NATSPEC Paper

SPECbuilder Guide

Step-by-step guide to using SPEChbuilder

Prepared by

NATSPEC

www.natspec.com.au


http://www.natspec.com.au/

NATSPEC Paper

CONTENTS

11

o wN

6.1
6.2
6.3
6.4

6.4.1
6.4.2

7.1
7.2
7.3

9.1
9.2
9.3
9.4

SPECbuilder: Logging in 3
L0 e T o TR 3
Creating a project draft 4
Adding and deleting a worksection 6
Uploading an office edited worksection 8
What is a Master document? 10
Using a master document 10
For Microsoft Word 2007 and JALET..........cocuuiiiiiiiie ittt et e st e e nbee e s snbeeeennnee 10
Merging — Method 2 (WINAOWS ONIY) ....uviiiiiiiiiiiiiee et e e e e e e e et e e e e e e s aaaeeae s 11
For Microsoft 2008 (MACINTOSN) .....cccouiiiiiiee e e e e e s e e e e e e sttt e e e e e e s sarbareeaeas 14
Where to save the NatSPeC.dOtM fil€ ...........eiiiiiiii e 14
Windows 7 and 10 14
Macintosh 14
Resource material 15
AddING MOTE MEMDEIS ...ttt e et e et bt e e et e e s b e e e e b be e e e abne e e s nnneeeeanbreeenanee 17
IO I= o [ =T aTo T Y 1= o o= PSP 17
(D2 ot (g To Y1) 0 ] o 1= PRSPPI 17
Change your password 19
The Last Word 20
Yoo TS0 1A o] o IRV =T =3 o] o ISP RRRR O 20
F o] o o] T 2 (01N LT PRSPPI 20
Other wordproCessing APPIICALIONS ..........viiiiiiiieiiiii e e e 20
Changes and FEEADACK ..........c.uiiiiii e 20

2 of 20



NATSPEC Paper

SPECBUILDER : 1. LOGGING IN

1  SPECBUILDER: LOGGING IN

SPECbuilder

Login

Email Address

Password: forgot password?

[0 1 agree to abide by the Subscription Conditions

@ Create account

Figure la: The SPECbuilder login screen

11 TolLoglin

Access SPEChuilder via the link on the NATSPEC homepage (www.natspec.com.au).

Email address: Enter the email address that you supplied on your subscription order form.

Password: Enter the password emailed from NATSPEC. If you haven’t received an email from NATSPEC
with your password information, click on | forgot my password, and a new password will be emailed to you.
4. Click onthe | agree to abide by the Subscription Conditions checkbox. Click Login to enter the site and
view the SPECbuilder Home page (Figure 1b).

wh PR

# SPECbuilder Domestic Online Resources Help AboutUs Contact Administration & Jocelyn Holley v
-

HOME

Welcome to SPECbuilder and Domestic Online

SPECbuilder Domestic Online Your Subscriptions
SPECbuilder is an online application that Streamline your domestic specification writing o Combined

simplifies the compilation of NATSPEC and AUS- process using NATSPEC’s Domestic Online. o Complete

SPEC specifications. Read more

* Domestic - Annual Subscription
fieanmors SiCreate project  Professional
sceaispelee *Viewprojects « BUILDING Domestic
® Subscription Downloads

* View projects

o View office edited files Latest News
October 2017 Update As part of this Update
NATSPEC has released Domestic Online, a new

* Upload office edited files

online application for creating domestic
Want to continue using the old site? Click specifications. Inste...

here. Read more

About NATSPEC
NATSPEC is a national not-for-profit organisation owned by the design, build, construct and property industry through professional associations and government
property groups. NATSPEC's objective is to improve the construction quality and productivity of the built environment through leadership of information.

NATSPEC's major service is the comprehensive national specification system endorsed by government and professional bodies. This system comprises two
related strands:

Figure 1b: SPECbuilder Homepage

Your subscriptions: NATSPEC packages subscribed to by your organisation.
You can return to the SPECbuilder Homepage at any time by clicking on the Home tab on the upper toolbar.
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SPECBUILDER : 2. CREATING A PROJECT DRAFT

2 CREATING A PROJECT DRAFT

# SPEChuilder Domestic Online Resources Help AboutUs Contact & Jocelyn Holley =
rs

SPECBUILDER Projects Office Edited Files  Subscription downloads

Create Project

Select the worksections required for the project, click Create and then you will be asked to insert the Project

title and information.

