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Welcome to the user manual for the KI Drawing Site! 

Access the KI Drawing Site using this link: https://designportal.ki.com/ 

This document is divided into 3 sections applicable to the 3 types of users with varying capabilities. Find your 

user type in the table below and go to the appropriate section of the manual for more information.  

Section User Type Login 
Required 

View 
Site 

View Pending 
Files 

Add/ Edit/Revise 
Drawings 

View Pre-Check & 
Drawing Control 

1 General Viewer No Yes No No No 

2 Pending Viewer Yes Yes Yes No Yes 

3 Author Yes Yes Yes Yes Yes 

 

Section 1 – General Viewer 

1. Home Page 

a. Layout 

b. Filters and Sorting 

c. View Drawing History 

d. Bulk Drawing List 

 

Section 2 – Pending Viewer 

1. Login Process 

a. External Browser 

b. Creo User – Internal Browser 

2. Home Page 

a. Layout 

b. Filters and Sorting 

c. View Drawing History 

d. Bulk Drawing List 

3. Drawing Control 

a. Pre-Check Drawing List 

b. Drawing Control Requests 

 

Section 3 – Author 

1. Login Process 

a. External Browser 

b. Creo User – Internal Browser 

2. Home Page 

a. Layout 

b. Filters and Sorting 

c. View Drawing History 

d. Add Drawing 

i. External Browser 

ii. Creo User – Internal Browser 

e. Bulk Drawing List 

3. Drawing Control 

a. Pre-Check Drawing List 

b. Drawing Control Requests 
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Section 1 – General Viewer 

1. Home Page 

When arriving at the KI Drawing Site, the Home page is the first page accessed. From the Home page a user can 

navigate and view the Database of KI Drawings.  

a. Layout 

The Home page is divided into two main areas, the Upper Menu Bar (green box) and the Drawing 

Database (purple box). The Upper Menu Bar offers access to the Home button (Click KI Drawings to 

reload the home page) and the Login button (for users with login credentials). The Drawing Database 

area shows information and downloadables of KI Drawings, Filters and Sorting options, and access to the 

Bulk Drawing List.  
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b. Filters and Sorting 

The Drawing Database area has five main filter options listed underneath the Upper Menu Bar in this 

order: Released and Pending, Released Only, Pending Only, Obsolete Only, and Pre-Obsolete Only. Each 

main filter will limit the drawing results to the selected status.  

The list of drawings shown has 11 columns: Row Number, Selection Check-box, Drawing Number, 

Description, REV, Rev Date, Status, PDF, CAD, Author, and Product Line. Each column can be further 

searched using the area next to the column’s magnifying glass. Click the magnifying glass to show 

wildcard search options: Contains, Does Not Contain, Starts With, Ends With, Equals, Does Not Equal, 

and Reset. Each column order can be sorted by clicking the corresponding column title. Some column 

widths can be manually adjusted. To reset the column widths and search filters, click the Reset Grid 

button. To clear only the search filters, click the Clear button. 

 

Row Number – shows how many drawings are on a page. The number of pages is shown at the bottom 

right of the Home page. The amount of drawings shown per page is on the lower left of the Home page 

(list 25, 50, or 100 drawings per page) 

Selection Check-Box – used to select drawings to be added to the Bulk Drawing List. Once a drawing(s) is 

selected, the user can click Add to Bulk Download List to add those drawings to the Bulk Drawing List. 

This functionality is explained further in the Bulk Drawing List section.  

Drawing Number, Description – these columns show the drawing's number and corresponding drawing 

description. 

REV, Rev Date – these columns show a drawing’s revision and the date on which that revision was made. 

Status – a drawing’s status can vary along its lifecycle: Pre-Check, Pending, Released, Pre-Obsolete, and 

Obsolete.  

PDF, CAD – these columns show icons to click and download the file format of the corresponding 

drawing. In the CAD column, clicking Multiple will show downloadables for individual drawing sheets. 

Note: General Viewer users cannot see the PDF files of Pending Drawings. 

Author – this is the user who added the drawing to the KI Drawing Site. Author name is specific to each 

drawing revision and may change.  

Product Line – a drawing’s product line is shown here. Clicking the word Multiple will show the various 

Product Lines to which that drawing is related.  
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c. View Drawing History 

To view the revision/lifecycle history of a drawing, click the carrot (>) on the far left-hand column of the 

Home page. A table will drop down showing previous revisions of the selected drawing. In the far right-

hand column of the table, a PDF file can be viewed of each drawing revision.  

 

a. Bulk Drawing List 

To access the Bulk Drawing List, click the burger menu (stack of three lines), on the left-hand side of the 

website just below the main filter options. This list allows a user to download multiple drawings at once. 

