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User’s Guide 

Welcome! This user’s guide describes how to begin using the new ConsensusDocs online subscription and 

contract collaboration technology platform. The guide covers topics such as registering for an account, 

signing in, viewing and purchasing contract packages, editing contracts, collaboration features, and access to 

other technical resources related to ConsensusDocs contracts. If you find you prefer more personal support, 

you can reach a live person for technical/account support via Support@ConsensusDocs.org or 866-925-DOCS 

(3627), Monday through Friday, 8:30 am – 5:00 pm Eastern Time except Federal holidays. 

One of the strengths of the new ConsensusDocs technology is that it is a "dynamic" platform eliminating the 

need for downloading software to work with contract documents. This system also allows the most up-to-

date versions of all contracts to be available real-time (no lengthy updating process requiring software 

reinstalls), and an online personal project Dashboard provides a secure location to manage contracts, 

selectively share documents, and control revisions to achieve final, project-specific, signature-ready 

contracts. ConsensusDocs is a secure, cloud-based platform allowing easy access to contracts and 

collaboration with project partners, while securing sensitive project information, to expedite the contract 

negotiation stage and move your projects forward more quickly to design and construction. 

The basic processes supported by the ConsensusDocs technology platform described in this manual include: 

 Registering as a new user with the site and managing your account information; 

 Signing in and managing projects as a returning user; 

 Selecting and purchasing contract subscription packages; 

 Managing multiple subscription licenses; and 

 Using your personal project “Dashboard” for managing projects, editing contracts and collaborating 

with invited project stakeholders toward a final, signature-ready contract that can be “finalized” 

with the ConsensusDocs Content Secure ID and is ready to print at the click of a button. 

This User’s Guide will explain these steps and familiarize you with the information you need to have 

continued success with ConsensusDocs on your projects. This is a fluid document so comments on updating 

and enhancing the information provided are always welcome. 

Let’s get started! 
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1. CAPABILITIES AND PROCESS 

1.1. System Overview 

 
 The new ConsensusDocs technology has been created to make contract selection and online purchases 

easier by removing the requirement for specialized document-editing software and offering an open 

viewing, cloud-based platform. 

 The ConsensusDocs system is a web-based technology accessible by every major web browser. 

Documents are downloaded in Microsoft Word® format for editing on your local hard drive and then 

uploaded back to the website for sharing with Collaborators, comparing document versions, and 

finalizing your contract. 

 The system has been developed by and will be maintained and supported by ConsensusDocs staff 

dedicated to ConsensusDocs customer support.  You can reach a live person for technical/account 

support via support@consensusdocs.org or 866-925-DOCS (3627), Monday through Friday, 8:30 am – 5:00 

pm Eastern Time except Federal holidays. 

Recommended System Requirements for Best Results: 

Systems requirements for computers accessing the ConsensusDocs website or using the ConsensusDocs 

contract documents are as follows: 

 Microsoft Windows XP or greater 

 Apple Macintosh version 10.2.8 or greater 
 

The ConsensusDocs website can be accessed using any of the following internet browsers: 

1. Microsoft Internet Explorer version 7 or greater  

2. Mozilla Firefox version 6  or greater 

3. Google Chrome version 10 or greater 

4. Apple Safari version 4 or greater 

 

ConsensusDocs contract documents are compatible with the following versions of Microsoft Word for 

Windows: 

1. Microsoft Word 2010 

2. Microsoft Word 2007 

3. Microsoft Word 2003 (Compatibility Pack required – free download at  

http://www.microsoft.com/download/en/details.aspx?id=3) 

 

ConsensusDocs contract documents are compatible with the following versions of Microsoft Word for Mac: 

1. Microsoft Word 2011 

2. Microsoft Word 2008 
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3. Microsoft Word 2004 (Compatibility Pack required – free download at  

http://www.microsoft.com/download/en/details.aspx?id=3) 

It is recommended that Word be up-to-date with all service packs and patches released by Microsoft. 

 

Some “givens” that will be helpful to understand and that will be covered in depth in this User’s Guide 

include:  

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Users will enter the ConsensusDocs website in any of three ways: 

a. Originator - Purchase contracts and manage project negotiations.  Invite Collaborators to review 

your contracts – you control editing rights.  Full website and related resources access. 

(Registration/sign in and purchase required.) 

b. Invited Collaborator - Review and edit contracts, and participate in project negotiations, as an 

invited project Collaborator.  Limited website access without purchase. (Registration/sign in 

required.) 

c. Browser - Browse contracts preview sample contracts and select related resources. 

