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Paperspace/ Layouts

Arch 1230‐ Building Tech II Professor Friedman

Basic AutoCAD Interface AutoCAD Skills AutoCAD Standards



Paperspace

Arch 1230‐ Building Tech II Professor Friedman

Basic AutoCAD Interface AutoCAD Skills AutoCAD Standards



Paperspace

Arch 1230‐ Building Tech II Professor Friedman

Basic AutoCAD Interface AutoCAD Skills AutoCAD Standards



Paperspace

Arch 1230‐ Building Tech II Professor Friedman

Basic AutoCAD Interface AutoCAD Skills AutoCAD Standards



Paperspace
To change the paper size, go to the Page Setup Manager.
Found by Right Clicking on the Layout Tab.

-In the Page Setup Manager, we are going to Modify the Page.

-In Page Setup, change the Printer to a large scale plotter (or 
Adobe PDF)
Change the Paper Size to ARCH D (24” x 36”).
Plot Area should be Layout.
Set Plot Style table--- to Monochrome (for now)

Arch 1230‐ Building Tech II Professor Friedman

Basic AutoCAD Interface AutoCAD Skills AutoCAD Standards



Attach the Titleblock (and other External References)

1. Insert Tab--- Reference Panel--- Attach Drawing

2. Find the Titleblock file and click Open.

3. “Attach External Reference” window:
Make sure that Scale is set to 1.0, 1.0, 1.0
Insertion Point should be 0,0,0.

4. The titleblock should then fit perfectly onto the page.
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Re-attaching an External Reference

If your titleblock or image (that has been referenced 
from another file) is missing, then follow this 
process…

1. Go to the Insert Tab--- Reference Panel
2. Click on the little arrow in the lower right corner 

(or type in XREF (or EXTERNAL 
REFERENCE)

3. This opens up the External References panel 
with a list of all attached files (images and 
dwgs). You can reload the attached files here, 
you can also attach files using this panel by 
clicking the attach button in the upper left 
corner.

4. If a file has lost its connection, you can re-
locate the path by clicking on the file and under 
Found/ Saved Path, you can re-link the file.
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Add a Viewport

AutoCAD usually starts up with a viewport in  
each layout tab. If it doesn’t, then follow 
these steps…

1. Go to the Ribbon--- Layout Tab--- Layout 
Viewports panel--- Rectangular Viewport

2. Draw a Rectangle viewport on the page.

3. Select the Viewport border and adjust the 
blue grips to re-size it.

4. To zoom/ pan around the viewport, double 
click inside (or click on the Model/ Paper 
button on the bottom of the screen to 
switch between Paperspace and 
Modelspace. Zoom/ Pan around the 
screen as needed until the view shows in 
the window.

5. Double-click outside the viewport (or click 
the Model button at the bottom of the 
screen to switch back to Paperspace.
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Change the Viewport Scale

1. Select the Viewport, or click inside the 
viewport window to select it.

2. Click on the Scale button in the lower 
right corner. 

3. Change the scale as needed to ensure 
accuracy.

Note: If you zoom in the viewport, it will 
change the scale. 

Note: Remember to check the viewport
scale afterwards before printing to 
make sure it’s accurate!
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Change Linetype to Dashed or Center-line

1. Select the lines that you want to change. 

2. Click on the Home Tab--- Properties Panel.

3. Use the Color button to change the color. 

4. Click Linetype to change the linetype to 
dashed or Center-line.

5. If you don’t see the linetype listed, then click 
“Other” at the bottom…

6. In the Linetype Manager screen, click “Load”, 
then find the Linetype from the list.
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Text Command
‐Type MTEXT or use the Text button found on the 
Ribbon‐‐‐ Home Tab‐‐‐ Annotation Panel‐‐‐Multi‐line Text

‐Specify a rectangle where you want the text to go.
‐Choose a standard font (Arial).
‐The text size has to be scaled. [See Chart on next page]



Basic AutoCAD Interface AutoCAD Skills AutoCAD Standards

Arch 1230‐ Building Tech II Professor Friedman
Text Command
‐The text size has to be scaled depending on what scale your final print will be. 

Standard 
Drawing Text

Drawing Title 
Text
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Dimension Command
‐Dimensions are easy to use but they must be set‐up first!
Type DIMSTYLE or use the Text button found on the 
Ribbon‐‐‐ Home Tab‐‐‐ Annotation Panel‐‐‐(Down arrow at bottom of 

panel to expand panel‐‐‐ Dimension Style button.

‐Dimension Style Manager– Click New (or Modify).
‐2 main settings to adjust here:

1. Primary Units‐‐‐ Change Unit Format to Architectural (Ft/ inches)
2. Fit ‐‐‐ Scale for Dimension features‐‐‐ Use Overall Scale of:

[Use Chart]
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Dimension Command
‐2 main settings to adjust here:

1. Primary Units‐‐‐ Change Unit Format to Architectural (Ft/ inches)
2. Fit ‐‐‐ Scale for Dimension features‐‐‐ Use Overall Scale of:

[Use Chart on next page]
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Dimension Command
‐The dimension size has to be scaled depending on what scale your final print will be. 
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Dimension Command
‐2 more settings that may improve the aesthetics of your dimensions.

1. The text height‐‐‐ change to 3/32”
2. The arrow size‐‐‐ change to 3/32”
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Labels and North Arrows
‐Use these dimensions to create your Labels and North Arrows for your 

Grid Plan and Floor Plan
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Labels and North Arrows
‐Use these dimensions to create your Labels and North Arrows for your 

Site Maps
(If you inserted the images into your drawing at a scale of 1.0.
If not, then use the labels from the last page.)


