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Introduction
Sheet Numbering via the Sheet Index
With the release of the 10.10.02 version of the KDOT workspace, KDOT is making available the ability to 
renumber all sheets and print them with the Sheet Index tool.  The sheet index is a collection of sheet 
models being generated from Named Boundaries, such as Plan and Profile sheets.  The sheet index 
allows you to assemble all your sheets in one place, sort them into folders, and automatically number 
and re-number them as necessary prior to printing.

It should be stated that the sheet numbering is currently NOT integrated with KDOT’s Projectwise Title 
Block attributes.  This integration may become available later.  When the functionality becomes 
available, this guidance will become outdated.  If you are unsure if whether this guidance still applies, 
please contact KDOT CADD Support. 

Sheet Index Prerequisites
To utilize the Sheet Numbering, you must be using Sheet Models.  The Sheet Number is a property of a 
Sheet Model; therefore, you cannot use Design Models to generate the Sheet Numbers.  Naturally, 
the Workflow of using Named Boundaries to generate sheets is a natural fit for the sheet numbering.

Adding Sheet Models to the Sheet Index
Sheet Models can be added to the Sheet Index from your current file in one of two ways:

1. By clicking “Add to Sheet Index” during the 
Drawing creation workflow

2. By dragging and dropping the Sheet Models to the 
Sheet Index after creation

While you are working through the named boundary 
creation process, you will reach a dialog box entitled 
“Create Drawing”.  At the bottom of this dialog will be 
an option to “Add To Sheet Index” and this field should 
be checked.  This will add the sheet models to the 
sheet index as the sheets are being created.
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If you want to add sheet models to the index at any other time, this is the process.

1. Switch to the OpenRoads Modeling workflow if it is not currently open.
2. Switch to the Home tab.
3. Open the Explorer from the Primary panel of the ribbon if it is not already open
4. Expand the Sheet Index category of the Explorer.

a. You will note there are some folders pre-populated. See Adding additional folders if 
more are required. The Road Design Manual Section 2.6.11 “Order of Plan Sheets” 
should be used when compiling plan sets. 

5. Select the icon called “Open Sheet Index For Edit”.
6. You should now see several other buttons appear after the index is opened for editing.
7. Open the Models dialog from the Primary panel of the ribbon.
8. Sort by model type so that you can select all of the sheet models in the current file.
9. Select all the models you wish to add to the index.
10. Using your mouse, drag and drop the models into the desired folder in the sheet index .

 



Sheet Numbering Guidance | Organizing the Sheet Index May 15, 2023

3

Organizing the Sheet Index
After you have added your sheets to the sheet index, you will want to sort them prior to printing.  The 
software provides you some tools to separate your sheets into folders, rearrange the sheets within 
each folder, and apply a standard numbering convention.   After any changes are made, there is a 
tool for updating all the sheet numbers in the sheet index, and another tool for printing the contents 
of the index. KDOT has provided a base set of folders for organization. 

Adding additional folders
1. First, open the sheet index for editing.
2. Extra buttons will appear.  Select the 4th icon from the left, “Create Folder”.
3. Enter the name of the folder and hit enter.
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Moving sheets into a folder
 If you already have sheets in your index, you can just drag and drop them onto the new folder 

to move them to that folder.  
 If you want to add sheets from your current DGN file, open the Models dialog and follow the 

procedure outlined earlier in this document.

NOTE: If you want to add sheets from a different DGN file, right-click on the folder where the sheets 
will go  and hit “Add Sheet”.

1. A dialog box will appear – navigate to, and select, the file you wish to add sheets from 
and hit OK (not shown).

2. A second dialog box will appear, listing the sheets available in that file.  Select the sheet 
models you want to add, then hit OK.

The folder will now show the number of the sheets in the folder.
The Sheet Index will update to show the overall number of sheets in the Sheet Index.
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Sheet Numbering Controls
Each folder within the Sheet Index has controls for the automatic numbering of the sheets.  When you 
place sheets within any given folder, or in the root folder, the automatic numbering is applied. NOTE: 
KDOT does not use alpha-numeric sheet numbering. Sheet numbers are expected to be numeric. 

Updating the Automatic Numbering in a folder
To update the settings for automatic numbering, select the folder you want to modify.  The 
automatic numbering settings will appear on your Properties dialog. You can find the Properties 

dialog on the Home ribbon, on 
the Primary Panel.

The automatic numbering is “On” by default, which means any 
sheets that you drop into this folder will automatically be 
assigned a predefined number based on the settings shown.

Based on the settings shown in this picture, the numbering 
format in this case would be “001”, “002”, “003”, etc.

 To change the numbering format to “X-05”, “X-06”, etc., 
make the following changes:

o Number of Digits – change from 3 to 2
o Sheet Number Prefix – change from “A” to “X-“
o Start Number – change from 1 to 5

When changes are made to these values, the sheets in the 
folder will update automatically.
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Overriding the Automatic Numbering on a sheet
Sometimes on a project, there is a need to insert a sheet without changing the existing numbering.  In 
this scenario, you may want to exempt one of the sheets from the automatic numbering.  Here is how 
you do that.

1. Select the sheet you want to exclude from the automatic numbering.
2. In the properties dialog, the details of the sheet are displayed.
3. Select the setting “Exclude from Automatic Numbering” and set it to ON.
4. Select the value for the Sheet Number and set it whatever you want it to be.

 In this scenario, I renamed the sheet to “X-08a” and 
dragged/dropped it to a lower position in the folder.  
Notice that all the other sheets have updated to 
respect the automatic numbering and the new order 
of the sheets.

NOTE:  The other sheets in the folder will automatically 
get renumbered. If this affect is not exactly what you 
wanted, select the folder, and turn off automatic 
numbering for the folder prior to excluding a single 
sheet from the automatic numbering.

Refer to the previous section to see where the folder 
properties are being set.



Sheet Numbering Guidance | Printing from the Sheet Index May 15, 2023

7

Printing from the Sheet Index
Once your plan set has been organized and everything 
has been numbered, you can use the Sheet Index to go 
straight to printing.  To do so, do the following:

1. Select the files and/or folders you want to print.  If 
printing the entire set, select the top-level folder 
(Workset-Project in this example).

2. Select “Print Organizer” from the Sheet Index 
tools.  The Sheet Index does not need to be open 
for edit to do this (picture shows Sheet Index is 
read-only).

3. Select a Print Style to apply to the files.  
“KDOT_BW” is the default style.

4. Hit OK.

5. The Print Organizer dialog will open.  Push the Print button.
6. The Print dialog will open.  Select a destination folder for the output PDF.
7. Optionally, check on “Open print file after creation” if desired.
8. Hit OK.
9. Your plan set is now being printed to a PDF and will be stored in the location you selected.  If 

you chose to open the print file after creation, it will open in your default PDF viewer after it is 
finished.

NOTE: Renditioning files in a ProjectWise environment will not update the model’s sheet number.
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Troubleshooting
Missing ICONs in the Sheet Index Editor
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