(Registration/sign in required to preview sample contracts.) 
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2. Contracts are not edited “online” – they are downloaded in Microsoft Word to your local computer, 

edited using Word features, and uploaded back to the ConsensusDocs website for sharing with the 

project team, as you deem appropriate (only Collaborators that you have identified and invited to the 

site may access your contracts, and you control editing rights – inviting Collaborators to view PDF 

formatted contracts or edit Microsoft versions). 

3. Tracking changes and versioning control facilitate efficient and coordinated negotiations while contracts 

are being edited and reviewed by multiple project stakeholders.  

4. Once you have finalized a contract, you cannot “unfinalize” it.  Should you need to make changes after 

finalizing, you would need to use the last “version”. 

5. Once you have edited a contract for a project that you feel you will use, completely or substantially, for 

other projects, you can save that version as a “Favorite” before finalizing it for future use.   

6. Document storage – Documents will be stored as long as you are in negotiations and for 12 months after 

finalization of your contract, so long as you are a current ConsensusDocs subscriber.  It is recommended 

that users save at least the final contracts, and earlier versions if desired, to local hard drives.  Favorites 

will be stored indefinitely (or until the contract upon which your Favorite was based is updated, replaced 

or removed from publication), as long as the user maintains a paid subscription with ConsensusDocs. 

7. Document security comes primarily through the finalization process when a security code is inserted 

into the footer – this will indicate to users and recipients that it is a valid ConsensusDocs contract. 

a. The contracts are automatically locked and can be commented on by Collaborators using 

Track Changes and Comments, but can only be unlocked for editing (enabling accept/reject 

changes) by the Originator (purchaser/license holder) of the contract.  
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1.2. Key Terms 

 Collaborations – As a subscriber-benefit, Originators can invite or be invited free of charge, to view 

and/or comment on a contract.  The contract is posted to a section of the Dashboard called 

Collaborations – where those who aren’t the Originator can access, edit and upload to the 

Originator’s project Dashboard.  Collaborators only see what the Originator has invited them to see. 

 Compare/Comparison – After a standard contract has been modified, the new version can be 

compared to earlier versions.  If multiple versions of the contract are posted, any two versions can 

be compared.  Comparison documents are automatically generated by the system for the newest 

and next most recent documents and are accessible on the project Dashboard.   

 Dashboard – Originator’s personal project website to: manage and edit contracts, maintain 

discussion threads, and finalize contracts. Manage multiple projects and contracts, and create a 

project Collaborator contact list. 

 Favorite – An edited contract that can be saved (redline or clean) for use as an advanced starting 

point for future projects.  Favorites are saved under the Contract Series box on the My Contracts tab 

of the Dashboard. 

 Finalizing – The site creates a secured final PDF document cleaned (based on accepted track 

changes) with watermarks removed.  Note: once finalized, a document cannot be “unfinalized” the 

process is not reversible.  If changes are necessary on a Finalized contract, prior versions of the 

finalized document can be edited and Finalized to achieve the desired final project contract. 

 Originator – Purchaser/license holder – assigns sharing rights and coordinates contract editing. 

 Package – Four licensing options are available on an annual subscription basis.  Contracts are not 

sold individually, but are available as part of one or more of the subscription packages.  Single and 

multi-user licenses are available. (See a more complete description in APPENDIX A.  Contract 

Subscription Packaging and Pricing Models). 

 Sharing – Originator assigns sharing rights to project Collaborators for viewing and editing access.  

Sharing allows for invited users to access the project contract, download it to their local hard drives, 

review or make changes, upload back to the site and view/participate in discussion threads.  Shared, 

edited documents are easily and quickly compared to the standard and other versions and posted to 

the online project negotiation site. 

 Subscription – All documents are sold on an annual package subscription basis (See APPENDIX A.  

Contract Subscription Packaging and Pricing Models for complete description and pricing).  

Subscriptions can be purchased as single licenses and multiple licenses.  Licenses are each assigned 

to a single user.  Multiple-user licenses are assigned and managed by the original purchaser.  

Subscribers benefit from all of the tools and capabilities of the ConsensusDocs system, including all 

new and updated contracts released within the subscription packages during the subscription 

period.
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 Supporting Documents – Word and PDF files of other supporting documents that are not 

ConsensusDocs standard contracts can be uploaded and shared from the project Dashboard.  

Conversion of supporting documents (PDF to Word and Word to PDF) and comparison reports are 

also available under the Tools tab. 

 Version – As the standard contract is edited, redlined versions of the contract are created and 

stored on the project website for sharing and comparison.  Any version can be saved as a Favorite.  

