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Chapter 1

Introduction

Welcome to a new and better way of editing standard contract forms for construction
projects. Designed to permit easy editing that is similar to word processing, DocuBuilder®
Contract Document Software can automatically show changes from the ConsensusDOCS
and AGC standard contract forms when the documents are previewed or printed. This
automatic comparison feature means that the parties to a contract can more quickly review
and comprehend the edited document by concentrating on the changes from the standard
forms.

Other significant benefits of the program include the following:

ConsensusDOCS: DocuBuilder includes an important family of industry model contract
documents. ConsensusDOCS is a group of subcontractors, prime contractors, public and
private owners, surety bond producers, and other industry organizations that will be
publishing many model documents and forms. The DOCS stands for designer, owner,
contractor, subcontractor and surety. As the range of organizations participating implies, the
aim of these new consensus documents is to provide model language drafted with industry-
wide participation for the benefit of the entire industry. The Associated General Contractors
of America (AGC) and the Construction Owners Association of America (COAA) are folding
their current contract documents programs into the ConsensusDOCS effort. Partners in the
collaborative drafting include:

National Association of State Facilities Administrators (NASFA)
The Construction Users Roundtable (CURT)

Construction Owners Association of America (COAA)
Women Construction Owners & Executives, USA (WCOE)
Association for Facilities Engineering (AFE)

Associated General Contractors of America (AGC)
Associated Specialty Contractors, Inc. (ASC)

Construction Industry Round Table (CIRT)

American Subcontractors Association, Inc. (ASA)
Associated Builders and Contractors, Inc. (ABC)

Lean Construction Institute (LCI)

Finishing Contractors Association (FCA)

Mechanical Contractors Association of America (MCAA)
National Electrical Contractors Association (NECA)
National Insulation Association (NIA)

National Roofing Contractors Association (NRCA)
Painting and Decorating Contractors of America (PDCA)
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Plumbing Heating Cooling Contractors Association (PHCC)
e National Subcontractors Alliance (NSA)
Sheet Metal and Air Conditioning Contractors’ National Association
(SMACNA)
Association of the Wall and Ceiling Industry (AWCI)
National Association of Electrical Distributors (NAED)
Door and Hardware Institute (DHI)
National Ground Water Association (NGWA)
American Society of Professional Estimators (ASPE)
Water and Wastewater Equipment Manufacturers Association, Inc.
(WWEMA)
Air Conditioning Contractors of America (ACCA)
National Association of Surety Bond Producers (NASBP)
The Surety & Fidelity Association of America (SFAA)
Construction Financial Management Association (CFMA)
Construction Specifications Institute (CSl)

Global Options: In one location, you can automatically replace the specific terms "Owner",
"Design-Builder", "Design Professional”, "Constructor”, “Construction Manager”, and the
phrase “the state in which the Project is located" throughout your project by terms of your
choice.

Database Integrity: When you need to edit a contract, you create a new project file. Creating
or editing a project file in DocuBuilder does not affect the master database of contract forms.
Each project file is like a transparent overlay over the original forms. The projects contain your
selections and changes. When you print a document, the result is a merger between the
original ConsensusDOCS or AGC contract form and your changes. Your project changes do
not modify the underlying original contract form in the master database. You can also choose
to print a Clean Document, which does not underline your additions or strike through your
deletions. In either case, the master version of the document is always preserved and you
can revert to the master version at any time.

Links: Links in the database make the master database "intelligent." When you select a
document for your project file, the on-screen status box for each master paragraph within the
selected document will turn green, automatically including those paragraphs in your contract.
In the Tree Panel, the status boxes of related documents will also turn green, adding those
documents to your project. The status boxes of documents that are incompatible with a
selected document turn red, indicating that you should not use those documents. And the
status boxes of documents that are often used with a selected document may be highlighted
with yellow, indicating that you may need those documents for the project.
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Notes that Don’t Get in the Way: As you click on documents and paragraphs, context-
sensitive notes to the user display in a separate Notes panel that can be left open or closed
entirely. The notes are designed to give you additional information about key provisions in the
master text, helping you make decisions appropriate for your project. Notes can consist of
text, graphic images, or a combination of text and graphic data. Notes may also include
hyperlinks to websites that, when clicked, open a browser window.

Annotating Options: You can also attach notes of your own to any paragraph, including
paragraphs you have added. You can print draft copies of the documents and choose to print
your notes for each provision of the document you are reviewing or completing. When you
print the final document, you can deselect the option for printing notes.

Word Processing Features: You can automatically insert a customized header for all the
documents in a project in one location, using optional keywords for variables such as project
name and number. You can change fonts and font sizes for each text level and use regular,
bold, italic, or bold italic characters. You can select portrait or landscape page orientation. A
find/replace feature allows you to search for any word or phrase and replace it, if necessary.
A spell checker allows you to find errors in any text you add. Using Insert Page Break allows
you to determine where the page breaks are located in the final document.