Check the box near the Row Number for each drawing to be downloaded. Click Add to Bulk Download 

List just above the column of checkboxes. If the drawings are no longer needed in the Bulk Drawing List, 

click Clear Bulk Download List to remove them. Once the desired drawings are added, click Download 

Drawings. Drawings are downloaded in a zip folder to the browser’s preset save location. 
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Section 2 – Pending Viewer 

1. Login Process 

The KI Drawing Site is designed to be accessed from an external browser (Chrome, Edge, etc.) or within Creo 

using the Internal Creo Browser. 

a. External Browser 

Access the KI Drawing site using the link: https://designportal.ki.com/ . Click the Login button on the top 

of the page. The user’s username and password are the same as their KI Network Credentials. 

Note: Without logging in, a user can still view the drawings of all Released, Pre-Obsolete, and Obsolete 

drawings.  
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b. Creo User – Internal Browser 

A Creo User can input the link (https://designportal.ki.com/) into their Internal Browser. Click the Login 

button on the top of the page. The user’s username and password are the same as their KI Network 

Credentials. 

Using the Internal Browser is the quickest way to add new and revised drawings to the drawing site. This 

will be explained in the Add Drawing section of the manual.  

 

  

https://designportal.ki.com/


KI Drawing Site User Manual - Viewer/Author 6/03/2024 – Rev 1.0 

Page 7 of 18 
 

2. Home Page 

When arriving at the KI Drawing Site, the Home page is the first page accessed. From the Home page a user can 

navigate to various areas on the top menu bar and view the Database of KI Drawings.  

a. Layout 

 The Home page is divided into two main areas, the Upper Menu Bar (green box) and the Drawing 

Database (purple box). The Upper Menu Bar offers access to the Home button (Click KI Drawings to 

reload the home page) and the Login button (for users with login credentials). The Drawing Database 

area shows information and downloadables of KI Drawings, Filters and Sorting options, and access to the 

Bulk Drawing List.  

 

b. Filters and Sorting 

The Drawing Database area has five main filter options listed underneath the Upper Menu Bar in this 

order: Released and Pending, Released Only, Pending Only, Obsolete Only, and Pre-Obsolete Only. Each 

main filter will limit the drawing results to the selected status.  

The list of drawings shown has 11 columns: Row Number, Selection Check-box, Drawing Number, 

Description, REV, Rev Date, Status, PDF, CAD, Author, and Product Line. Each column can be further 

searched using the area next to the column’s magnifying glass. Click the magnifying glass to show 

wildcard search options: Contains, Does Not Contain, Starts With, Ends With, Equals, Does Not Equal, 

and Reset. Each column order can be sorted by clicking the corresponding column title. Some column 

widths can be manually adjusted. To reset the column widths and search filters, click the Reset Grid 

button. To clear only the search filters, click the Clear button. 
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Row Number – shows how many drawings are on a page. The number of pages is shown at the bottom 

right of the Home page. The amount of drawings shown per page is on the lower left of the Home page 

(list 25, 50, or 100 drawings per page) 

Selection Check-Box – used to select drawings to be added to the Bulk Drawing List. Once a drawing(s) is 

selected, the user can click Add to Bulk Download List to add those drawings to the Bulk Drawing List. 

This functionality is explained further in the Bulk Drawing List section.  

Drawing Number, Description – these columns show the drawing's number and corresponding drawing 

description. 

REV, Rev Date – these columns show a drawing’s revision and the date on which that revision was made. 

Status – a drawing’s status can vary along its lifecycle: Pre-Check, Pending, Released, Pre-Obsolete, and 

Obsolete.  

PDF, CAD – if a user has proper access, these columns will show icons to click and download the file 

format of the corresponding drawing. In the CAD column, clicking Multiple will show downloadables for 

individual drawing sheets. 

Author – this is the user who added the drawing to the KI Drawing Site. Author name is specific to each 

drawing revision and may change.  

Product Line – a drawing’s product line is shown here. Clicking the word Multiple will show the various 

Product Lines to which that drawing is related.  
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c. View Drawing History 

To view the revision/lifecycle history of a drawing, click the carrot (>) on the far left-hand column of the 

Home page. A table will drop down showing previous revisions of the selected drawing. In the far right-

hand column of the table, a PDF file can be viewed of each drawing revision.  

 

d. Bulk Drawing List 

To access the Bulk Drawing List, click the burger menu (stack of three lines), on the left-hand side of the 

website just below the main filter options. This list allows a user to download multiple drawings at once. 