The final draft/version is “Finalized” on the website to create an authentic ConsensusDocs (includes 

Content Security ID), signature-ready contract. 
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1.3. General Process Flow 

The new ConsensusDocs technology platform is much more than a purchase and download website.  This 

new technology allows for anywhere/anytime access to contracts, secure online management of multiple 

project negotiations, complimentary sharing and collaboration on document editing with designated project 

stakeholders, version control, comparisons of edited contracts, and discussion threading. 

This User’s Guide describes detailed functionality and instructions in four major categories: 

 

 Set up a user profile to create a personalized “Dashboard” for all your ConsensusDocs projects 

 Log in to view document and document package descriptions 

 Select the package that best meets your needs 

 Purchase the document – single license or multiple user licenses – online through a secure credit 

card processor 

 Utilize a personal project Dashboard to manage and edit project and contracts, as well as to 

collaborate on negotiations.  The versatility of Word documents allows for collaborations both 

within and outside the platform. 
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 Return to the ConsensusDocs platform to “Finalize” the contract –to create and print a signature-

ready, PDF-formatted contract that includes your unique ConsensusDocs Content Security ID. 

 

1.4. Facilitating Collaboration with E-mail 

The system uses e-mail to notify Originators and Collaborators of new activity that requires action.  E-mails 

will be automatically generated by the ConsensusDocs system for: 

 Welcome – registration confirmation with a link to resources on the website 

 Purchase confirmation and receipt 

 Assigning multi-user licenses – the e-mail will be received by the person who is being assigned the 

license. 

 A request from the Originator for a Collaborator to review, edit or comment on a contract with a link 

to the contract. 

 A notification from the Collaborator to the Originator that an edited contract or comment has been 

uploaded to the Project Dashboard. 

 

Note:  Please be sure to add Support@ConsensuDocs.org to your Safe Sender’s Email List. 
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1.5. Site Features 

  

(1) Top Level 

 Sign In – Register/create a profile 

 Site Search Field 

(2) Banner Level 

 Contract Catalog – contract descriptions 

 Quick Purchase 

 Resources – related resources – articles, webinars, audio recordings, etc. 

 Support – User’s Guide, getting started video, contact information for live support 

(3) Main Section 

 Package Options – subscription descriptions and ordering link 

 Doc Search Field – search by contract number or keyword 

 Subscribe Now – purchase contracts 

 Coalition Members  

(4) Footer 

 About ConsensusDocs and its 35 Coalition member organizations 

 Resources  

 Contact Us/Technical Support 

 License, Terms & Conditions, Privacy Policy 

(1) 

(2) 

(3) 

(4) 
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2. CREATING AN ACCOUNT AND SIGNING IN 

You may enter the site as a browser or with a specific purchase in mine.  ConsensusDocs Resources and the 

Contract Catalog will be accessible without registering on the site.  Previews, purchases and collaborations 

will require registration or sign-in. 

First visit to the site?  Click “Register”.  You will be welcomed with a link to your personal project 

“Dashboard” (the Dashboard link will replace the Sign in link) where you will be able to manage contracts 

and contact lists, and collaborate on one or multiple project negotiations.    

 

 

 After completing the registration you will be directed back to the main homepage where you can 

purchase a subscription by selecting the Contract Catalog or Quick Purchase links.  Or, you can go to 

your personal Dashboard – the Sign-In button will be replaced with a Dashboard button. 

 You will only register once.  After that you will select “Sign in” at the top of the page.  You will be 

directed to your personal Dashboard automatically if you have set up a project and are returning.  If 

you have not set up a project yet, you will need to click on the Dashboard button at the top of the 

main website landing page. 
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NOTE:  It is important to remember to “sign out” at the top of the screen when you are finished with your 

session – especially on a public computer. 

 Users will be automatically logged out by the system after four (4) hours of no activity.  If you 

only exit your web browser without signing out, you risk unauthorized access to your Dashboard 

and contracts during the 4-hour open period. 
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2.1. My Information Menu 

 

 Keep your contact information updated 

 Change your password (6+ characters including at least one number) 

 View your orders/purchases  

 View your subscription history  

 Assign and manage multiple-license subscriptions (to be covered in Section 3 below) 

 

3. PURCHASING AND LICENSING 

3.1. Browsing the Contract Catalog 

 Once signed in, select “Contract Catalog” in the top banner: 

o You can view by “Contract Series” or “Contract Categories”. 

o You can also search for contracts by number or keyword in the “search” field in the main 

section of the website homepage. 