Electronic User Manual: This User Manual is available in electronic format and may be
accessed from our web page. Using the “find” feature in the edit menu offers you a quick way
to “thumb through” the manual electronically, to find something you might remember reading
but can't find quickly in the hard copy version.

DocuBuilder's master database of standard contract forms and its user-friendly software
interface are intended to make modifying contract forms a much easier task than it has ever
been before. The many benefits of DocuBuilder will improve the quality of your contract
documents. The many productivity features also will gradually improve your speed. Review
this User Manual before you begin using DocuBuilder to get the greatest benefit from the
many helpful features of this program, especially the chapters "Editing a Document," and
"Printing."
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How Is Editing in DocuBuilder Different from Word
Processing?

DocuBuilder incorporates many word processing features, including the following:

Optional headers
Click and type to add text
Highlight and delete to remove text

Click at the beginning or end of a paragraph and press Enter to create a new
paragraph

Formatting by styles associated with the levels of text

These features are explained later in the manual.

Although it incorporates these word processing features, DocuBuilder is not a conventional
word processing application. Some of the ways in which it differs follow:

Project overlay: All information about a project is contained in a single project file
created for each new project. This project file can be conceptualized as a
transparent overlay sheet through which you can read everything in the database.
As you select, edit, exclude, or add text, notations of these inclusions and deviations
from the master are registered in the project file. Through the overlay, your view of
the master contract is modified to include your entries to the project file, but the
master database itself is never modified.

Links: When you select a document to include in your project, links automatically
select all of the text in the standard contract form. If you decide to exclude a
paragraph selected by a link, you do so by clicking twice on the status box adjacent
to it (Click once to select, once more to exclude). Subordinate text will also become
inactive (removed) without actually deleting the master text.

Automatic comparison or redline feature: You can edit master paragraphs and
add your own paragraphs. When DocuBuilder assembles the final document for
previewing or printing, master text you have excluded (or edited out of a paragraph)
is indicated by strikethroughs. Text you have added is underlined. You can also
choose to print a Clean Document, which does not underline your additions or strike
through your deletions.

Not all text is part of your project: Since your project is an overlay over the master
(the original contract documents), and you cannot modify the master, there will be
times when there is text you can see in the master that is not part of your project.
Text that is in your project is active. Text that is in the master but not in your project is
inactive. Inactive text appears in a grayed font and its status columns are a light
gray. Selected text has a green status box (indicating selection by a link), a
checkmark in the status box, or both. If the parentage of the selected text is
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complete, selected text becomes active. It turns black and its status columns turn a
dark gray. Inactive master text appears in the final document with strikethroughs,
unless you choose to print the Clean Document. Inactive user-added text does not
appear at all in the final document.

e Status columns: The on-screen working environment for DocuBuilder resembles a
document in word processing, except that each paragraph is actually one field within
a data record. Adjacent status columns contain additional information about the
paragraph, such as its current selection status, its origin, and the availability of
Master and Project notes.

e Global formatting: If a project contains more than one document you can easily
use global formatting options to format all the documents in the same way. Because
all information is contained in a single project file, you make decisions that apply to
the whole project—page setup, fonts, and headers, for example—in one place. You
can use the default page format or customize it to suit your preferences. The format
is applied automatically to each document in the project.

¢ Final printed output differs in appearance from the working environment: The
documents include green text that indicates global options that can be changed in
the Project Summary Information dialog box. Fill-ins are shown in red, within square
brackets. When the document is printed, however, these color distinctions and
markers disappear. Also, unlike a word processor, DocuBuilder has the option to
show the differences from the master document in the printed output. Inactive
master paragraphs (text that is unselected, excluded, or with incomplete parentage)
appear in the final hard copy with strikethroughs, whereas they are indicated on
screen by grayed out text. When using the Document Comparison report, edited
master paragraphs also appear different in print. Deletions are stricken through, and
user additions are underlined. New paragraphs you have added show up completely
underlined in the printed document. The Clean Document option allows you to print
a clean contract without any underlines or strikethroughs, although there will be a
vertical line in the margin of the page where there is added, changed or deleted text.
When you use the Clean Document print option, the standard footer is replaced with
a footer that indicates that the document has been edited from the standard
ConsensusDOCS or AGC document.

One advantage of the DocuBuilder approach is that all the master text is always available for
use on future projects. None of the master text is ever deleted. In DocuBuilder, when you
copy a document or a whole project file for use on another project, you copy only the
information in the project overlay. When you view the new project file, you see the entire
master as overlaid by the project information. Options not needed on the original project that
might apply to the new one are still visible and available for selection, in contrast to the word
processing alternative.
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Using This Manual to Learn about DocuBuilder

This manual is an introduction to DocuBuilder and an aid to learning its use. Each chapter
provides an overview to the concepts and functions of the software. In addition, step-by-step
instructions guide you through using the features. DocuBuilder is designed to be as intuitive
as possible. If you are familiar with other Windows programs, it should be easy to learn
DocuBuilder’s basic operations. If you are new to Windows, it would be best to learn the
fundamental Windows conventions before using DocuBuilder for the first time. At a minimum,
you should understand how to open several windows concurrently and display and re-size
them for greater productivity.