00 PLANNING AND DESIGN v Selected Worksections
01 GENERAL bl Clear
(none)
02 SITE, URBAN AND OPEN SPACES -
020 Demolition -

O [® 0201 Demolition @

O [ 0201b Demolition ®

[0 [# 0202 Demolition (interior and alterations) [#

022 Preparation and groundwork hd
024 Landscape structures -

Figure 2a: Create Project page

Steps for creating a project:
1. Click on Create Project on the SPECbuilder Homepage. This opens the Create Project page (Figure 2a).

2. The Print button creates a printable checklist of all available Worksections to assist with selecting which
Worksections will be used in a project.

3. Select the worksections required for the specification. Click on the Word icon to download and view the contents
of the worksection.
Worksections in blue are NATSPEC. Worksections in red are AUS-SPEC.

4. Check your selections in the Selected worksections box on the right hand side. Click on the Create button and
you will see the Create new Project Specification popup (Figure 2b).

5. Fillin the Title for the Project. Description and Metadata (more information if necessary) are optional. Click
Create.

Create new Project Specification

Title

SPECbuilder Live Guide

Description

Test project for 263 Clarence Street

Metadata

Any further information for the project

Worksections
e 0221 Site preparation
® 0223 Service trenching

e 0250 Landscape - combined
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SPECBUILDER : 2. CREATING A PROJECT DRAFT

Figure 2b: Create new Project Specification

& Jocelyn Holley »

SPECbuilder # SPECbuilder Domestic Online Resources Help AboutUs Contact Administration
Ao

SPECBUILDER Projects  Office Edited Files  Subscription downloads

263 Clarence Street

metadata

description Test project

title 263 Clarence Street

0110 Specification cover sheet
0143 Preliminaries - AS 2124

0171 General requirements

0423 Roofing - profiled sheet metal
0431b Cladding - combined

0520 Partitions - combined

0521 Partitions - demountable

0522 Partitions - framed and lined

Figure 2c: Project Specification page

The Project page appears (Figure 2c). This page contains information about the project created. This page lists the
worksections selected for the project.

1. Click Download to download the project to your computer or server.
2. The downloaded zip file needs to be extracted/expanded/unzipped into a folder.
3. Start editing your project.

Save As

4 L e —
u" . » Computer » Local Disk (C) » Projects V|‘1H S

Organize v New folder =

L Intel 5 Name Date modified Type
, KPCMS

.. Model

8. MSOCache

/. MYOBODBC [
) MYOBODBCAL{=
. Perflogs =
|, Premierl25

|, Program Files

No items match your search.

I/ ProgramData
.. Projects
| Staff meeting

- < " »

File name: NATSPEC Clarence Street_2010-07-15_132538.zip v

Save as type: | Compressed (zipped) Folder v]

4 Hide Folders [ Save ] [ Cancel I

Figure 2e: Download save dialog

SPECbuilder uses your browser download functions to download the zip file. Some browsers automatically download
files from the internet to a Downloads folder on your computer, other browsers ask you where you want to save the
file.
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SPECBUILDER : 3. ADDING AND DELETING A WORKSECTION

3  ADDING AND DELETING A WORKSECTION

Steps to add a worksection to an existing project.
1. Click on View Projects
2. Choose the Project to Add or Delete worksections from
3. Click the Edit button — this will take you back to the Selection tree.