 Click on your selection and you will be taken to a contract description page that will also link you to 

the ConsensusDocs Guidebook, provide a Preview of select contracts, and Related Resources. 
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 There is a “Purchase Options” button next to each contract description so you can easily view 

subscription package pricing and licensing options once you determine your contract needs. 

 

 

3.2. Understanding the license 

 A single license is for a single user 

 Multiple licenses for most subscription packages can be purchased at a reduced per user fee (See 

APPENDIX A.  Contract Subscription Packaging and Pricing Models for subscription pricing) 

 Locked watermarks and footers remain on the documents throughout the collaborative process and 

are removed at the “Finalization” stage on the ConsensusDocs website.   

 A valid ConsensusDocs contract will be a locked/secured and clean PDF file that will have a system-

generated Content Security ID inserted into the footer upon finalization of your contract. 
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3.3. Making a Purchase 

There are several ways to purchase contract subscriptions on the website homepage: 

 Make a “Quick Purchase” at the top of the page – (this option will take you directly to an order 

screen with the package options), OR 

 Select one of the package options from the main section of the page, OR 

 On the Home page, Select “Contract Catalog”  

o Select a Contract Series under “Document Types” and/or “Document Categories” 

o Click on “Purchase Options” 

 You will come to an order screen 

 

Depending on the Contract(s) you selected, you could see one or more package subscription option(s) that 

will include the contract you selected. 

 Click on “Select Package” 

 Enter “Quantity of Licenses”  

 Enter Discount Code, if applicable 

 Click Submit 
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 If this is your first purchase, you will be prompted to enter your credit card and billing 

information with an option to store this information for future purchases. 

 If you have ordered before you will have the option of using a stored card or adding a 

different card to your profile. 
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 Review your order – note the savings from full retail price will be based upon multi-user 

license purchase and/or discount code (savings will be combined and shown in the “You 

Saved” line. 

 Click “Purchase” to finalize the purchase. 

 A receipt/confirmation will be e-mailed to you. 
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Single License Purchase: 

 
 

 NOTE:  If you purchased a single-license subscription, you will see a link to your Dashboard.  You 

can access your contracts by going to the My Contracts Tab and selecting the Contract Series that 

contains the contract you wish to use for your project negotiation.  There will now be a button to 

“Select Contract” to add to your project Dashboard. 

 

 

 

Multiple License Purchase: 

 If you purchased multiple licenses select the My Information Tab on the Dashboard to assign the 

license(s) and begin working with your contracts. 
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With a multi-license purchase, you will assign all licenses (including your own) through your Dashboard, 

using e-mail addresses to activate and manage the subscriptions, under the My Information Tab.   

 Select the “Assign Subscriptions” link in the My Information box on the left.  

 Assign licenses one at a time.  You do not need to assign all licenses at one time, but note that all 

licenses will be due for renewal one year from the purchase date, regardless of when you assign the 

license.   

 Enter the e-mail address of the authorized user, a personal message (optional), click on the 

subscription package to be assigned, and click “Submit”.  Note:  Be sure to enter the e-mail address 

carefully – even if entered incorrectly, the subscription will be assigned and disappear from the 

list.  Contact ConsensusDocs support if this happens for assistance in correcting the assignment. 

 An e-mail will be sent to the authorized user with a link to the ConsensusDocs website so that user 

can register and access the subscription package through their own personal Project Dashboard. 

 

Note:  licenses expire one year from purchase regardless of when they are assigned.  If additional 

licenses for the same subscription package are added after the original purchase, the multi-license 

discount will be applied and the expiration date for the new purchase will be one year from the 

original purchase. 

Note:  If a license needs to be reassigned, the Originator should contact ConsensusDocs for assistance. 
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4. DOCUMENT COLLABORATION/WORKFLOW 

4.1. Starting a Project and Working with Contracts 

Once you have made a purchase, the ConsensusDocs system will allow you to manage negotiations from 

a personal Dashboard where you can coordinate projects, customize contracts, establish and monitor 

free collaborations with other project members, manage contract versioning, and generate a clean and 

finalized, signature-ready contract. 

4.2. Your Personal Project Dashboard 

The Dashboard allows you to set up multiple projects, assign contract(s) to those projects and 

collaborate with invited reviewers.  Once a project is set up and a contract subscription purchased – 

the information, options and tools on the Dashboard will expand to facilitate your negotiations. 

 

New User’s Dashboard – just after registration: 

 

 

 

Returning User’s Dashboard: 

After a purchase has been made, more menus and tools will become available to you (see below). 

