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1.0  Overview

1. Create PDF files of the final specification sections in SpecsIntact using Adobe Acrobat PDFWriter (These instructions are based on SpecsIntact version 3.2.388 and Adobe Acrobat 4.05).

2. Merge PDF files of each section into one PDF file.  Name and save the merged PDF file as #####spc (The first # character shall indicate the decade of the project’s funding year.  The next 4 # characters shall be the last four numbers of the Construction Contract Number).  For this example the Construction Contract number is N62470-01-C-1000 thus the specification pdf is named 01000spc.  

3. Bookmark each section.  Each section bookmark should read "Section XXXXX", where XXXXX is the section number.

4. Download the Word template for AE Specification Coversheet available online at the Lantdiv Internet site:  http://www.lantdiv.navfac.navy.mil/servlet/page?_pageid=6206,6128,6138&_dad=lantdiv&_schema=LANTDIV
Edit the coversheet for your job.  Create a pdf file of the Word document and save in a convenient location.  It is important to use the standard form available on the web site to allow for electronic signatures.  

5. Insert the pdf files of the Coversheet, Table of Contents, and other project specific files such as SK1500 (for Norfolk Naval Base jobs), Section 01580 Signboards, Environmental Reports, and Pile Driving Logs.  Standard specification graphics such as SK 1500 and the Pile Driving log are available online at the Lantdiv Internet site:  http://www.lantdiv.navfac.navy.mil/servlet/page?_pageid=6206,6128,6138&_dad=lantdiv&_schema=LANTDIV
6. Bookmark the Coversheet, Table of Contents, Section 01575 Hazmat logs and other project specific files such as SK1500 (for Norfolk Naval Base jobs), Section 01580 Signboards, Environmental Reports, Pile Driving Logs, etc.  

7. Insert blank pages where needed so that sections, graphics and reports begin on an odd number page.  This is done so when a hard copy of the file is printed double-sided the beginning of sections, graphics and reports begin on the right side of a bound specification.  A blank page file is available online at the Lantdiv Internet site:  http://www.lantdiv.navfac.navy.mil/servlet/page?_pageid=6206,6128,6138&_dad=lantdiv&_schema=LANTDIV
8. Create all thumbnails.  

9. Set open properties of the pdf file to open with bookmarks and page view.  

10. Submit final specification pdf on CD of electronic deliverables to LANTDIV.   

1.1 Creating Portable Document Format (PDF) Files from SpecsIntact 
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To create PDF files of the specification from SpecsIntact:  Click on the job number under the Jobs folder to open the job.

In the pull-down menu at the top, select "File" and then "Process and Print".  The following Screen will appear:
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Select the Setup button at the bottom to select your printer output.  The following screen will appear.  
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Selecting the down arrow button on the screen will allow you to select a printer.  Click on Acrobat PDFWriter.  Click OK.  You will now return to the previous screen to print the job.  

Acrobat PDFWriter should appear as your printer.  Verify your print Sections, Reports and Options are how you want them.  Select "Process and Print" button.  Program will now print the sections and save them to a pdf folder.  
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NOTE:  DO NOT USE THE PDF/PUBLISH TAB/FEATURE TO CREATE PDFs.  At the time of this writing this SpecsIntact feature is not compatible with the policies of LANTDIV.

The PDF files will be located under the SpecsIntact job number in a folder entitled PDF Files as shown.
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SpecsIntact generates separate PDF files for each section.  To create one PDF file for the job, we must now merge them. 

1.2 Merging PDF Files

Merging multiple PDF files involves dragging the files from the Explore window into an open Adobe Acrobat file.  Under the PDF Files folder in SpecsIntact, double click on the first section; typically, this will be Document 00102.  The file should open automatically in Adobe Acrobat 4.0.  If it does not, open Adobe Acrobat 4.0 and path to the given PDF file.  
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Once the file is open click "File" and "Save As" from the pull-down menu at the top.  Click in the "file name" box.  Rename the file using the file name format of  #####spc (Discussed in item 2 of the Overview). 