Check the box near the Row Number for each drawing to be downloaded. Click Add to Bulk Download 

List just above the column of checkboxes. If the drawings are no longer needed in the Bulk Drawing List, 

click Clear Bulk Download List to remove them. Once the desired drawings are added, click Download 

Drawings. Drawings are downloaded in a zip folder to the browser’s preset save location. 
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3. Drawing Control 

a. Pre-Check Drawing List 

This page lists all the drawings waiting to be pre-checked. If a drawing update is made (before drawing 

pre-check), the pencil icon in the left-hand column can be clicked to Edit and replace the old drawing PDF 

and DXF files. The trashcan icon right of the pencil icon can be used to remove an un-checked drawing 

from the list. 

 

b. Drawing Control Requests 

This page shows the drawings requested to be controlled. There are two main filter options: All Requests 

and Open Requests. A request is given a number starting with D, as seen in the Request Number column. 

Select a Request Number (blue and underlined link) and a page opens showing information about the 

Request. Click the Drawings drop-down at the bottom of the page to view the drawings contained in the 

Request.  
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Section 3 – Author 

1. Login Process 

The KI Drawing Site is designed to be accessed from an external browser (Chrome, Edge, etc.) or within Creo 

using the Internal Creo Browser. 

a. External Browser 

Access the KI Drawing site using the link: https://designportal.ki.com/ . Click the Login button on the top 

of the page. The user’s username and password are the same as their KI Network Credentials. 

Note: Without logging in, a user can still view the drawings of all Released, Pre-Obsolete, and Obsolete 

drawings.  
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b. Creo User – Internal Browser 

A Creo User can input the link (https://designportal.ki.com/) into their Internal Browser. Click the Login 

button on the top of the page. The user’s username and password are the same as their KI Network 

Credentials.  

Using the Internal Browser is the quickest way to add new and revised drawings to the drawing site. This 

will be explained in the Add Drawing section of the manual.  
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2. Home Page 

When arriving at the KI Drawing Site, the Home page is the first page accessed. From the Home page a user can 

navigate to various areas on the top menu bar and view the Database of KI Drawings.  

a. Layout 

 The Home page is divided into two main areas, the Upper Menu Bar (green box) and the Drawing 

Database (purple box). The Upper Menu Bar offers access to the Home button (Click KI Drawings to 

reload the home page) and the Login button (for users with login credentials). The Drawing Database 

area shows information and downloadables of KI Drawings, Filters and Sorting options, and access to the 

Bulk Drawing List.  

 

b. Filters and Sorting 

The Drawing Database area has five main filter options listed underneath the Upper Menu Bar in this 

order: Released and Pending, Released Only, Pending Only, Obsolete Only, and Pre-Obsolete Only. Each 

main filter will limit the drawing results to the selected status.  

The list of drawings shown has 12 columns: Row Number, Selection Check-box, Edit Buttons, Drawing 

Number, Description, REV, Rev Date, Status, PDF, CAD, Author, and Product Line. Each column can be 

further searched using the area next to the column’s magnifying glass. Click the magnifying glass to show 

wildcard search options: Contains, Does Not Contain, Starts With, Ends With, Equals, Does Not Equal, 

and Reset. Each column order can be sorted by clicking the corresponding column title. Some column 

widths can be manually adjusted. To reset the column widths and search filters, click the Reset Grid 

button. To clear only the search filters, click the Clear button. 
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Row Number – shows how many drawings are on a page. The number of pages is shown at the bottom 

right of the Home page. The amount of drawings shown per page is on the lower left of the Home page 

(list 25, 50, or 100 drawings per page) 

Selection Check-Box – used to select drawings to be added to the Bulk Drawing List. Once a drawing(s) is 

selected, the user can click Add to Bulk Download List to add those drawings to the Bulk Drawing List. 

This functionality is explained further in the Bulk Drawing List section.  

Edit Buttons – used for editing and adding a drawing revision to the corresponding drawing. The drawing 

revision process is explained in the Add Drawing section. The icons in the table appear in the column 

below the Clear button. 

 
Use this button to update the data of an existing drawing. 

 
Use this button to add a Revision to an existing drawing. 

 
Use this button to move the existing drawing to Pre-Obsolete status. 

 Use this button to delete drawings from Pre-Check List or from Bulk Drawing Download List 

 

Drawing Number, Description – these columns show the drawing's number and corresponding drawing 

description. 

REV, Rev Date – these columns show a drawing’s revision and the date on which that revision was made. 

Status – a drawing’s status can vary along its lifecycle: Pre-Check, Pending, Released, Pre-Obsolete, and 

Obsolete.  