This includes a Recent Activity Log and a Tools section for document conversion and document 

comparison. 
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4.3. Starting a New Project on Your ConsensusDocs Dashboard 

Your Dashboard provides a multi-level hierarchy that allows you to manage, separate, and organize       

1) multiple projects, 2) multiple negotiations within each project, 3) multiple contract documents within 

each negotiation, and 4) supporting documents.  The Dashboard is accessible only by the project 

Originator, and Collaborators are invited individually and selectively to gain access to the negotiation 

documents as determined by the project Originator. 

The hierarchy works this way: 

i. The Project Name level – manage multiple Projects within your Dashboard 

ii. Negotiation Name level – manage multiple negotiations under one project   

iii. The Contract Document versions level – this will display the multiple versions of one 

contract negotiation under a specific project 

iv. Supporting Documents 
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NOTE:  If updated information does not appear on your Dashboard within 2 minutes – press F5 or 

refresh your screen.  It’s best to wait 2 minutes to allow the documents and the comparison 

documents to fully load, but if they do not load in that time, refreshing your screen will facilitate the 

loading process. 

(i) (ii) 

(iii) 

(iv) 
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There are two ways to set up a new project on your Dashboard:   

1. If you purchased a contract before setting up a Project on your Dashboard: 

 Go to the My Contracts Tab on your Dashboard 

 

 Choose the “Select Contract” button next to the appropriate document 
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 You will be prompted to “Add a Project” and “create” the negotiation on the project Dashboard 

by adding the selected contract. 

 

 

2. If you create a Project from the Projects Tab before selecting the contract, you will see this screen 

where you will click on the green “Add Project” button to begin. 
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 Once you’ve named and created your project, you will return to that screen where you can click on 

the project name to enter the negotiation site and add contracts to the project on the screen below. 

 

 “Add contracts” – will take you to the catalog page – select the contract you want to work with on 

the project – purchase if you have not already 

 Once your contract is added, click on the Negotiation Name and you’ll be taken to a new project 

Dashboard to begin editing and sharing documents. 
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4.4. Editing Contracts 

Note:  This process will be the same for Originators using the Projects tab and Collaborators using the 

Collaborations tab on the Dashboard. 

 Click on “Download” to download the contract to your local hard drive for editing.  You will have a 

pull down option to download as Word for editing, or PDF for viewing only. 

o Originators can Enable accept/reject changes (before downloading the document) using the 

green “More” button to the right of the contract negotiation listing. The document will be 

relocked upon upload.  The Originator must Enable accept/reject changes at every version 

level prior to download in order to have that capability. 

o The uploaded documents will be saved onto the Project Dashboard in whatever format they 

were saved on the local computer drive – i.e. redlines will show when sharing if that is the 

way the document was saved prior to upload. 

o Enabling accept/reject changes allow the Originator to accept and reject changes in the 

redlined document in order to upload a clean, accurate, version to the system for sharing 

with Collaborators if desired. 

§ These accepted/rejected changes will be permanent for the newly uploaded version 

of the contract.  A prior version would have to be used if any of the edits during 

accept/reject changes were not wanted. 

 

 Open the downloaded contract from your local computer and edit in MS Word. 
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o The watermark and footer are locked throughout editing and sharing – until the finalization 

process. Except when Enable accept/reject changes is activated. 

§ When Enable accept/reject changes is activated, the entire contract is unlocked and 

editable by the Originator.  Note:  If the footer is altered or removed, the Document 

Security Code will not be inserted during the Finalization process. 

o Embedded instructions can be turned off/on for assistance in editing the contract most 

easily by clicking on the “¶” button on the Home tab in Word (see Appendix B for other 

options). 

 Click “Upload” to bring the modified contract back onto the website for sharing, comparison reports, 

and easy version control. 

 Click “Add File”, and select the contract from your files for uploading. 

 Click “Start Upload”. 

 Two Comparison Documents (Word and PDF) of the new contract version and the Standard 

ConsensusDocs contract (or the newest version with its previous version if later in the negotiation) 

will be automatically generated by the system and posted under the “Comparison Documents” 

column of the project management webpage. 

See Appendix B for additional instructions on editing options and advanced features for working with 

contracts in Microsoft Word. 

4.5. Sharing Contracts 

 Once a Standard ConsensusDocs contract has been edited by the Originator and uploaded back to 

the project Dashboard, there will be a new contract version number for the edited document(s).   

o The Originator’s edits will show as 1.0, 2.0, 3.0, etc.  Collaborators’ edits will show as 1.1, 

2.2, 3.3, etc. 