Learning to use any new program requires a time commitment, and DocuBuilder is no
exception. You may need some time to get used to the linking operations and the concept of
selected versus excluded text. And navigating through DocuBuilder with maximum efficiency
is a skill that improves with practice. However, if you usually write or edit with a commercial
word processing program, some of your skills—such as cutting and pasting via the Windows
Clipboard—uwill be immediately useful.

This manual is organized in modules that reflect normal workflow. If this is your first time
using the system, start at the beginning and work through the chapters in order. You should
read at least this Introduction and the following chapters in this manual: "Software
Orientation," "Starting a New Project File," and "Editing Documents." After you are
comfortable with the application, you can go directly to topics for which you need additional
assistance. You may also want to use on-line Help.

On-line Help will get you answers fast, without having to read through a lot of instructions. The
relatively small Help window stays "on top" while you follow the instructions, rather than
disappearing as soon as you click elsewhere, like other windows. This allows you to check
the instructions as you work, without backtracking to find your place in Help again. On your
initial project you may want to experiment with editing and production strategies. You may
also want to experiment with customizing the look of your documents (see the "Printing”
chapter in this manual for some ideas). Although your first effort will be a learning process,
with practice you will be able to produce better contract documents faster and with less effort
by using DocuBuilder. The chapter overviews below can help you find information quickly.
Check out the table of contents and the index for more detailed topics.

Chapter 1 - Introduction

This chapter describes DocuBuilder’s basic benefits and lists key features. Chapter 1 also
includes a brief overview of the remaining chapters.

Chapter 2 — Installation and Registration

This chapter gives you system requirements and step-by-step instructions for installing and
registering DocuBuilder to a stand-alone computer or a network installation.
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Chapter 3 - Software Orientation

In this chapter, you get a guided tour through DocuBuilder’s windows, menus, and toolbar
commands. You get navigation strategies so you can use the product in the way that is most
comfortable for you. You also learn how to access and use on-line Help.

Chapter 4 - Starting a New Project

In this chapter, you learn how to create and hame a new project file. You also get step-by-
step instructions for setting global options, selecting documents, opening an existing project,
and copying project files.

Chapter 5 - Editing a Document

In this chapter, you learn how to open and navigate within a document, select and exclude
text, and use Notes. You learn how to edit, add, delete, copy, paste, promote, and demote
paragraphs. You learn to import large blocks of text from the Clipboard. Finally, you learn how
to copy a document from one project file to another.

Chapter 6 - Understanding Links

Links are very effective tools for ensuring that relevant information is included in your
documents. DocuBuilder provides system links and allows you to add, change, and delete
your own links. This chapter guides you through understanding and using the Link function.

Chapter 7 - Printing

DocuBuilder includes a number of printing and formatting tools so you can prepare
documents with a customized, consistent, and professional appearance. This chapter
describes how to establish a document format, establish page settings, and create headers.
In addition, you learn how to preview and print your documents.

Chapter 8 - Managing Projects

This chapter covers how to compact and archive projects. In addition, this chapter presents
several useful project management concepts, including the creation of master project files.

Appendix A — Contract Document Descriptions

Appendix A lists all the contract documents in DocuBuilder and includes a short description of
each.
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Chapter 2

Installation and Registration

This chapter provides detailed instructions for installing DocuBuilder. It includes:

pre-installation tasks,

detailed stand-alone installation instructions,
instructions for installing to a network,

directions for gaining access to the software, and

directions for unpermitting and moving the software.
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Chapter 2 : Installation and Registration

Before Installing DocuBuilder

Whether you are installing DocuBuilder for the first time or installing a new version, you
should review the following information, which helps you avoid most common installation
problems.

NOTE: If you are installing a new version, do not uninstall your current version. Just install
the new version over the existing installation using the installation instructions in
this chapter.

Print and Use the Latest Copy of this Chapter from our Web
Page.

The User Manual is periodically updated. For the most up-to-date information, print out and
use the latest copy of this chapter from our Web Page.

Print all chapters or any single chapter. The installation chapter is chapter 2.

Subscription / Meter Mode Option

You have the following options:
1. Buy an annual subscription that includes one or more catalogs of documents

2. Use a Meter Account to pay for printing one document at a time during a one year
period

3. Combine a Subscription with a Meter Account

Access Key and On-Line registration

After you install DocuBuilder for the first time, if you have purchased a subscription, you will
need to obtain an access key in order to use the software. You do not need a new key if you
are installing a new version over an existing version. The key will continue to work until it is
time for your renewal, unless you move the software or upgrade the computer where
DocuBuilder is installed. The key is what gives you access to the documents and the number
of licenses that you have purchased.

