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SPECBUILDER LIVE: 1. LOGGING IN

1 SPECBUILDER LIVE: LOGGING IN

Login

ol AdSnei

Zawwad g sl

T 1 ngeee 13 abide iy whe Sanserintion [ndtions

Figure 1a: The SPECbuilder Live login screen

1.1 TolLogIn

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

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

3. Password: Enter the password emailed from NATSPEC. If you haven't received an email from NATSPEC
with your password information, click on I forgot my password, and a new password will be emailed to
you.

4. Click on the | agree to abide by the Subscription Conditions checkbox. Click Login to enter the site and

view the SPECbuilder Live Home page (Figure 1b).
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Figure 1b: SPECbuilder Live Homepage

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

Steps for creating a project:

1. Click on Create Project on the SPECbuilder Live Homepage. This opens the Create Project page (Figure 2a).

2. 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.

3. 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).

4. Fillin the Title for the Project. Description and Metadata (more information if necessary) are optional. Click
Create.
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SPECBUILDER LIVE: 2. CREATING A PROJECT DRAFT

Create new Project Specification

Title

SPEChuilder Live Guide

Description

Test project for 263 Clarence Street

Metadata

Any further information for the project

Worksections
* (221 Site preparation
* 0223 Service trenching

* 0250 Landscape - combined

Create

Figure 2b: Create new Project Specification

SPEChuilder # SPEChulder Domettic Onling  Besogrces  Help  About Lk Contact  Adminsiration .Jnn'l:mHnllr-_.lv

Tiesl project

263 Clarence Streed

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.
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SPECBUILDER LIVE: 2. CREATING A PROJECT DRAFT
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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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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.
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Figure 3b: Project Specification page
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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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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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4  UPLOADING AN OFFICE EDITED WORKSECTION

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 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.

& oty Hipllay -

SPECbuilder ¥ GSPiChullder DomemicOnling Resources Help Abolt Uis  Contscr  Adminisration
-

Office Edited Files

It is possible to include your own Gfice Edited Worksections in the SPEChuilder Live system. These
files are uploadad and Enked to the NATSPEC Classification system and are then available for users
(aned the team) when creating a new project speciflcation

Mate that files uplnaded 1o SPEChullder must be in the docx farmar and cannot have the same
filename as the original MATSPEC worksection,

RECOMMENDATION: i is recomménded that you use this feature mininially. Bach Office Edited
WarksecTion that i cremded will need (o be wpdaled manoelly a3 NATSPEC does nal uifomaticelly moke

chirnges ba your fifes
03350 _DEELECTA_concrete_protection

i 0335hs_DEFLECTA_concrete_protection

ik joceiyn Halley w

SPECbuilder # SPE er Do W Resounces

Office Edited Files  Subscription doy

Upload Office Edited File

File Properties e

Exira information for the fils, 0520hs Partitiens combined

Description

Pre-edited Partitions worksection

File m 0520 Partitions - combined.docx

Upicad file.

Figure 4a: Upload User’'s Document page

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

4. Type in 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.

& jocelm HoRey »

Help AbOUTUS  Contadt | Admantsirathon

Projects
.

Create Project

Select the worksetions required for the profect, dick Create and then you will be asked to Insen
the Project title and Information.

00 PLAMNING AND DESIGN i
0 PLAMNING DESHG - Selected Worksections
Clear
01 GENERAL - Rt
frmane)
02 SITE. LIRDAN AND OPEN SPACES -
03 STRUECTURE -
O30 Fowrndalions -
31 Concrete - in sty 2
032 Condrele - Syslems -

] @031 Precast concrete

] 30322 Tikt-up concrete

O F0325hs DEFLECTA concrete protection V1.docx

O B0325p DEFLECTA concrete protecthon Vi.doox

O Bh0325p DEFLECTA concrete protecthon

033 Masorey -

14 Srael -

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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5 WHAT IS A MASTER DOCUMENT?