 A comparison document will automatically be generated by the system of the most recent two 

versions of the document.   

o Originators can manually run unique comparisons by selecting the check boxes next to the 

two Documents to be compared and clicking on the “Compare Selected” button above the 

Documents column. 
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 To share a contract version under the Share heading click the “Share” link. 

 

 Enter the email address(es) of the Collaborators you want to invite to review, edit or comment on 

the document – separating multiple e-mail addresses with a comma. 

 Select – Word to edit or PDF to view only from the pull-down menu 
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 Add a personal message (optional). 

 Click on “Share”. 

 You will see on your negotiations management page, who is sharing the document(s) for that 

negotiation. 

 

 

 In order to share documents under the “Compare Documents” heading, you must first have shared 

the version of that contract Document (in the same row) under the “Share Documents” heading.  

For example, in order to share Compare Documents 1.0 to 1.1 (#2 above), you must first have 

shared the version 1.1 (#1 above). 

NOTE:  Comments made here will show on the Collaborators’ collaborations tabs and will be e-mailed 

to the in entirety.  Comments within a Version will be viewable by all Collaborators within that shared 

version. Comments can be viewed and hidden by clicking on the “Comment” button.  For longer 

comments, there will be a scroll button and an expandable comment window – just drag the right 

bottom corner of the comment box to size. 

NOTE:  Contract Versions may be deleted by the Originator using the green “More” button on the far 

right of the contract Version row.  If a contract is deleted from your Project Dashboard, it will also be 

deleted from your Collaborators’ Dashboard(s).   

(1) (2) 
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 Once a document Version has been shared, the Originator can share a comparison version of two 

contracts under the Compare Documents heading by clicking the “Share” link on the right. 

 

 The Originator will receive the message below indicating who is eligible to share the “Compare 

Documents”.  Note:  When sharing “Compare Documents” there will not be a “Sharing with” 

indicator box on the project negotiation Dashboard. 

 

 

NOTE: If you don’t see any Collaborators or don’t see a specific Collaborator on this list – exit this screen 

(below) and return to the Dashboard to Share the Version of the contract that has been compared (that is 

on the same row as the comparison version) with the intended Collaborator(s) first, then when you return 

to the screen above, you will see the name(s) added to the list to share comparison documents. 

NOTE:  Originators must go through the share process with each new version of the contract or 

comparison document – this will not be automatic even within the same project. 

 

 The Collaborator will be sent an e-mail message with a link to download the shared document with 

instructions on how to upload their edited version back to the project website.   

 After an edited contract has been uploaded back to the project website, an e-mail will be 

automatically sent to the Originator alerting them that a document has been uploaded by a 

Collaborator for review. 
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4.6. Collaborations 

Collaborations are initiated by the Originator through e-mailed invitations.  The Collaborations tab is 

where Collaborators see project contracts they have been invited to review/edit.  Originators will have a 

Collaborations tab for negotiations they are invited to participate in by other parties on different 

projects that they are not managing. 

 

Originator’s View 

 

 

 To invite collaboration, click on “Share” under the Share Documents or Share Comparisons columns.   

 The Collaborator will receive an e-mail with a link to the contract. 

 Collaborators will see a list of contracts they have been invited to review from one project or for 

multiple projects.  (See Collaborator’s View below.) 

 Collaborators will click on a project name, then on the contract negotiation name to download the 

documents for editing on their local computer 

  Edit the contract, save, and then upload the edited versions back to the Collaborations Tab. 

 Documents must be saved with a .docx extension in order to be uploaded to the website. 
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 An e-mail will automatically be sent back to the Originator that a contract is ready for review and 

the edited version will show on the Originator’s project Dashboard with a new version number, 

along with a system-generated Comparison Document comparing this new Version to the 

immediately preceding Version. 

Collaborator’s View 

 

 

 Comments made on a shared document, will be seen by all Collaborators who were invited to share 

that version.  Automatic e-mails will be sent to all Collaborators with the full comment included. 
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4.7. Managing Collaborator Contacts 

 Create a contact list under the People tab.  “Create” new entries or edit existing contacts that 

were automatically added to your People list when you shared a contract. You will have to have 

shared a document with a Collaborator at least once before the People tab will appear. 

 

 

 E-mail addresses cannot be edited except by the contacts themselves. 

 

 At this time, Contacts cannot be deleted. 

 

4.8. Favorites 

 The Favorite tool allows users to save a Word version of a standard document that has been 

negotiated and edited and is in a format that the Originator feels will be useful on future projects.   