10
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Over the Telephone

To obtain an access key over the telephone or via email, follow the directions in this chapter
for installing or moving DocuBuilder, and then contact DocuBuilder technical support toll free
at 866-362-8253, 800-282-1423, or 404-365-3999 or by email at
support@consensusdocs.org. You will need to provide us with your Access ID, which can be
found in the Registration and Settings dialog box as described later in this chapter. If you
purchased the software on-line and would like to register on-line, see below for on-line
registration instructions.

DocuBuilder technical support is located in Atlanta and office hours are 8:30 a.m. to 5:30 p.m.
Eastern Time (ET), on normal business days. If you call or email at other times, it is unlikely
you will be able to obtain an access key at that time. If you leave a message or send an email
with your Access ID, you will be contacted at the beginning of the next business day.

On-Line Registration

To obtain an access key on-line, you are required to have an Electronic Invoice ID, which is
supplied when the software is purchased online. Previous to registering online, follow the
directions in this chapter for installing DocuBuilder. Upon starting the software, you will
receive a dialog box:

) You can use the ConsensusDOCS 400 document to evaluate this software for free, Click OK in the following dialog to continue in evaluation mode.
LY

To purchase documents choose 'Purchase DocuBuilder' from the Help Menu to buy online, You can also call 1-800-282-1423 to order by phone,

Once you purchase, to gain access to your documents, you can use your Electronic Invoice ID (EID) to register online in the following dialog. You can also call Technical
Support at 1-800-282-1423 to register manually.

After clicking OK, the Registration and Settings dialog box appears:
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[ Registration and Settings 1

Beaqistration l Syztem Settings]

Accesz ID; Aocesz ey
| B76ED7BD |
User Count: Catalogs
Single Uzer | General Contracting
Subsgcrphon Effective Dates: [ Design-Buid
| Ma Currert Subscription W) Ll i Fligg [ rigim

| Subcontracting
[~ AGLC Contracts
[ Short Farm

Reagister Here I Mortheast Region
Click the button to automatically register
online. Vou will need your lnvoice 1D,

taster Databasze Effective Dates:
|f-‘«ug 01, 2007 To Dec 10, 2007

I Southern Region
[ Midwest Region

You can alzo register manually by calling [~ Westein Region

DocuBuilder Suppart at 1-800-282-1423.
You will need the Accesz [0 shown
above.

Register Product Online |

Accounts
oA teter Acct Mo: H/A
Subzcription N/A
anct Mo b eter Walue: $0
Ok, ‘ LCancel ‘ ‘

If you have already purchased the software on-line, and you have your Electronic Order ID,
click on Register Product Online. (If you have purchased the software, but do not have your
Electronic Order ID, call Technical Support at 800-282-1423 or 404-365-3999.)

You will see a dialog box for entering your Electronic Invoice ID.

Register Your Product 1

Flease enteryour DocuBuilder Electronic Invoice D (EID):

0k | Cancel

After filling in your Electronic Invoice ID and clicking OK, you should receive a message:
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-

DocuBuilder Subscription Registered W

» | } Your product was Successfully Registered,

Or, if the purchase was a Meter Mode purchase:

DucuBuiIder Meter Registered W

i :l Your product was Successfully Registered.

The new Meter value is $200

NOTE: If you are moving the software to a new location, you must first call DocuBuilder
Technical Support to acquire an Unpermit key. See the end of this chapter for
instructions.

Single User Subscription

Even if your subscription is for a single user, keep in mind that you can install DocuBuilder on
your network. A network installation of a single user subscription allows more than one user
(but only one at a time) to access the program. If you purchase a Meter Account, an unlimited
number of people may access the software at the same time. Network installation is
described later in this chapter.

NOTE: If only one person in the office needs to use the software, do not do a network
installation. Follow the directions for a Standalone installation. When you create
projects you will be able to save them anywhere on your network. Network
installations are only for sharing licenses between multiple users.
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Hard Disk Space

Check your hard disk to make sure you have enough space. You should have about 300
megabytes available after your DocuBuilder installation is complete to avoid problems with
operations like copying projects. For a new installation, this means you should have about
500 megabytes available.

Access Rights to Server for Network Installations

If you are installing on a network, all users need to have full edit, create, and delete rights
within the DocuBuilder folder on the server.

General Requirements for DocuBuilder

DocuBuilder runs under 32-bit or 64-bit Microsoft Windows environments on Intel compatible
personal computers. Windows 7, Vista or XP is strongly recommended. The following
describes the hardware and software recommendations to operate the software on your
compulter.

¢ Aswith any Windows-based application, faster system components and more
system memory enable faster performance.

e The speed of the disk drive is important since DocuBuilder is a database-based
system.

e Use of a higher resolution video card and monitor enables more information to be
displayed on the screen.

e Printers with higher resolution typically do a better job of printing your documents
and often print faster as well.

Hardware and Software Recommendations
¢ Intel-compatible processor, 1 GHz or better

e  Windows™ 7, Vista or XP

e 512 (or more) megabytes of RAM

e 200 MB of available disk space

e XGA or better monitor - 1024 x 768 (or higher) resolution and matching video card
e 600 dpi laser printer

¢ Internet Explorer 5.5 or higher (5.0 minimum)

e High Speed Internet Connection required (for Meter Account)

An online connection is required to purchase a Meter Account or register online.
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No other software is required to use DocuBuilder. Formatting and printing of documents is
accomplished from within the program. If desired, Portable Document Format (PDF) files can
be created using Adobe Acrobat.