SPEChbuilder Live 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.
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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.

g | Lenrymesi Lias Y| il Dwme Fuge B L Viess Sisit by Tl 1 = .
B N o bl By . — = 1
ford Pl foeen Wet utled Gl Foam |00 hew  demaage Spik Swih [T

Layout  Beasig  Lepoul g AN inaee &3 Wirsdn -

View Ribbon

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

£ i Tert Frmaftog -t £
- Shies Lapsnd Cleur
has Futk Ling Dy e s i Cuftbest Yo

Outlining Ribbon
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SPECBUILDER LIVE: 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

NN E

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.

W -0 - - CFECabderl e Gude Lt S8 dov. [Compatsbabty Mede] - Mreresafl faemd
T WIE Q . . T 4 a -
| il ¥ A ! & :
u A i [ a B e = Q
3 [ i [ i Hya & BacAmar Cigdb-Aef i B M 1 = - Emsed
g v b 1 o F g et - Flagh
"l Ot
M ] L o | Tt e
R e e S L R N - AR s R RS (= ] —

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 (WORD 2007, 2010, 2013)

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

H S 64 - SPECbuil
File Home Insert Draw Design Layout References Mailings Review View Developer NATSPEC A
j D‘ 2 Recard Macra §"‘1 ":i& = Aa £ Design Mode @ D méj
- Pause Recording i i+ Properties =
Visual Macros - Add-  Word COM 5 XML Mapping Elock Restrict Document
Basic ! Macro Security ins  Add-ins Add-ins =i Group 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.

Terngheles and S umi [
Templates | Schema | ML Dnpansien Pada | Linked 55
P e—

2\ HATIPEC Vpliala Roamimg Pherenalt’ | fltach,.
+ hotamatcaly gpdile dedumand sTies

ol nemplates sl g ing

Checked fems ae cumently laded
Fullpath:
(g, = o |

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 (WORD 2007, 2010, 2013)
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You will now see the Developer Tab on the main screen
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MS WORD: 6C. USING MASTER DOCUMENTS (WORD 2008, 2011)

6.3 For Microsoft 2008 (Macintosh)

1. Click on the Tools menu
2. Choose Templates and Add-ins
3. Click on Attach
4. Navigate to the location where natspec.dot is saved
5. Click on Automatically update document styles
6. Click on OK
B Word fi IZi Vs vt Poovw Fow [T Tete weees wes e Fymplavas and Add-Ing
DN Tiavian  leveey mo G THL T e L
el Hom ® s =
[ S S — Bt Toms Cobmmd B Dcsigngry (] Maristais b Ukens pateynegabieigh Depide Artach
| Bt i o - |
> i Gt = = P M ausermateally usdate dotermdnd itpie
1 emtireario I
PSR Cobal trrphibes gnd 882 im
w-l.:r.;.::c—.. | ERechnd ith=ti ite Dermirstly ol
FRTRTRRRCRETE  fiag 1 Faim U  — Add
: Wiy Mg g Marager | )
)
1
Oriwbristion
|
| Orgasiser Cancel | (S0
e e

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

- &N Documentl

V- H® -0 - & 9 : 3 usE 8
Mew Doen Sove Pret  Undd Format Eoluniil  Show  Ravigabicn v TS iyl Hétn
(BB 43 ¢E4E = 1 2 3 4 5 &8 T M= N

2. Onthe Master Documents toolbar click the Expand subdocuments button to see the document in full.

(&)

B B3 »

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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7 RESOURCE MATERIAL
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Figure 7a: SPECbuilder Live Homepage

Click on the Resource material link on the SPECbuilder Live Homepage.

$Ftlbuilder @

Resources

i el pull e ! e it Tl will Poelgs i Wi et SpeciBCaDo s wetng

FMATSPLC suppdes 4 nurber of SUDPOInG documenss b el you wee snd gt e mast froms your
wibnerpBor. Thoy ot awidk range of tcicth ncdng B o- wrkrg & gecfeation uing
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dihun e Chas mury of thme doriamen aie evalabie fmm e seelnis awe ne pes

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:

Login to SPEChbuilder Live
Click on the SPECbuilder link to the right of the Homepage.