 From the Projects tab, use the “More” pull down menu on the right of any “Version” of a contract 

and select “Make Favorite”.  This will not be an option for the Finalized contract because that will be 

a locked PDF. 
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 That version of the contract will be saved under the My Contracts tab in the Contract Series box 

under the “Favorites” link. 
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 Favorites can be used on any future project – just select a Favorite rather than a new Standard 

Contract during the “Add Contract” process for a project.  

Note:  If you have purchased an Express Per Document subscription, you will be charged the associated 

per document fee for using a Favorite just as when using a standard contract. 

 

4.9. Document Finalization 

 From the Projects Tab, check the box next to the Contract Version that you want to Finalize and click 

the green Finalize button. 

 A clean, locked document (watermark and footers removed and ConsensusDocs Content Secure ID 

added) will be created and saved under the “Finalized” tab in the Projects section of the Dashboard.  

 A redlined Comparison Document of the Final Version to the ConsensusDocs Standard Contract is 

generated automatically by the system and is accessible in the Compare Documents column. 
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NOTE:  The finalized document has had the locked Draft watermark removed and additional text 

applied to the Footer. The temporary footer will be replaced in the final document with a secure 

document ID code that will confirm a valid ConsensusDocs licensed document. The final document 

will be rendered as a locked PDF document. 

 

4.10. Using the “Tools” Menu 

 Documents do not have to be ConsensusDocs contracts to utilize the comparison tool – any 

document in Word or PDF (except locked PDF documents) format can be compared using this tool. 

 

 Compared and Converted documents cannot be deleted by the Originator, but will be automatically 

deleted after 30 days by the system. 

 From your Dashboard, select “Tools” on the top right of the main window 

 Select a document, then “Add files” and Start upload 

 Repeat for the second document. 

 Select “Run Comparison” (If necessary, press F5 or refresh your screen) – Only two documents can 

be compared at a time. 
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 Follow the same process for PDF files – but using the PDF to PDF tab.  Locked/secured PDF files 

cannot be compared.  The ConsensusDocs finalized contracts in PDF format have been secured and 

therefore cannot be processed using the Comparison tool. 

 Documents must be the same file type to be Compared – the Convert Documents tool will assist 

with bringing documents into the same format. 

 Upload the document to be converted under the appropriate tab in the Convert Documents box and 

click the “Convert File” button. 

 The converted document will appear in the View Results box on the right.  Larger documents will 

take longer to appear and become accessible.   

 

4.11. Document Storage 

Users are encouraged to save documents to their local hard drives and not to rely on the website 

as the sole storage repository for contracts.  So long as you are a ConsensusDocs subscriber, 

documents will be stored on the website throughout the contract negotiation and for 12 months 

after contract finalization.  Users will be notified via e-mail before documents are deleted from the 

website.  However, documents will not be stored for any length of time for lapsed subscribers or 

Collaborators. 
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APPENDIX A.  Contract Subscription Packaging and Pricing Models  

 (Pricing is retail / member) 

1) Full Package – Unlimited 

Unlimited use of all 90+ documents for one full year. 

 Original Purchase for 1 Document Originator:  $999 / 799 

 2-9 Additional Document Originators within same company for same subscription period:  $599 / 

479 

 10+ Additional Document Originators within same company for same subscription period:  Please 

contact us at support@consensusdocs.org or 866-925-DOCS (3627) 

 

2) Subcontracting Package – Unlimited 

Unlimited use of subcontracting and select other documents (same as current package) for one full year. 

 Original Purchase for 1 Document Originator:  $549 / 449 

 2-9 Additional Document Originators within same company for same subscription period:  $329 / 

269 

 10+ Additional Document Originators within same company for same subscription period:  Please 

contact us at support@consensusdocs.org or 866-925-DOCS (3627) 

 

3) Express Package – Unlimited 

Unlimited use of select short form and administrative documents for one full year (Documents included:  

202, 205, 221, 222, 235, 245, 260, 261, 262, 263, 280, 281, 291, 292, 293, 721, 725, 751, and 796). 

 Original Purchase for 1 Document Originator:  $449 / 349 

 2-9 Additional Document Originators within same company for same subscription period:  $269 / 

209 

 10+ Additional Document Originators within same company for same subscription period:  $159 / 

119 

 

4) Express Package – Per Document 

Access to select short form and administrative documents for one full year, plus a per document usage 

fee.  Fees will remain at 2011 pricing.  (Documents included:  202, 205, 221, 222, 235, 245, 260, 261, 

262, 263, 280, 281, 291, 292, 293, 721, 725, 751, and 796). 