& Jocelyn Holley w

SPECbuilder # SPECbuilder Domestic Online Resources Help AboutUs Contact Administration
-

SPECBUILDER Projects  Office Edited Files  Subscription downloads

263 Clarence Street

metadata

description Test project

title 263 Clarence Street

0110 Specification cover sheet

0143 Preliminaries - AS 2124

0171 General requirements

0423 Roofing - profiled sheet metal
0431b Cladding - combined

0520 Partitions - combined

0521 Partitions - demountable

0522 Partitions - framed and lined

Figure 3b: Project Specification page

SPECbuilder # SPECbuilder Domestic Online Resources Help AboutUs Contact & Jocelyn Holley v
-

LURELINEGU R e Selected Worksections
01 GENERAL . Clear
0221 Site preparation
02 SITE, URBAN AND OPEN SPACES - 0223 Service trenching
020 Demolition \’ 0250 Landscape - combined

022 Preparation and groundwork o~

M [#0221 Site preparation

O 0222 Earthwork

O [ 02229 DHPW (QLD) Earthwork

[ 0223 Service trenching

[ (0224 stormwater - site

024 Landscape structures v

025 Landscape cultivation -
[# 0250 Landscape - combined
[# 0250b Landscape - combined

[# 0251 Landscape - soils

[ 0252p LAWN SOLUTIONS in landscape - natural grass surfaces
[ 0253 Landscape - planting

[# 0254 Irrigation

[m}
O
[0 #0252 Landscape - natural grass surfaces
]
]
O
(m}

[#1 0255 Landscape - plant procurement

Figure 3c: Editing the Project Contents

Make the edits required using the same method used when creating the project.
Click on the Download Project button to download the amended project.
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SPECBUILDER : 3. ADDING AND DELETING A WORKSECTION

WARNING!! pLEASE NOTE: The zip file that will be created and downloaded contains ALL the files for
the project. You may have already edited some of the project files. Make sure the unzip program you are
using does not automatically overwrite existing files or you will lose existing work.
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SPECBUILDER : 4. UPLOADING AN OFFICE EDITED WORKSECTION

4 UPLOADING AN OFFICE EDITED WORKSECTION

It is possible to include your own Office Edited Worksections in the SPECbuilder system. These files are uploaded
and linked to the NATSPEC Classification system and are then available for users when creating a new project
specification.

Note that files uploaded to SPECbuilder must be in the .docx format.

To upload your own Office Edited Files, click on Upload Office Edited File on the Homepage. You will see the
Upload User’s Document page.

& Jocelyn Holley »

SPECbuilder # SPECbuilder Domestic Online Resources Help AboutUs Contact Administration
a

SPECBUILDER Projects Office Edited Files  Subscription downloads

Office Edited Files

It is possible to include your own Office Edited Worksections in the SPECbuilder Live system. These
files are uploaded and linked to the NATSPEC Classification system and are then available for users

(and the team) when creating a new project specification.

Note that files uploaded to SPECbuilder must be in the .docx format and cannot have the same

filename as the original NATSPEC worksection.

RECOMMENDATION: It is recommended that you use this feature minimally. Each Office Edited
Worksection that is created will need to be updated manually as NATSPEC does not automatically make

changes to your files.
m 0325p_DEFLECTA_concrete_protection v

m 0325hs_DEFLECTA_concrete_protection v

& Jocelyn Holley w

SPECbuilder # SPECbuilder Domestic Online Resources Help AboutUs Contact Administration
a

SPECBUILDER Projects  Office Edited Files Subscription downloads

Upload Office Edited File

File Properties VHE
Extra information for the file. 0520hs Partitions combined
Description

’ Pre-edited Partitions worksection

File 0520 Partitions - combined.docx

Upload file.

Figure 4a: Upload User’s Document page

Click on Choose File button
Navigate to where the Office Edited File is located
Select the file and click Open

wh e
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SPECBUILDER : 4. UPLOADING AN OFFICE EDITED WORKSECTION

4. Typein atitle e.g. 0331 HS Brick and block construction. Please make sure it is different from the NATSPEC file
title — to identify that it is different.

5. For Classification number please insert the appropriate 4-digit classification number — this is so the uploaded
worksection appears in the correct location in the file tree.

SPECbuilder # SPECbuilder Domestic Online Resources Help AboutUs Contact Administration & Jocelyn Holley w
-

SPECBUILDER Projects  Office Edited Files  Subscription downloads

Create Project

Select the worksections required for the project, click Create and then you will be asked to insert
the Project title and information.