PDF, CAD – if a user has proper access, these columns will show icons to click and download the file 

format of the corresponding drawing. In the CAD column, clicking Multiple will show downloadables for 

individual drawing sheets. 

Author – this is the user who added the drawing to the KI Drawing Site. Author name is specific to each 

drawing revision and may change.  

Product Line – a drawing’s product line is shown here. Clicking the word Multiple will show the various 

Product Lines to which that drawing is related.  
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c. View Drawing History 

To view the revision/lifecycle history of a drawing, click the carrot (>) on the far left-hand column of the 

Home page. A table will drop down showing previous revisions of the selected drawing. In the far right-

hand column of the table, a PDF file can be viewed of each drawing revision. Clicking the carrot (>) on 

each drawing revision row will show that drawing’s status at the corresponding revision level.  

 

d. Add Drawing 

Adding a new or revised drawing can be done two ways. The quickest is using the Internal Browser 

within Creo (requiring access to Creo). The second way is using an External Browser such as Chrome or 

Edge. Drawings can only be added using PDF and DXF file formats. 

i. Creo User – Internal Browser 

Once Creo is opened, a user can access the Drawing Site by copying the link 

(https://designportal.ki.com/) into the address bar in the Creo Internal Browser. The link can be 

saved as a Favorite for future use. After logging into the site (same login credentials as KI 

computer login), click the Add Drawing button above the Number column. A window will pop-up 

to add the new drawing.  

Click Load Creo Values to automatically fill the Drawing Number, Description, Revision Number, 

and Created Date fields with information from the Active Creo Drawing. The Product Line Code 

needs to be manually filled via the drop-down menu. Multiple Product Line Codes can be 

selected for a single drawing. Click the box next to PMR? if the drawing is part of a Product 

Modification Request.  

Click Export Drawings to create PDF and DXF files of the drawing. The files are exported to the 

user’s Downloads folder (ex. C:\Temp) 

If the Downloads folder is already open, files can be dragged and dropped into the hash-marked 

rectangular box. Files can be dragged and dropped in batches (no need to drag one file at a 

https://designportal.ki.com/
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time). Alternatively, clicking the hash-marked box makes a pop-up appear to navigate to the 

Downloads folder and select the newly exported drawings. If the incorrect files are added, 

clicking Clear Files will remove all added files from the hash-marked box.  

 

ii. External Browser 

After logging into the site (same login credentials as KI computer login), click the Add Drawing 

button above the Number column. A window will pop-up to add the new drawing.  

The Drawing Number, Description, Revision Number, and Created Date fields will need to be 

manually entered. The Product Line Code needs to be manually filled via the drop-down menu. 

Multiple Product Line Codes can be selected for a single drawing. Click the box next to PMR? if 

the drawing is part of a Product Modification Request.  

The drawing to be added will need to be exported into PDF and DXF formats. Choose a desired 

process to make that export and save the files in a common area. The files can be dragged and 

dropped into the hash-marked rectangular box. Files can be dragged and dropped in batches (no 

need to drag one file at a time). Alternatively, clicking the hash-marked box makes a pop-up 

appear to navigate to the location of the files and select the newly exported drawings. If the 

incorrect files are added, clicking Clear Files will remove all added files from the hash-marked 

box.  
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e. Bulk Drawing List 

To access the Bulk Drawing List, click the burger menu (stack of three lines), on the left-hand side of the 

website just below the main filter options. This list allows a user to download multiple drawings at once. 

Check the box near the Row Number for each drawing to be downloaded. Click Add to Bulk Download 

List just above the column of checkboxes. If the drawings are no longer needed in the Bulk Drawing List, 

click Clear Bulk Download List to remove them. Once the desired drawings are added, click Download 

Drawings. Drawings are downloaded in a zip folder to the browser’s preset save location. 

  



KI Drawing Site User Manual - Viewer/Author 6/03/2024 – Rev 1.0 

Page 18 of 18 
 

3. Drawing Control 

f. Pre-Check Drawing List 

This page lists all the drawings waiting to be pre-checked. If a drawing update is made (before drawing 

pre-check), the pencil icon in the left-hand column can be clicked to Edit and replace the old drawing PDF 

and DXF files. The trashcan icon right of the pencil icon can be used to remove an un-checked drawing 

from the list. 

 

g. Drawing Control Requests 

This page shows the drawings requested to be controlled. There are two main filter options: All Requests 

and Open Requests. A request is given a number starting with D, as seen in the Request Number column. 

Select a Request Number (blue and underlined link) and a page opens showing information about the 

Request. Click the Drawings drop-down at the bottom of the page to view the drawings contained in the 

Request.  

 

 


