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Specifications Overview

A specification often refers to a set of documented requirements to be satisfied by a material, design,
product, or service.

Uploading Your Specifications

1. Navigate to the Specification log within a project.
2. Click the ellipsis button (three dots) in the top right corner and click Batch import.
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Specifications shared with me ‘ New H Print

Specifications Log

Show Latest revision | have access to Configure Log
Batch Import
Subject Specification # Revision # Revision Date Created On View Shared With...

Specifications Form

Customize Form Fields

Division: 02-Existing Conditions

Existing Condition 1 0 2/22/22 2:32 PM AL L
Existing Condition Gym 02220 0 2/22/22 3:02 PM Q0 21 ‘ Edit ‘
Ceiling h ’
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3. Click the Download button to download the batch template.

spedfications /| Import

Import Specifications

Download template
Download the template C5V file ready fior you ta fill in

Prepare your data
Use the template o fill in ! the fields of your forms, Once finished, you're ready to upload

Import forms
Upload the C5V file into ProjectTeam.com.
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4. Open the downloaded Excel

B:] Specification_Proje....csv

5. Update the columns in the Excel spreadsheet with the applicable information and save
th templa to your computer.
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6. In ProjectTeam, navigate to the Specification log within a project.
7. Click the ellipsis button (three dots) in the top right corner and click Batch import.
:_'—; ProjectTeam ‘ All~ | Search project forms... e X~ Liz Harvey ~

LMS Sandbox Project ~
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Specifications shared with me ‘Neiw‘ ‘m
Specifications Log
Show Latest revision | have access to Configure Log
Subject Specification # Revision # Revision Date Created On View Shared With...

Specifications Form

Customize Form Fields

Division: 02-Existing Conditions

Existing Condition 1 0 2/22/22 2:32 PM Y0 11 ‘ Edit ‘
Existing Condition Gym 02220 0 2/22/22 3:02 PM [0 21 ‘ Edit ‘
Ceiling h .
Existing Condition 1 1 2/22/22 3:06 PM 0 i g ‘ Edit ‘
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8. Click the Upload button.

Page 3

Import Spec ifications

Download template
Download the template CSV file ready for you to Aill in

Prepare your data
Use the template to fill in all the fields of your forms, Once finished, you're réady 1o upload,

Impert forms
Upload the CSV file into ProjectTeam.com

9. Locate the template saved in step 5. Click the template title to select and click the Open

button.
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10. If errors are reported, update the template and reupload.
Manually Creating a New Specification

1. Click the New button on top of the Specification log. If this is the first Specification for the
project, you may click the Create New Specification button located in the middle of the
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screen.

Specifications shared with me D

2. Fillin the fields of the Specification form. Required fields are noted with *Required. These
fields will need to be filled out to save the document. If you have access to additional
custom fields, you may want to fill these out as well.

3. When you are ready to save the Specification, click the Save & Share This will allow you to
save the document and send it to other members of your project.

== : - | Search broiect forms - X -
= ProjectTeam | s sandbox Project - | Al Search project forms... « Liz Harvey

New Specification Revision Cancel |IEEICERSICICENRS

a DETAILS

Subject

Existing Condition
Division

02-Existing Conditions x

Specification #

1

Revision #

2

Revision Date
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Editing a Specification

1. Navigate to the Specification in the Specification log and click the subject to open the

document.
j . r %~ X~ -
ProjectTeam LMS Sandbox Project~ ‘ All Search project forms... ~ Liz Harvey
Specifications shared with me | New || Print || = |
Show Latest revision | have access to
Subject Specification # Revision # Revision Date Created On Related Shared
Division: 02-Existing Conditions

Existing Condition 1 0 2/22/22 2:32 PM X0 201 ‘ Edit ‘
Existing Condition Gym | 02220 0 2/22/22 3:02 PM {0 L1 ‘ Edit ‘
Ceiling —
Existing Condition 1 1 2/22/22 3:06 PM {0 L1 ‘ Edit ‘