EOSLANBING ARG h Selected Worksections
01 GENERAL —
(none)

02 SITE, URBAN AND OPEN SPACES v
03 STRUCTURE -

030 Foundations v

031 Concrete - in situ v

032 Concrete - systems a

[ #0321 Precast concrete

[0 0322 Tilt-up concrete

[0 [#0325hs DEFLECTA concrete protection V1.docx

[0 [#0325p DEFLECTA concrete protection V1.docx

O 0325p DEFLECTA concrete protection

033 Masonry v

034 Steel = - —
Figure 4b: Worksection classification tree

Once your files have been uploaded they will be available in the classification tree for selection. The Office Edited
Files are in green.

RECOMMENDATION: It is recommended that you use this feature minimally. Each Office edited worksection that is
created will need to be updated manually as NATSPEC does not automatically make changes to your files.
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MS WORD: 6D. MERGE METHOD # 2 - FOR WORD 2007, 2010 & 2013 ONLY

5 WHAT IS A MASTER DOCUMENT?

SPEChbuilder creates what is called a Master Document from the worksections selected for your project.

A Master Document is a feature found in Microsoft Word. It is basically a standard Word document with links to other
Word documents.

/ps/subscribers/subscriber0910407 2/projectspec — Project:Specification:-Galiwinku:Age:Care

q

[PROJECT: SPECIFICATION:- GALIWINKU- AGE-CAREY |

C:\Users\Jocelyn\Desktop\Galiwinku\0120Information-fortenderers.doc

-1
C:\Users\Jocelyn\Desktop\Galiwinku\0133-Preliminaries- (interiors-and-alterations).docx
C:\Users\Jocelyn\Desktop\Galiwinku\0147-Conditions-of Contract.docf

C:\Users\Jocelyn\Desktop\Galiwinku\0161-Quality-(Construction).doc{

C:\Users\J o(éél‘lln\Desktop\.GaIiwinku\.O179vGeneraI-[g,gnggwgg\g;- (Construction).docy
C:\Users\J oé;?ln‘-Desktop\Galivvinku\0181 Adhesives, -sealants-and-fasteners.dacxy
(65 \Users\Joée?lln\Desktop\.GaIiwinku\O183 Metals-and-prefinishes.docxf
CV\LVJselrsr\.J;)(;Jlln\Desktop\Galiwinku\.01B5Timber-products.-flnishes-and-ugg&mgmﬂ
(05 \U;er;\,Jo<;e?yn‘-Desktop\GaIiwinku\OZO1 Demolition. docxT
(63 \U;er;\Joc;eﬂfn\Desktop\GaIiwinku\OZU1b Demolition. docxT
C \lJ;s;r;\.J ;)(;eI‘lln\Desktop\.GaIiwinku\.OZOZvDemoIitionv(inlerior and-alterations).docx{
C,\Us;r;\J ;;E;Iyn\Desktop\C liwinku\0274-Concrete- 1t doex Y

..... 1'[

C:\Users\Jocelyn\Desktop\Galiwinku\0301s Riling.docx T

Figure 5a: A Microsoft Word Master Document — as created by SPECbuilder

The following instructions guide you through expanding these links. The final document will look like a fully merged
file. The master document and each of the subdocuments are linked — any changes you make to either will appear in
both. Once the document is fully expanded you can go back to Page Layout view and update the Table of Contents
or make any global changes that are required.

RECOMMENDATION: It is recommended that the bulk of the editing required be done in each of the individual
worksection files rather than the Master Document. There will be far less problems with Microsoft Word if you use the
Master Document only for generating/updating the Table of Contents, searching for prompts and any global changes
that may need to be made.

For more information look at the Microsoft Word Help section on Master Documents.

6 USING A MASTER DOCUMENT

6.1 For Microsoft Word 2007 and later

Open the merged document. The document will have hyperlinks to all the subdocuments (worksections).

