Creation of specifications:

Step 1. Use SpecsIntact to create the job specs for your project.

Step 2. In SpecsIntact, make sure that you put the correct header information which is the Invitation number. Make sure to choose that you would like the program to put the Section number and page number at the center bottom of each page. 

Step 3. Right click on the spec name on the left side of window

Step 4. Left click on the Process and Print/Publish... command
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i. On the SECTIONS tab:

1. all sections or some sections 

a. if you choose some sections, then you can choose the sections that you want to process by highlighting each one

2. leave the remainder of the choices check 

3. Check the printer

a. If you are wanting to print the pdf files, this will need to be set to Adobe PDF

b. If you are wanting to print hard copies, set this to your printer. The PDF/Publish tab will not be active. 

4. This is what this tab will look like
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ii. On the REPORTS tab:

1. check all reports possible if processing for the verification of errors. 

2. if in the final stage of the specs, then it should not be necessary to have all reports processed or published. 

a. The only thing that you will need to leave checked on is the Submittal Register.
3. The remainder of this tab should look like this.
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iii. On the OPTIONS tab:

1. generally this is set the way that you would want it to be. It should look like this.
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iv. On the HEADER/FOOTER tab:

1. Under Header in the First Header Line window, type in || and choose contract from the variables list on the right side. 

2. Under Footer in the First Footer Line window, 

a. type in | 

b. choose section from the variable list on the right

c. type in –

d. choose page from the variable list on the right

e. type in |

3. This is the way that should look.
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v. On the PDF/PUBLISH tab:

1. Check on the options:

a. Bookmark sections
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Add section number to toc bookmark

ii. Add section number to section toc bookmark

b. Combine process sections into one PDF document

i. Include project toc in combined pdf document

vi. On the WORD PUBLISH tab:

1. If you want word documents, check on the Publish Document(s) to Word option. When you process this, you should not have email open, it will give you an error. 
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vii. If you like all these settings and would like to use them again, then click on the save settings tab on the far right of the window.

Step 5. WANT TO PRINT AND PROCESS THE SPECS?

i. YES

1. click on the Process and Publish button

ii. NO – just want to look for errors or look at on screen

1. click on the Process button.  
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Error processing the pdf files?

i. YES

1. Do as it states here

a. Go to Start…Printers
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Right click on the Adobe PDF printer

c. Left click on the properties to see this window

d. Click on the Printing Preferences button on the bottom to see this window


e. Check off the DO NOT SEND FONTS TO “ADOBE PDF”

f. Click the OK button and exit out
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