Time and Date

DocuBuilder security is based on a time- and date-sensitive algorithm. This pre-installation
checklist ensures that security is set correctly for both first-time users and those installing an
update.

NOTE: Time and date sensitivity applies to stand-alone, network, client, new installation,
and updates.

Check to see if the time and date are correct, and are in the right formats.
In the Control panel, click on the Regional Settings icon.

Check to see if the date is correct and the format is the same on all workstations.

NOTE: You must REBOOT your PC for any changes in settings to take effect, regardless
of the type of installation.

Non-Sequential Versions

If you did not install the previous version, it is not necessary to install it prior to installing the
current version. Each installation is a complete copy of the program and master data, and
does not require a previous installation. Also, keep in mind that installation of an update does
not overwrite any information you have added to your projects.

Closing Other Applications Before Installing DocuBuilder

Before installing any Windows programs, it is important to close all applications. Please refer
to your Windows user manual or the following directions:

After closing all applications visible on your task bar (the gray bar across the bottom of
your screen), close any additional applications by pressing the CTRL, ALT, and DEL keys
to bring up Task Manager. Use End Task to close all applications.

NOTE: In order to install DocuBuilder you must have administrator rights.
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Installation Types

When you start the installation, you can choose one of two installation options — Standalone
Desktop or Laptop or Network Server. The number of licenses you purchased and how many
different computers need access to the software will determine which of the installations you
should choose.

Standalone Installation

If there is only one computer that needs access to the software, or if you purchased one
license for each computer that needs access to the software, perform a Standalone
installation.

A Standalone installation is the fastest way to run DocuBuilder since the program and all the
system databases are stored on the local drive. Users can choose to store projects on a
server so they get backed up. You can also edit the System Settings (described later in this
chapter) to set a default location for new projects.

Standalone installations must be installed while sitting at the computer where DocuBuilder will
be used.

For complete instructions, see the Installation Instructions section of this chapter. When the
installation is complete, follow the directions for getting an access key.

Network Installations

If more computers need access to the software than the number of licenses you purchased,
you will need to do a network installation. All network installations require a Network Server
installation.

NOTE: If you will be running DocuBuilder from a Citrix server, perform a Standalone
installation on the server only. It is unnecessary to perform Network Server and

Network Client installations for a Citrix server.

Network Server Installation

It is recommended that you perform Network Server installations from a client machine,
not the server, because a reboot is sometimes required after installing. If you install from a
client you will only need to reboot the client. If you install from the server, you will need to
reboot the server.
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NOTE: If you will run DocuBuilder from the server (the computer where the access key
and databases are stored) as you would on a peer-to-peer network, you must
also perform a Network Client Installation on the server.

Make sure all computers that will need to run the software have full rights to the folder where
you installed DocuBuilder. Users will need to read, write, edit, and delete in the DocuBuilder
folder on the server in order to have access to the software.

NOTE: For Novell networks, you must also set file locks according to this information on
Novell's website: "Load Monitor | server parameters | locks | Change the following
parameters: max record locks per connection 3000, max file locks per connection
1000, max file lock 300,000 and max record locks 50,000."

For complete installation instructions, see the Installation Instructions section of this chapter.
Since the Network Server installation only installs the system databases, you will need to
perform a Network Client Installation in order to run the software.

Network Client Installation

Network Client Installations must be performed on each client computer that will run the
software. Network Client Installations are performed from the Client folder on the server. The
DocuBuilder program is stored and run from the client's local drive, and the access key is
stored on the server.

NOTE: To perform the installation from the Client folder, use Windows Explorer to navigate
to the server installation \DocuBuilder\Client and double-click on the file
DocuBuilder_setup.exe. The client installation will launch.

Additional Client Installation

If you are adding a new client machine to a network that is already running DocuBuilder,
follow the installation instructions for the Network Client Installation. You will not need a new
key.

Evaluation Installation

If you have not yet purchased the software and are installing in order to evaluate, choose one
of the above installations (evaluators usually choose a Standalone installation) and follow the
directions for installing it. When you open the software, you will see the message that a valid
access key must be entered. Click OK and the Registration and Settings dialog box will open.
Click Cancel to close the Registration dialog box. DocuBuilder will open.
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You will be able to open the Sample project or start a new project, and view or edit the
ConsensusDOCS 400 document. For help in navigating the software, see chapter 3 of the
user manual. If you have questions, contact technical support toll free at 866-362-8253 or
800-282-1423.
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Installation Instructions

The DocuBuilder software and master database are stored in the installation file downloaded
from our Web page which is at http://www. consensusdocs.org. The installation process
installs all software files to the appropriate locations.

NOTE: When installing a new version or an update, for network installations you must
perform both the network server and network client installations.