Click on Subscription downloads (far right).
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Click on Package zip files to open the folder and select the file to download it to your computer (using your Browser
download function)

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

SPEChuilder ¥ 5PECouiider DomesticOnline Resources Help Aboutlls Comace  Administration & Jocelyn Holley =

Subscripiion downloads

Subscription Downloads

A5 well as the NATSPEC specification templates, your subsoription alse includes ather supporing
documents which are inchuded here for download.

I AUSSPEC adaitional resource b
W Falkag p file )
M Retarence specification o
M Simple specification "
I Worksection PDFs with changes highlighted K

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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7.1 NATSPEC Ribbon

E E =1 O
Show/Hide  Delete Text Go
Hidden Test Hidden Text from File NATSPEC

MATSPEC

The NATSPEC Ribbon has four buttons to assist with using the NATSPEC files.

1. Show/Hide Hidden Text - this button will show or hide the Guidance (hidden) text (green text). You can also
achieve this by pressing the pilcrow () on the Home Ribbon.

2. Delete Hidden Text — this button will delete all the Guidance (hidden) text from the document. Even though the
hidden text may be “not showing” it is still part of the document. You may want to keep your PDFs as small as
possible and deleting the Guidance/Hidden text can help with this.

3. Text from File — will assist with Merge Method 2.

4. Go NATSPEC - takes you to the NATSPEC Website.

Please note the following:
That while the Ribbon is useful it's not absolutely necessary to install — you can achieve everything on the Ribbon
through Word itself.
The ribbon will only work on files that are attached to the NATSPEC Template (natspec.dotm) file.

To install the NATSPEC Ribbon check with your IT department, installing this ribbon will overwrite any Word
customisations they may have installed.

1. Download the Ribbon customisation file NATSPECui.exportedUl from SPECbuilder/Resources/NATSPEC
templates.

Go to the File tab and select Options.

Click the Import/Export button.

Import the NATSPECui.exportedUl file that you downloaded and the NATSPEC tab should appear in Word.

2.
3.
4.
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8 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 has to have its own subscription. Each subscribing
Office may have as many members as required.

8.1 To add another Member

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

Welcome to SPECbhuilder and Domestic Online

SPECERIfder Damesic Online Ermu Suhscription

WPk 1L i e Apobanon e SeTRE YOU SOTETE SReORCMON RN b Cambieed
W T D panen of HATSFTC and AL | precess sning WATSPEDS Domsss Drine

b Compleis
AR apeiistiey il |
""" | P ——
it

Latest News
[Pamises MO T Upstate &4 fit B4 D Ut ate
B TUPEE bty eirsasd Sameite Onl-e 4 fom

Trad Eres 1 s Bt et et Safetatritned 18

Oesscile Orlar, pou £38 uhe R 18

W o i g e il site? Ok

b Raton. tns
B e e P |

i b S b A 1 b gt e
v P oplion i oo 19000 Tor 8 S
Promt Sl istion by PPl Suluo

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

8.2 Deleting Members

Login to SPECbuilder Live

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.

el A\
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Figure 8b: Member List page
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9 CHANGE YOUR PASSWORD

Login to SPECbuilder Live.

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

Click Save changes.

el A\

& Jocahym Holley =

SPEChuilder # SPEChulder Domestic Onlifig Resources  Help Anout Us  Contact  Administraticsn

My Details

Perscnal Deonils Pazsword

Current Password
Password

Uipdate woder pasoward as

required
Moaw Fassword

Re-enter Mew Passward

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

10.1 Microsoft Word versions

The documents created in SPECbuilder Live 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.

10.2 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.

10.3 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
as this feature is not available in these programs.

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

10.4 Changes and Feedback

SPEChbuilder Live 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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