To create an SVD file:

Step 1. Getting the necessary programs on your machine:

i. You will need MaxView and SVAuthor on your machine. These are located in the following location on the caddserver:  \\mvm-fs-bbserv\Solicitations\_ProgramFiles
1. MaxView has its own folder which is:  \\mvm-fs-bbserv\Solicitations\_ProgramFiles\MaxView
2. SVAuthor is out in the open

ii. Double click on either’s executable file to begin the installation process

iii. Follow the prompts in the installation process

Step 2. Double click on the text file to open it in a text editing software like Notepad

Step 3. Change the Title & bid number in the first line 

Step 4. Change the drawing numbers and names to reflect the file numbers that you got from Map Sales and the names that you placed on the drawing. If you need more drawings added in there, suggest that you copy from one of the existing lines that you have begun editing. 
Step 5. Save the text file and exit

Step 6. Copy the text file and place it in the same folder
i. In widows explorer window, right click on the txt file that you edited

ii. Left click on copy command
iii. Right click in the right side of the widows explorer window where the txt file is located

iv. left click on the paste command. Since there is already a file in this folder with that same name, windows will rename the file to “copy of” and the file name.
v. Rename the file with the extension of svd and delete the “copy of “ from the front of the file name. 
Step 7. Open SVAuthor on your machine
Step 8. Go to File…Open and you will see the following screen appear
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Step 9. Make sure to check the Type of File that you want to open is set to SV Docs. 

Step 10. Choose the correct drive where you svd file is located with all the tiff files. 

Step 11. Navigate to the correct folder containing the svd file. 

Step 12. Highlight the svd file in the left window pane and press the ok button to complete opening the svd file. 
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Step 13. Now the svd file is reading the tiff files that you create that are in the same directory as this. Go to Author…Edit Document Info
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Step 14. In the Edit Document Information window, toggle on Sendable (to non-licensed users)
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Step 15. Click the OK button

Step 16. Go to File..Save 

Step 17. Go to File…Exit
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