4. To expand the document, go to View Ribbon and click Outline.

J ﬂ ﬂ E: J Rule! Document Map © 1_ JJ one Page __-;' ; j _]_)wewSldeby Sxf1e ‘ ij,E] E

| Gridiines Thumbnails \ Lmi 43 Two Pages L g
Print Full Screen Web ;omlind Draft _ Zoom 100% _ New Arange Split - o Switch | Macros
Layout Reading Layout Message Ba =] Page Width | window  All q Reset Window Position | windows ~ -
Document Views J Show/Hide Zoom Window Macros
View Ribbon

5. On the Outlining Ribbon click the Expand subdocuments button to see the document in full.

- = N
v Show Text Formatting ‘ — dinsert - Split
[ g | | Show Expand N Close
Show First Line Only Document' Subdocuments B -+ Lock Document || Qutline View
Outline Tools Master Document Close

Outlining Ribbon
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SPECBUILDER : 4. UPLOADING AN OFFICE EDITED WORKSECTION

6.2 Merging — Method 2 (Windows only)

Another way to merge your document is within Word itself. In the later versions of Word you have the
Insert/Object/Text from file option.

Open a blank document

Select the Insert Tab

Click the arrow on the Object button and select Text from file

Navigate to your Project folder

Type Ctrl A (Select All)

Keeping the Ctrl key pressed, unselect any files that you DO NOT want in the merged document.
Press Insert.

Save the file

ONogALNE

Please note you will have to manually insert Page Breaks (Ctrl Enter) if you wish.

This method “pastes” the text into a new document — this document is not linked in any way to the subdocuments.

W9 0= SPECbuilderLive_Guide Oct 2014.doc [Compatibility Mode] - Microsoft Word
Home | Insert | Pagelayout  References  Mailings  Review  View  Developer  NATSPEC  Add-ns  Acrobat
L 3 =B W | - = I A - T -
= = j 3 drﬂ u P féﬁ A 0 . = L 2 1 A —] ‘ﬂ (& signature Line Q i
| M BB U = ot o =5 =K L _ (53 Date & Time =
Cover Blank Page | Table | Picture Clip Shapes SmartArt Chart Screen Hyperlink Bookmark Cross-reference | Header Footer Page Text Quick WordArt e tion Symbol | Embed
Page~ Page Break - Art v v +  Number~ | Box~ Parts~ - 9] Object| - Flash
Pages Tables Nllustrations Links Header & Footer Text ’gd Object... Symbols Flash
[v] I e T, z M7 T S - N 5 IBIE (FRION RF] B i"J Text from File... T S 1
| L‘IIDCIII\JLJIC\;[I TTAL LTI THT UL L. ! ! !

This method also works for Macintosh Users, except that Step 5 is not applicable — you cannot select all the files in
the project folder in one go. You need to select each file to be inserted one at a time. Still a reasonably quick and
easy way to merge multiple documents.
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MS WORD: 6B. USING MASTER DOCUMENTS

1. Attach the natspec.dot template, to have NATSPEC formatting and Toolbar available. Go to Developer tab
and select Document Template.

H -0 &~ = SPECbuil
File Home Insert Draw Design Layout References Mailings Review View Developer NATSPEC A
®% Record Macro ) $# = Aa L Design Mode D ’—‘—‘ =
& B St | o g TR CE ] g La @
Visual Macros 7 Add- Word COM = il XML Mapping ~ Block Restrict Document
Basic *. Macro Security ins  Add-ins Add-ins o == T RL] Pane Authors - Editing =~ Template
Code Add-ins Controls Mapping Protect Templates

Developer Ribbon

2. Click on the Attach button and choose natspec.dot, click Open, check the Automatically update document
styles checkbox and click OK.

Templates and Add-ins

Templates | XML Schema | XML Expansion Packs | Linked CSS |

Document template

C:\Users\NATSPEC\AppData'\Roaming \Microsoft'
Automatically update document styles
Attach e-m ages
Global templates and add-ins
Checked items are currently loaded.

Full path:

Organizer...

Templates and Add-ins dialog

If you cannot see the Developer Tab ...