== ProjectTeam | an~ | search project forms - X~ LizHarvey -

LMS Sandbox Project ~

€ Specifications Print ~ | ‘
Specification: Existing Condition Gym Ceiling

Created By Liz Ha ‘eam, Inc.) on 2/22/22 at 3:02 PM

Quick Navigation: Details  Revision History =~ Workflows  Attachments  Action Items  Activity Package Links  Reference Links

SHARED WITH (1) View All Share a ACTION ITEMS New

o Show complete/obsolete items
DETAILS Edit

Subject
Existing Condition Gym Ceiling

ACTIVITY

Comments Activity
Division
02-Existing Conditions

Add @ to force a noti jon to users

Specification #
02220

Revision #
0 Make Private

Revision Date
No comments added to this document
yet.
Be the first to comment.

Discipline
Design Business
Design Contact
General Notes

B PACKAGE LINKS

a REVISION HISTORY =
Existing Conditions

Specifica Package

Subject Number Revision # Revision Date

3. Update all fields you wish to change.
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4. When all changes are complete, click the Save button.
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= ProjectTeam

LMS Sandbox Project ~

Edit Specification

n DETAILS

Subject

Existing Condition Gym Ceiling
Division

02-Existing Conditions

Specification #

02220

Revision #

0

Revision Date

Discipline

[CAS X~ Liz Harvey ~

l Cancel Save ~

Create a New Revision of a Specification

1. Navigate to the Specification in the Specification log and click the title of the specification
to open the document.

== ProjectTeam

Subject

LMS Sandbox Project ~

Specifications shared with me

Show Latest revision | have access to

Specification #

Division: 02-Existing Conditions

Existing Condition 1

Ceiling

Existing Condition Gym | 02220

Existing Condition 1
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2. Click the Create Revision button located in the top right corner of the specification

document.

= PrOJectTeam LMS Sandbox Project ~

€ Specifications

Quick Navigation:  Details ~ Revision History

SHARED WITH (1) View All

DETAILS

Subject
Existing Condition Gym Ceiling

Division
02-Existing Conditions.

Specification #
02220

Revision #

4]

Revision Date
Discipline
Design Business
Design Contact

General Notes

E REVISION HISTORY

Subject

Created By Liz Harvey (ProjectTeam, Inc.) on 2/22(22

Specification: Existing Condition Gym Ceiling

at 3:02 PM

Workflows

Number

Create Revision [ EEEE RN

Attachments  Action Items  Activity Package Links  Reference Links

hare ) scrionimems

Show complete/obsolete items

ACTIVITY

Comments Activity

Add @ to force a notification to users

Make Private

No comments added to this document
yet.
Be the first to comment.

B PACKAGE LINKS

Existing Conditions
Specification Package

Revision # Revision Date
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3. The Revision Number field will automatically increment to the next revision number in the
sequence. Update all fields you wish to change.

Hew Specification Reision

ProjectTeam Quick Reference Guide
Last updated 18 May 2022

Invenergy



Specifications Overview
4. When all changes are complete, click the Save button.

== ProjectTeam LMS Sandbox Project - All~

Page 8

[CA4 T Liz Harvey =

Edit Specification | cancel E

DETAILS

Subject

Existing Condition Gym Ceiling
Division
02-Existing Conditions

Specification #

02220

Revision #

0

Revision Date

% Discipline

5. Inthe Specification log, the old and new revisions of the Specification record will be listed.
To see the most recent version, click the checkbox To Show Latest Revisions only.
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) ‘ All~ | Sear roject fi - X~  LizHarvey =
LMS Sandbox Project~

Specifications shared with me New

Show Latest revision | have access to

Subject Specification # Revision # Revision Date Created On Related Shared
Division: 02-Existing Conditions
Existing Condition 1 0 2/22/22 2:32 PM @0 21 dit
Existing Condition Gym 02220 o 2/22(22 3:02 PM {0 E § it
Ceiling
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