Use Windows Explore to merge files.  If Adobe Acrobat is on full screen, reduce the size of the window using the restore window key (click the middle of the three icons in the upper righthand corner of the blue toolbar).  

Right click on the Start icon on your Windows Taskbar.  Click on Explore.  The Explore window should open.  Path to where the PDF files were saved (usually under SISGML, job number, prntdata, and PDF folder).  In this example, the files were saved in C:\SISGML\Jobs\05011000\prntdata\pdf.  

You should now have the Explore window open and Adobe Acrobat open viewing the PDF of file (in this case Document 00102) which you have renamed #####spc.

By clicking on the top blue, solid field, you can move each window one at a time.  Locate the Explore and Adobe Acrobat windows where it is convenient for you to view both.  You can also change the viewing size and area by moving along the edges with the mouse and clicking and dragging the edges of the windows.  

In the Explore window, click on the second section (01110.pdf in this example).  Hold both the Shift key and the Down Arrow key down to scroll and highlight to the last section in the job.  Release the Shift key and the Down Arrow keys.  Use your mouse to scroll up, using the sidebar arrows, to the first section you selected.  Click on that section with the left mouse button and drag the entire block of sections into the Adobe Acrobat window.  Note, if you do not scroll up to the top and pick the first section in the highlighted area, the sections could be inserted out of order.
Note:  As an alternative to using the down arrow key, you can hold the Shift key down and press page down, or a combination of the page down key and the arrows while simultaneously holding down the Shift key.  
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An Insert Box, shown below, will come up asking where you want the dragged files to be inserted.  Select After, Last Page.  Select OK with your mouse or press Enter on your keyboard.


Merging of files may take a few minutes depending on the number of files being merged.

Note in the Adobe window that the number of pages is now 1864.
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1.3 Bookmarking

Bookmarks are tabs that provide a means of easily navigating through the specification in Adobe Acrobat.  Print a hard copy of the Table of Contents before you begin.  

To create bookmarks:  click on the Find Icon (Binoculars) or Ctrl-F on the keyboard to open the find tool.  In the "Find What" field, type in "Document 00102".  The find tool will search the text for the location that this phrase appears.  When it finds the phrase in the title of the section you want to bookmark, press Ctrl-B.  
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Note that the phrase that we searched for creates a bookmark when we press Ctrl-B.  A bookmark is a tab that is locked on the location on the page where it was created.  Someone viewing the file can click on the bookmarks to move quickly to where they want to read.

Continue with all of the Sections using the Table of Contents as a guide.  Click on the Binoculars or Ctrl-F and type in the first Section and number (Section 01110).  When the section title appears, hit Ctrl-B.  You will find each time you hit the Binoculars or Ctrl-F that the section and the section number of the previous search appear.  You do not have to type in "Section" each time.  You can edit the section number by clicking in the "Find What" box and using the arrow keys and keyboard to edit the numbers.  

For example, when searching for Section 01140, Section 01110 comes up already defined in the "Find What" box as the last phrase we searched for, so you only need to change the 1 to a 4.  Ctrl-F is a hot key for the find feature and Ctrl-B is a hot key for the bookmarking feature!



Notice, the Find feature may run across the Section referenced in places other than the beginning of that Section such as in the text.  

In this case, Press Ctrl-F again or click on Find Again, or press Enter to find the next occurrence.  You only want to bookmark the beginning of a section.

1.4 Coversheet for Electronic Bid Sets

The drawings and specifications will be signed electronically.  For the signature to appear in the proper location we will need to use a standard format for all coversheets.  Create the coversheet in Word using the template available online at the Lantdiv Internet site:  http://www.lantdiv.navfac.navy.mil/servlet/page?_pageid=6206,6128,6138&_dad=lantdiv&_schema=LANTDIV
Important:  Before editing, save the word document on your computer!  Use the Save As button to save under your project.  Do not move the field for the division or the signatures (Specification Approved By:).  These are set fields required for signatures.  