To work with Templates you will need access to the Developer Tab, which is not available unless you turn it on. To
view the Developer tab:

1. Select the File tab.

2. Select Options.

3. On the Word Options dialogue box select Customize Ribbon on the Left Menu and then Tick the checkbox next to

Developer.
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MS WORD: 6B. USING MASTER DOCUMENTS

Info

SPECbuilderLive_Guir

M: » SPECbuilder » SPECbuilder Liv

! Compatib
miT Some new feat
Save As . versions of Offi
Jonvert
layout changes
Save as Adobe
PDF
Protect D¢
» Control what ty
Protect
Document ~

@ Inspect D
c Befo

re publishi
Check for Document
Issues~ Headers a1
Characters
Account o
Content tk

Feedback et

Options
pt ’—\_‘ Manage [
Q % Today, 00
Manage
Document ~

Word Options

General
Display
Proofing
Save
Language

Ease of Access

Advanced

Quick Access Toolbar
Add-ins

Trust Center

EHE Customize the Ribbon and keyboard shortcuts,

Choose commands from:

Popular Commands v

Accept Revision -
Add Table 4
Align Left
Bullets »
Center
Change List Level »
Copy
Cut
Define New Number Format..
Delete
Draw Table
Draw Vertical Text Box
Email
Find
Fit to Window Width
Font
Font Color
Font Settings
Font Size
8' Footnote
» Format Painter
A Grow Font
{3 Insert Comment
— Insert Page Section Breaks 4
[ Insert Picture
Insert Text Box
E Lme and Paragraph Spacing [

YEERY ¢

>> 0

Keyboard shortcuts: | Customize...

You will now see the Developer Tab on the main screen

Customize the Ribbon: G

Main Tabs B

Main Tabs 7S
[ Blog Post

M Insert (Blog Post)

[ Outlining
Background Removal

|E [ Home

Clipboard
Font
Paragraph
Styles
Editing

M insert

[ Design

M Layout

AReferences

M Mailings

[ Developer
M NATSPEC (Custom)

New Tab

New Group Rename...

Customizations: [ Reset v }

[Imgor(/Export ':’ 0

Cancel
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MS WORD: 6C. USING MASTER DOCUMENTS (MACINTOSH)

6.3 For Microsoft 2008 (Macintosh)

. Click on the Tools menu

. Choose Templates and Add-ins

. Click on Attach

. Navigate to the location where natspec.dot is saved
. Click on Automatically update document styles

. Click on OK

OO WNPRF

Ll

Templates and Add-ins
@ Word File Edit View insert Format Font Table Window Work Help $ =
CRE 0554+5taig  Spelling and Grammar... XL fibility Mode] ]
& B e AYRR | Document template ]
@ = i Hyphenation...
New Open Save Priot Undo fedo Format Tables Columes Dictionary... i 5 Macintosh HD:Users:jocelynrashleigh.Deskte  ( Attach...
| Cocument Bements. Language... Graonics | woraan i ]
= e e 'j Word Count... ‘E Bty Nt b SO— 1 ™ Automatically update document styles
1 AutoCorrect... Global templates and add-ins
21 INTERIOR Track Changes » s, ladders and walkways'® | .
i 1 Merge Documents... F Checked items are currently loaded.
. Protect Document {
[0554 STAIRS. CADDERS & Flag for Follow Up... E Add...
Mail Merge Manager
- 1 -+ GENERALY Envelopes... | Remove
Labels...
£ 11+ RESPONSIBILITIES! | oyvc Wizard...
*Generaty Address Book
Generat: Conform 1o tho Sel
+1.2-+ CROSS REFERENCI _ Macros... 1
- oS Templates and Add-Ins...
Regurement Conformtoml _ Customize Keyboard...
- +Gonerat requirements. 1 TEE—
+1.3 -+ INSPECTION ERlp=ehy
«Notice™
£ Inspection: Give notice 60 that inspecson may be made of the foliowing: 1
+Shop fabricated or assembled items rady for dekvery 10 the site. ¥ Il
£ ~Commencement of shop of site wolding Description
~Site erocted assemblies on completion of erection, before 3ppyng finshes. T -
2 +Stee! surfaces prepared for, and mmegately before, 16 appled firishes. |
1.4+ SUBMISSIONS ™ |
3 * Subcontractors ™
E ‘General: Submit names and contact details of proposed supplers and instatiers, ¥
*Shop drawings ¥ - > Organizer... Cancel @
= 088 s

Sec 1] Pages 105 Words:  Oof 1548 o T

1. To expand the document, go to View/Outline. You will see the Outlining Toolbar. The last button on the
Toolbar is as shown below

