients to access a quality virtual tour of the surveyed spaces.

VIDEO INSTRUCTIONS:
Getting Started and Still Photo Bubbles

360 Photo Bubbles

Creating 360 Photo Links

Adding 360 Links to PDF Plan

WRITTEN INSTRUCTIONS:

1.

2.
3.
4

9.

Download all 360°photos from QuickBase,

Combine all 360° photos into one folder,

Place photo bubbles in CAD according to their location,

Login to Ricoh360 with the link: https://app2.ricoh360.com/login
Username: teamwork@fsusurveyor.com

Password: FSU,80222!

Select “Add” at the top right of the screen.

Navigate to the folder containing the 360 photos and select them all, and then select “Open”.
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Once all the files are uploaded, click on a photo.
When the 360 photo opens, click on the paper clip icon to copy the link.
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Open the word document “SB3_XXXXX_CityST_360PhotolinksTemplate_2025_V1.0”.
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https://fsusurveyorco-my.sharepoint.com/:v:/g/personal/lbrinker_fsusurveyor_com/EVrfsVh3NjlPmyhq3Mg34XgB_3OtnZ84pqPZ2N_GpRG99A?e=w7wp3W&nav=eyJyZWZlcnJhbEluZm8iOnsicmVmZXJyYWxBcHAiOiJTdHJlYW1XZWJBcHAiLCJyZWZlcnJhbFZpZXciOiJTaGFyZURpYWxvZy1MaW5rIiwicmVmZXJyYWxBcHBQbGF0Zm9ybSI6IldlYiIsInJlZmVycmFsTW9kZSI6InZpZXcifX0%3D
https://fsusurveyorco-my.sharepoint.com/:v:/g/personal/lbrinker_fsusurveyor_com/Eag1ahSUvu1Hp49MQuO7xNoBmOetnAgsuoPBVEGbsMkWsw?e=R7fGfP&nav=eyJyZWZlcnJhbEluZm8iOnsicmVmZXJyYWxBcHAiOiJTdHJlYW1XZWJBcHAiLCJyZWZlcnJhbFZpZXciOiJTaGFyZURpYWxvZy1MaW5rIiwicmVmZXJyYWxBcHBQbGF0Zm9ybSI6IldlYiIsInJlZmVycmFsTW9kZSI6InZpZXcifX0%3D
https://fsusurveyorco-my.sharepoint.com/:v:/g/personal/lbrinker_fsusurveyor_com/EQL_dowt9oVAs3Fjg0ZuS9kBnGqZbtPtbl3D_A8fDhwkzQ?nav=eyJyZWZlcnJhbEluZm8iOnsicmVmZXJyYWxBcHAiOiJTdHJlYW1XZWJBcHAiLCJyZWZlcnJhbFZpZXciOiJTaGFyZURpYWxvZy1MaW5rIiwicmVmZXJyYWxBcHBQbGF0Zm9ybSI6IldlYiIsInJlZmVycmFsTW9kZSI6InZpZXcifX0%3D&e=FdRPNp
https://fsusurveyorco-my.sharepoint.com/:v:/g/personal/lbrinker_fsusurveyor_com/EUbPrdedSipIlseHum6QEUcBzdk2mlu-i6KnqIZxMDZ23g?e=J8tYLZ&nav=eyJyZWZlcnJhbEluZm8iOnsicmVmZXJyYWxBcHAiOiJTdHJlYW1XZWJBcHAiLCJyZWZlcnJhbFZpZXciOiJTaGFyZURpYWxvZy1MaW5rIiwicmVmZXJyYWxBcHBQbGF0Zm9ybSI6IldlYiIsInJlZmVycmFsTW9kZSI6InZpZXcifX0%3D
https://app2.ricoh360.com/login
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10. Paste the link into the word document.
11. Repeat steps 7-10 until there is a link for each photo. When complete, the Word document will
look similar to that shown below.
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STARBUCK MAJOR RENOVATIONS

Alburquerque, NM
Site:5362
360 Links

Please see below for the 360 Degree images link address.

SB3_5362_360_001 hitps://theta360.com/s/IKBDnfPibOfoXSdcUB1sD4QWe
SB3_5362_360_002 https://theta360.com/s/qbXCIrA Y i VHEGpkp YNTvdB

SB3_5362_360_003 https://theta360.com/s/2x1 PkEb2fAqvT TapaXCImo704
SB3_5362_360_004 https://theta360.com/s/eUkj6or519dfxv2 1 g4hMoFAgO
SB3_5362_360_005 https://theta360.com/s/thkt6]. YGLIxZBVIGIAqQUBEX?2
SB3_5362_360_006 https://theta360.com/s'mdFMIwGcLmEQTO0Tr5xfmlI5aMa
SB3_5362_360_007 https://theta360.com/s/qep VAL hlrdP1b1MMYbzDmrufw

SB3_35362_360_008 https://theta360.com/s/azM77vqFHVPk3 5avnaGdB6cDY
SB3_3362_360_009 https://theta360.com/s/eQdQUJIEIDxvD YH%knl NMxs8

SB3_5362_360_010 https://theta360.com/s/1 1w Aud TKxE6HPNtulrWewWkC
SB3_5362_360_011 https://theta360.com/s/'ncOA 8 1 MwaMQihcu3LW2S41vY
SB3_5362_360_012 https://theta360.com/s/rY4CPSmjhon6D3PvbMY fm bl
SB3 5362 360 013 https://theta360.com/s/amCSLmmv4BvSIMal8swCsPbDk

12. Wrap Up Word Doc
o Afterall the photo links are generated, double check the links to make sure numbers are
not duplicated,
o Oncethefinal review is complete, save the word document as,
o SB3_###HH_CityST_360Photolinks
e FE.g. SB3_5362_AlburquerqueNM_360PhotoLinks
o Save the word document as a PDF with the same naming protocol,
Upload both Word and PDF documents into the Final Deliverables Tab on QuickBase
o [Ifthisislisted as an individual assignment,
e Pleaseinput atimecard for this assignment,
e Complete the assignment by inputting a “Completion Date” for this assignment
under Assignments Tab in QuickBase.
13. Add Hyperlinks to PDF Plan
o When the QC of the CAD is complete, plot the PDF of the plan with the photo key.

O

= Menu €0y T¥ SB3_5362_salbuguerque. X + Create

All tools Edit Convert E-Sign

o Select the Edit tab.
o Select thelink dropdown, then select “Add or edit link”.
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Edit x
MODIFY PAGE
c & ]

#[] Organize pages

ADD CONTENT

T4 Text

£ Image , [EE

E Header and footer |

B Watermark

& Link

More

OTHER QPTIONS
Ep Combine files
Redact a PDF

[B] Prepare aform

o Dragaboxaround the photo bubble that is being linked. In the pop-up select the
following settings.
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Create Link >, |

Link Appearance

Link Type: | Invisible Rectangle -~  Line Style:  Solid

Highlight Style:  Invert w Color: [}

g

Line Thickness:  Thin

Link Action

O Go to a page view
() Open a file

© Cpen a web page
() Custom link

Help Mext Cancel

B L] T bt

o Click Next and Copy the URL link from the work doc and paste in the next pop up. Select
OK.

o Continue by dragging a box around the next photo bubble and repeat.

o When done, hit “Esc” a few times. Save the PDF and upload to Quickbase under the final
deliverables.
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