Instructions for All Installations

For all installation types perform the following steps:
1. Make sure your computer meets the system requirements detailed earlier in this chapter.

2. Make sure you have at least 500 MB of space available on the drive where you will be
installing DocuBuilder.

3. Check your time and date settings (as described earlier in this chapter).
4. Close ALL Windows applications (as described earlier in this chapter).
5. Double click on the download file (DocuBuilder_setup.exe).

Save the download file to your hard drive rather than installing directly from our web page.
Double click on the downloaded file to begin the installation.

NOTE: If you are performing a Client Installation, you do not use the download file. Open
Windows Explorer and navigate to the Server Installation\DocuBuilder\Client folder
and double-click on DocuBuilder_Setup.exe.

6. The DocuBuilder installation starts and the Welcome screen opens:
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DocuBuirlder - InstallShield Wizard

X

Welcome to the DocuBuwlder Setup Program.

Thiz Setup will install DocuB wilder on your computer.
Flease exit all programs before running this Setup.

Click Cancel to quit Setup, then cloge any programs.
(r, click Mext to continue with the Setup.

i et > i[ Cancel

7. Click the Next button.
If you are installing from the Client folder, skip to the notes on step 9.
If you are installing from the download file, the Setup Type screen opens. If you need help

in deciding which installation type to use, click on each option to read the description of
what will be installed, and see the previous section of this chapter.
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x|

Setup Type
Select the setup type that best suits your needs.

‘_

Click the type of zetup you prefer.

1, Standalone Desktop or Laptop Description
2. Metwork Server This will ingtall all DocuB wilder
3. Client Inztall (See Description) zoftware program files, shared files

and data files to a location you
zpecify. Be sure to check that
wou have sufficient dizk space
available for the files being
installed.

[ < Back ]i Mext > I[ Cancel ]

8. Choose the installation type, then click the Next button.

If you are installing a Standalone or Network Client Installation over an existing
installation, the Start Copying Files screen opens. Skip to step 11.

If you are installing a Network Server Installation over an existing installation from a
Client computer (recommended), the Choose Destination Location screen opens with the
Destination Folder already filled in with the current Network Server location. Verify that the
location is correct. If it is correct, click Next and skip to step 11.

If you are installing DocuBuilder for the first time on this computer, the Choose Destination
Location screen opens.

DocuBuilder User Manual 21



Chapter 2 : Installation and Registration

- R

DocuBulder - InstallShield Wizard

Chooze Destination Location

Select folder where setup will ingtall files.

Setup will install DiocuBuilder in the following folder.

To install ta this folder, click Mext. Toinstall to a different folder, click Browse and select
another falder,

Drestination Folder

C:AD ocuB uilder

[ < Back |i Mext > i[ Cancel ]

9. Select the destination folder. By default, the installation will be made to C:\DocuBuilder.

If you are performing a Network Server installation, click Browse... to choose the path to
the server.

If you are performing a Standalone Installation, either accept the default path of
C:\DocuBuilder, or click Browse... to choose a different location on the local computer.

NOTE: The software must be installed to its own folder, and not on the root of a drive. To
create a folder when Browsing, navigate to and click on the drive, then click at the
end of the Path, and type the folder name (DocuBuilder).

10. Click Next.

The Ready to Install the Program screen opens.
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DocuBuilder - InstallShield Wizard

Ready to Install the Program

The wizard is ready to begin installation.

If thiz iz an update to a previous installation and you want to change the destination location,
click Cancel. Call Technical Support at 800-282-1423 for an Unpermit Code befare pou
uninztall and reinstall the software. Click Install to begin copying files.

DocuBuilder file locations:

Software:  C:ADocuBuilder
Securty:  C:A\DocuBuilderSystem

Setup will also add a folder ta the Start Menu and configure vour computer ta run DocuBuilder,

[ <Back [ Instal I[ Cancel ]

11. Review the choices you made during installation. Use the Back button to make any
necessary changes. Once you are ready to proceed, click on Install to begin the
installation.

12. Aprogress bar indicates the progress of the installation.

DacuBLn'Ider - InstallShield Wizard

Setup Status

The InstallShield \Wizard iz instaling DocuBuilder

Ingtalling

C:A\DocuBuildersDocuBldr.exe

Canhcel

Installation time depends on the speed of your computer system. Using the recommended
configuration, it will take less than 5 minutes. Once the software has been successfully
loaded, you may be prompted to restart the computer. If you get this message, you must
restart to make sure the installed files are registered properly.
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After Installation

Once the installation is complete, start the software. (You can go through the Start menu to
Programs, then DocuBuilder, and then choose DocuBuilder. You can also create a shortcut
on your desktop.)

NOTE: If you have performed a Network Server installation, you will need to perform a
Network Client Installation before you can start the software.

For a first time installation, you will get the following message:

'E You can use the ConsensusDOCS 400 document to evaluate this software for free. Click OK in the following dialog to continue in evaluation mode.