To print the coversheet to a PDF file, select File, Create Adobe PDF.  Use the Acrobat Distiller.  Screen will come up "Save PDF File as".  Save the coversheet in a convenient location on your hard drive.  In this example, the coversheet was saved to c:\sisgml\05011000\prntdata\cvrsheet.

1.5 Inserting PDF Files

Insert the Coversheet, Table of Contents, Submittal Register, Section 01575 Hazardous Material logs and any other files needed such as Section 01500 Sketch SK1500, Section 01580 Signboards, the Pile Driving Log, and Environmental Report, etc.  Note:  the Table of  Contents is named project.pdf and is created along with the section pdfs.  This is also true for the submittal register which is named Register.pdf and also resides in the SpecsIntact Job pdf folder.

To insert pages in Adobe Acrobat, page to the location where you would like to insert the file.  For instance, SK1500 will be located at the end of Section 01500, but before Section 01525.  Note the page number of Section 01525.  Click on "Document" in the header bar of Adobe Acrobat and then, "Insert Pages".  


Path to the file you want to insert, in this case, SK01500metric.PDF, and click open.  

The following box will appear.  In this case, we want to insert it before Section 01525 which begins on page 137.  Note that the page number automatically goes to the page that is open in the document.  


Select OK or hit Enter on the keyboard.  The file will be inserted.  

Bookmark the inserted files by going to the page you want to bookmark.  Press Ctrl-B.  An "Untitled " bookmark will appear at the bottom of the list of bookmarks.  Define the bookmark, for example, "SK01500".

To reposition the bookmark:  Click on the page symbol next to the bookmark, hold down the mouse button, and drag it to where you want it to appear.  

Repeat for other PDF documents.

1.6 Inserting Blank Pages


As was stated before, insertion of blank pages are needed so that sections, graphics and reports begin on an odd numbered page.  This is done so when a hard copy of the file is printed double-sided the beginning of sections, graphics and reports begin on the right side of a bound specification.  This step is most easily accomplished after all book marking has been done.  The goal is to have all book marked pages to occur on an odd numbered page in the PDF file.  Starting from the Cover sheet proceed down the bookmarks until you have reached a book marked page which is an even numbered page in the PDF.  Insert a blank page before the book marked page as described in the section on “inserting pdf files.”  A blank page pdf is available online at the Lantdiv Internet site:  http://www.lantdiv.navfac.navy.mil/servlet/page?_pageid=6206,6128,6138&_dad=lantdiv&_schema=LANTDIV
1.7 Creating Thumbnails

Thumbnails are graphical representations of each page that are useful for scanning multiple pages rapidly.  To create thumbnails:  

In Adobe Acrobat, Click on Window from the Toolbar at the top and select Show Thumbnails from the pulldown menu.  Right click on the first thumbnail that appears to the left of the document. 

Click on Create All Thumbnails from the pull down menu.  A "Creating Thumbnail" box will appear as the thumbnails are made.  

1.8 File Features

The final PDF file should be set to open-up in the bookmarks and page view.  Select File, Document Info, Open.  In the Initial View Area, click on "Bookmarks and Page".  In Magnification, click on Fit in Window.  In Window Options, click on Center Window on Screen.  Screen should appear as follows.  Click "OK". 


Save the file using "Save As" with the Optimize feature on.  

1.9 Example of a Correctly Book marked Job
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The above shows a correctly book marked specification pdf.  Note the following:

1.  The Title sheet is followed by Document 00102 then the table of contents and finally the specification sections.

2.  Document 00120 is not to be included in the specification pdf.

3.  The Project Information Form (PIF) is not to be included in the specification pdf. 

4.  Bookmarks may be placed at different levels by dragging the bookmark box slightly to the right.