‘@006 = Documentl
E-oH= - & I o @ B oM ©

Mew Open Save Print : Undo Redo Format Tables Columns 5hnw§ MNavigation Callery Toolbox Zoom Help

dh= 1 2 3 4 5 6 7!:;5

G= 5= 55 4=

2. On the Master Documents toolbar click the Expand subdocuments button to see the document in full.
‘G

B O B &>

6.4 Where to save the natspec.dotm file

6.4.1 Windows 7 and 10

1. Copy natspec.dot

2. Navigate to C:\Users\Your Log in\AppData\Roaming\Microsoft\Templates
3. Paste the file

6.4.2 Macintosh

1. Copy natspec.dot

2. Navigate to Yourlogin\Library\Application support\Microsoft\Office\User Templates\My Templates
3. Paste the file
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SPECBUILDER DDING MORE MEMBE

7 RESOURCE MATERIAL

SPECbuilder # SPECbuilder Domestic Online Resources Help AboutUs Contact & Jocelyn Holley v
A

HOME Latest News

Welcome to SPECbuilder and Domestic Online

SPECbuilder Domestic Online Your Subscriptions
SPECbuilder is an online application that Streamline your domestic specification writing. e Combined
simplifies the compilation of NATSPEC and AUS- process using NATSPEC's Domestic Online. « Complete

SPEC specifications. Read more =
o Professional

Read more| o create project

® Create project * View projects

* Domestic Online - Single Project

* View projects

 View office edited files

 Upload office edited files Latest News
October 2017 Update As part of this Update

NATSPEC has released Domestic Online, a new
Trial use: If you have not yet subscribed to

Domestic Online, you can use it to
complete a specification, but will not be
able to download it. At this point you will be
given the option to pay $99.00 for a Single

Want to continue using the old site? Click online application for creating domestic

here. specifications. Inste...

Read more

Project Subscription by PayPal. Subscription
Conditions.

About NATSPEC

NATSPEC is a national not-for-profit organisation owned by the design, build, construct and property industry through professional associations and
government property groups. NATSPEC's objective is to improve the construction quality and productivity of the built environment through leadership of
information.

Figure 7a: SPECbuilder Homepage

Click on the Resource material link on the SPECbuilder Homepage.

SPECbuilder # SPECbuilder Domestic Online Resources Help AboutUs Contact Administration & Jocelyn Holley »
a

NATSPEC templates TECHnotes TECHreports SPECnotes Standards Info  Update Info

Resources

Here you will find all the extras that will help you with your specification writing.

NATSPEC supplies a number of supporting documents to help you use and get the most from your
subscription. They cover a wide range of topics including tips on writing a specification, using
SPECbuilder, tips on using Microsoft Word and technical information.

Most of the supporting documents are in Adobe Acrobat format.

Also note that many of these documents are available from our website www.natspec.com.au(@

Figure 7b: Resource Material Downloads page
The Resource Material Downloads page links to the PDF documents that are part of your subscription. Documents
available for download include TECHnotes, TECHreports, NATsource, etc. This is material that is available to all
subscribers.

Subscription downloads
If you wish to download your entire package so that it is local rather than online do the following:

e  Login to SPECbuilder
®  Click on the SPECbuilder link to the right of the Homepage.
®  Click on Subscription downloads (far right).

e  Click on Package zip files to open the folder and select the file to download it to your computer (using your Browser
download function)
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MS WORD: 6B. USING MASTER DOCUMENTS

e Once the file is downloaded, unzip/extract the file and copy it to wherever you wish to keep the files for access.

SPECbuilder # SPECbuilder Domestic Online Resources Help AboutUs Contact Administration & Jocelyn Holley v
a

SPECBUILDER Projects  Office Edited Files  Subscription downloads

Subscription Downloads

As well as the NATSPEC specification templates, your subscription also includes other supporting
documents which are included here for download.

B AUS-SPEC additional resources v
W Package zip files v
m Reference specifications v
W Simple specifications v
I Worksection PDFs with changes highlighted o

The Worksections folder contains PDF files of the package you have subscribed to in Workgroups. It is fully
searchable and printable. These documents contain the changes since the previous update highlighted in yellow.
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MS WORD: 6B. USING MASTER DOCUMENTS

7.1 Adding more members

The nominated office contact in the NATSPEC database is considered the Manager (Administrator). The Manager is
able to add more users/members from their organisation.