To purchase documents choose 'Purchase DocuBuilder' from the Help Menu to buy online. You can also call 1-800-282-1423 to order by phone.

Once you purchase, to gain access to your documents, you can use your Electronic Invoice ID {EID) to register online in the following dialog. You can also call Technical
Support at 1-800-282-1423 to register manually.

You will get this message the first time you start a standalone installation, or for the first client
on a network installation. Click OK and then follow the directions below for getting an Access
Key.

Entering the Access Key

Once the installation has been completed, to gain access to the master content, you must set
your permissions using a special Access Key.

After clicking OK to the opening message, the Registration and Settings dialog box should
open. If not, click on the Registration and Settings (key) icon or pull down the File menu and
click on Registration and Settings.

On-Line Registration - If you purchased on-line or otherwise obtained an Electronic Invoice
ID, click on the Register Product Online button. Enter your Electronic Invoice ID. Your
software will be registered automatically.

Telephone Registration - If you purchased via telephone or fax and did not receive an
Electronic Invoice ID, call Technical Support at 800-282-1423 or 404-365-3999 with the
Access ID presented on the Registration and Settings dialog. Enter the Access Key provided
by Technical Support and click the Apply button. Now you're in business!
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% 'Registration and Settings 1

Begistration l System Settings]

Access D Aocess Key:
| R76ED7BO |
dzer Count: Catalogs
Single User I General Contracting
Subszcription Effective Dates: I" Design-Build
| Mo Cument Subszcription I Const and Prog Mngmt

™ Subcontracting

b aster D atabase Effective Dates: [ AGC Conbiacts

| &g 01, 2007 To Des 10, 2007

I~ Shart Farm

Register Here I~ Mortheast Region
Click the button to automatically register [~ Southem Fegion
onling. You will need your Invoice [D. . -
. I _ - I Midwest Region

oL an alza register matually by calling .
DocuBuilder Support at 1-800-282-14273, [ Westem Region
Yiou will need the Access D shown
above.

Regizter Product Online |

Accounts
- Meter oot Mo N/A
Subzcription N/A
Acct No: Feter Value: $0
aK | LCancel | |

NOTE: If you are calling and do not have a phone next to the computer, write down the
Access ID and then call.

Once your subscription has been registered:

The User Countfield displays the number of valid concurrent users allowed by your
subscription.

The Subscription Effective Dates field displays the date range that your particular
subscription is valid.

The Master Database Effective Dates field displays the valid date range for the current
master database.

The Catalogs area displays the document catalogs you have permission to use. Meter
Accounts have access to all ConsensusDOCS catalogs. A subscription must be
purchased to access AGC Contracts or the State Law Matrix.
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NOTE: The User Count, Subscription Effective Dates, Master Database Effective Dates
and Catalogs fields are set automatically by the program and cannot be altered

except by a new access key.

The DocuBuilder software and database are ready to be used.

Notes on Registration and Settings

e Each time DocuBuilder is installed to a new hard drive or a new directory, a unique
Access Key is required. Once an Access Key has been entered, the DocuBuilder
software cannot be moved without invalidating your permissions. If you need to
move the DocuBuilder software, please call toll free 1-866-362-8253 or 1-800-282-
1423 (or 404-365-3999) for assistance.

e You are not able to open any documents, except ConsensusDOCS 400, until you
have successfully registered your software. You may then open and use documents
in the catalogs covered by your subscription. Also, if you allow your subscription to
expire, your access rights to all documents are terminated automatically.

e [f your subscription expires, you can format, preview, and print documents and
reports for projects you created during your valid subscription period. You will be
unable to view documents in the document panel, change selections, or otherwise
edit the documents.

User Count

An unlimited number of users may run the software at a single office location. However,
subscriptions are based on a specific number of concurrent users. If you have paid for

a 10-user subscription, for example, only ten people may gain access to the software
simultaneously. An eleventh person attempting to open the software receives a message that
the User Count has been exceeded, and access is denied. If you are using a Meter Account,
an unlimited number of users may access the software at the same time.

If you have paid for a 1-User subscription, you may find it desirable to increase your User
Count in the future, especially if several people need to be working on a single project
simultaneously. To obtain a new Access Key for an increased User Count, call toll free
866-362-8253 or 800-282-1423 (or 404-365-3999) and ask for fulfillment.

Subscription Terms

Subscription: Access to DocuBuilder is sold on an annual subscription basis. The annual
subscription price includes use of the software, this electronic User Manual, unlimited
telephone support, on-line support, and any new versions of the DocuBuilder software
released during your subscription.
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Meter Account: Access to the software may also be sold as a Meter Account. Your Meter
Account also includes use of the software, this electronic User Manual, unlimited telephone
support, on-line support, and any new versions of the DocuBuilder. See Chapter 7 on printing
for more details about using a Meter Account. Note: New Meter purchases will expire after
one year. If you replenish your meter within that year, the amount remaining in your previous
meter will be added to the new meter amount and the clock starts over.

The subscriber may use DocuBuilder to produce contract documents for specific projects
and to create master project files that may be further edited for use on specific projects.
Contract documents thus produced may be reproduced and distributed for use in connection
with particular projects and for no other purpose.

Other unauthorized reproduction of any portion of the database or of the software constitutes
a violation of the license agreement and the copyright laws.

Changing the System Settings

The software will automatically set your System Settings tab locations. You can make
changes to these settings by clicking on Registration and Settings from the File menu (with
no projects open).

[ ¢ Registration and Settings 1

Security D atabaze Location

Begistration

|E:'\Dl:n::uBuiIder\S_l,lstem'\SoftLink.BSD =
aster D atabagze Location

|C:'\DncuBuiIder\System\AGC..ﬁDM =
Template D atabase Location

|C:\DocuBuilderS pstembAGCADT =
Frojects Location

|E:'\DncuBui|der\F’roiects =

(1] Cancel

DocuBuilder User Manual 27



Chapter 2 : Installation and Registration

By default, the Security Database Location, Master Database Location, Template Database
Location, and Projects Location are all set to the local drive for a standalone installation. On a
Network Client installation, the Security Database Location will be set to the correct location
on your network server.

For the Standalone Installation, leave the locations (except Projects Location, if desired) set
to the local drive.

For the Network Client Installation leave the Master database and Template database
location set to the local drive.

To change the system settings:

1. For each setting that you need to change, click the yellow folder icon to the right of the
path.

The Open dialog box will open.
2. Navigate to the correct file and click Open.

For the Security Database Location, navigate to:

X:\\DocuBuilder\System\SoftLink.bsd
(where for the Network Client Installation, X is the server; and for a
Standalone Installation, X is the local drive)

For the Master Database Location, leave it set to the local drive:

C:\\DocuBuilder\System\AGC.adm
(where C is the local drive)

For the Template Database Location, leave it set to the local drive:

C:\\DocuBuilder\System\AGC.adt
(where C is the local drive)

For the Projects Location, either leave it set to the local drive, or navigate to any drive
and folder that you would like to have as the default Projects Location. Whenever you
create a new project, this location will be where it saves by default. You will be able to
choose a different location if this location is not appropriate for all projects.

3. Click Apply, and then click OK.

If you have already entered an access key, DocuBuilder will launch and you are ready to
begin using the program.
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Moving the Software

There are five general steps to moving DocuBuilder:

e For Network Server or Standalone installations, obtain an Unpermit key from
DocuBuilder Technical Support as described below.

e Move project files to a safe location.

e Uninstall DocuBuilder and delete files not removed by uninstall. There is no uninstall
for the Network Server installation. You can simply move or remove those files.

¢ Install DocuBuilder in its new location, and for Network Server or Standalone
installation, call DocuBuilder Technical Support for a new Access Key as described
earlier in this chapter.

NOTE: In order to obtain an Access Key for a new location, you must have called

DocuBuilder Technical Support to acquire an Unpermit key for the previous
location.

e Move project files to the new location.

Unpermitting DocuBuilder

If you are moving a Network Server or Standalone installation to a new location, you must first
obtain an Unpermit key as described below:

1.

2.

Open DocuBuilder, but do not open any projects.

From the File menu, choose Registration and Settings. The Registration dialog box
opens.

On the Registration tab, delete the current Access Key.
Click Apply.

A confirmation message will open asking “Are you sure you wish to REMOVE your
DocuBuilder Access Key?”

Click OK.

Call DocuBuilder Technical Support toll free at 1-866-362-8253, 1-800-282-1423, or 404-
365-9226.

Read the Unpermit code to technical support.
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Uninstalling DocuBuilder

NOTE: If uninstalling a network server or standalone installation, do not uninstall
DocuBuilder without first acquiring an Unpermit key as described above.

Uninstalling Network Server Installations

To uninstall Network Server installations, after receiving your Unpermit code, use Windows
Explorer to navigate to the server installation and (after moving any project files to a safe
location) delete the DocuBuilder folder.

Uninstalling Standalone and Network Client Installations

To uninstall Standalone and Network Client installations:

NOTE: For Standalone installations, first follow the directions for Unpermitting
DocuBuilder. Unpermitting is not necessary when uninstalling Network Client
Installations. This is because the permissions are stored on the Network Server

Installation.

1. From the Windows Start menu, choose Settings, and then choose Control Panel.
2. Double-click on Add/Remove Programs.

3. Find DocuBuilder in the list of programs and click on it.

4. Click the Add/Remove button. (If it is listed more than once, remove it again.)

5. Follow the onscreen directions to remove DocuBuilder, or refer to your Windows User
Manual.

6. When the uninstall is complete, in Windows Explorer, navigate to the DocuBuilder folder.

7. After moving any projects you want to keep, delete the DocuBuilder folder.
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Chapter 3

Software Orientation

In this chapter you will learn how to:

open and close DocuBuilder,

open the sample project,

use the DocuBuilder menus and toolbars,

navigate in both the Tree Panel and the Document Panel,
operate the various controls, and

access and use Help.
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