NOTE: Under NATSPEC Subscription Conditions each Office must have its own subscription. Each subscribing
Office may have as many members as required.

7.2 To add another Member

1. Login to SPECbuilder .
2. Click the Admin tab and click on Manage users

SPECbuilder # SPECbuilder DomesticOnline Resources Help AboutUs Contact Administration & Jocelyn Holley v
a
My Details
(OME
Organisation
: Manage Users

Welcome to SPECbuilder and Domestic Online el
2 . ) . (@ Logout

SPECbuilder Domestic Online Your Subscription

SPECbuilder is an online application that Streamline your domestic specification writing » Combined

simplifies the compilation of NATSPEC and AUS- | process using NATSPEC's Domestic Online. b Complete

SPEC specifications. Read more
p Professional

Read moré o create project
o Create project o View projects

* View projects

p Domestic Online - Single Project

p Administration-user

* View office edited files
Latest News

Dctober 2017 Update As part of this Update
IATSPEC has released Domestic Online, a new

e Upload office edited files

Trial use: If you have not yet subscribed to
Domestic Online, you can use it to
complete a specification, but will not be
able to download it. At this point you will be
given the option to pay $99.00 for a Single

‘Want to continue using the old site? Click
here.

nline application for creating domestic
specifications. Inste...

Read more

Project Subscription by PayPal. Subscription
Conditions.

3. Enter the relevant information.
4. Under Member Options choose whether the new member will be a Manager or Contributor.
5. Click Save. The new member will be emailed their login information

Figure 8a: Add new member page

7.3 Deleting Members

Login to SPECbuilder

Click the Members tab and click on List

Locate the Member to be deleted and click on the blue cross under the Action column.
Click Remove on the popup box.
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SPECbuilder SPECbuilder Domestic Online Resources Help AboutUs Contact & locen Holleys

Manage Users

Only Managers can add or remove users. When new users are invited, they will need to check their email inbox and follow the instructions they
receive.

Active Users

Firstname Surname Email address Role Status Action
Carlos Cabral manager active x
Nick Carr manager active x
Ringo Chan manager active X
Chris Edwards manager active b 4
Donna Hicks manager active b 4
Wayne Krygsman contributor active b 4
Nandini Mehta manager active b 4
Tammy Phounsavanh manager active X
Spence contributor active X

Figure 8b: Member List page

18 of 20



NATSPEC Paper

SPECBUILDER : 9. CHANGE YOUR PASSWORD

8 CHANGE YOUR PASSWORD

Login to SPECbuilder .

Click the menu under your name and select on My Details
Enter the relevant information.

Click Save changes.

PR

SPECbuilder # SPECbuilder Domestic Online Resources Help AboutUs Contact Administration & Jocelyn Holley v

My Details

Personal Details Password

Password Current Password

Update your password as

required
New Password

Re-enter New Password

Figure 9a: Change Personal Details page
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9 THE LAST WORD

9.1 Microsoft Word versions

The documents created in SPECbuilder are in Microsoft Word DocX format. If you are running an earlier version
(*.doc) of Microsoft Word you can still use these files though you will need to download the Compatibility Pack in
order to read these files.

9.2 A word on Browsers

The best browsers to use — if you have a choice — are Firefox and Chrome. Sometimes if things are not working as
they should — try a different browser to see if you can duplicate the issue.

9.3 Other wordprocessing applications

We have some users who are using other wordprocessing programs such as Pages on the Macintosh and Google
Docs. There is no reason why you can’t use these programs but there will be issues with the Guidance (hidden) text
and other more advanced features.

If you wish to continue using these applications the Guidance text is available for you to read in the supplied PDF
files.

9.4 Changes and Feedback

SPEChbuilder is an evolving program. We take Subscriber Feedback very seriously and have made some changes to
the user interface to address this feedback. Any comments would be appreciated. Please note that there will be
changes from time to time but that we do try to keep them to a minimum.
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