 Each Document Originator:  $349 / 249 

 

* Additional user licenses are for use within the same company and for the same subscription period as the 

first subscription.
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APPENDIX B.  Working with Contracts in Microsoft Word 

Once the document is downloaded to your local computer, please note the following special instructions: 

a. GENERAL INSTRUCTIONS 

As a standard form, ConsensusDocs contracts have been designed to establish the relationship 

of the parties in the standard situation. Recognizing that every project is unique, modifications 

will be required. Text may be edited, excluded or added (except for the locked footer).   

When opened for editing in Microsoft Word, the standard document will show the editable text 

shaded in yellow.   There will be a yellow banner at the top of the document with an “Enable 

Editing” button that must be selected before changes can be made to the documents.  Gray 

boxes are inserted throughout the document where information is necessary to prepare a 

complete document.  Simply click on these gray boxes and type in your project information.  

Changes will be inserted with Track Changes activated.  Note:  only the “Originator” of the 

document negotiation can accept/reject changes to the document and finalize it. 

The yellow shading of editable text is provided only as a guide for the editor and is not a 

necessary part of the document editing process.  To turn off the shading, go to the “Review” 

menu and select “Restrict Editing” from the Protect Section of the tool bar and uncheck the 

“Highlight the regions I can edit” option. 

 

 

 

b. EMBEDDED INSTRUCTIONS are provided to help you complete the document.  

 

 Follow these steps to display or hide instructions: 

1. Word 2010: File, Options, Display, check the Hidden Text check box – or you can select 

“Show all Formatting Marks” which will include hidden text.  A shortcut option is to 

select the “¶” button under the “Home” tab to show all formatting marks. 

2. Word 2007: Office button, Word Options button, Display Hidden Text check box.   

3. Word 2003: Tools, Options, View, Formatting Marks, Hidden Text check box.   
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 Follow these steps to print with instructions: 

1. Word 2010: File, Options, Display, Printing Options, “print with hidden text” check box.   

2. Word 2007: Office button, Word Options button, Printing Options section, Print Hidden 

Text check box.    

3. Word 2003: Tools, Options, Print tab, Include with Document, Hidden Text check box.       

 

 

 

There will be three types of embedded instructions within the documents: 

Red Boxes: Instructions within red boxes refer to fields that are typically 

required to be filled in for a complete contract document. 

Blue Boxes: Instructions within blue boxes refer to fields that may or may not be 

required to be filled in for a complete contract document. 

Green Boxes:  Instructions within green boxes refer to provisions that have 

General Instructions or ConsensusDocs Coalition Guidebook Comments. The 

complimentary Guidebook is available at www.ConsensusDocs.org. 
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c. CROSS REFERENCES 

ConsensusDocs are set up to automatically renumber when sections of text are added, 

deleted, or moved.  There are two important steps to ensuring that cross-reference links 

within the Standard Contract text are updated to accurately reflect the changes made 

during editing.   

1. Be careful where you insert text to make sure your cross-references update. Cross-

references break if you add a new paragraph to your document by pressing “Enter” 

at the beginning of a referenced (usually numbered) heading. To prevent this, you 

must add new paragraphs by pressing “Enter” at the end of the previous paragraph 

(noting the indentation necessary to accurately reflect the appropriate hierarchical 

level for the section of test).  For example, if you have a section numbered 5.2.6 and 

it's already referenced earlier in your document, DO NOT press “Enter” where the 

“x” is located in the following example:  ---  5.2.6xHeading Title  ---   Instead, press 

“Enter” at the end of the line before this section.  If the section before the one being 

moved is a lower or higher level in section hierarchy – you will need to take care to 

decrease the indentation to keep the inserted new section at the desired level.  

(example:  when adding Section 5.3 when it will fall just after Subsection 5.2.5 – the 

inserted “return” will create a new Subsection 5.2.6 in pattern with the auto-

numbering rather than a new Section 5.3).  Editors can correct the list level by 

selecting the decrease indent arrow in the Paragraph section on the tool bar or by 

selecting the new section and hitting “Shift+Tab” to bring the new section to a 

higher list level. 

2. ConsensusDocs contracts are locked to allow editing only in certain sections, and 

to limit the editing capacity of Collaborators.  Section changes and deletions will 

affect cross reference links in the contracts.  Changes will be shown in redline 

format by pressing Ctrl + A (to select all) then F9 or by printing the document, but 

will not automatically updated.   Cross references to moved sections will adjust to 

the new section number.  Cross references for deleted sections will produce an 

error message prompting the editor to correct the missing cross reference.  Only 

the Originator can accept/reject changes – which is required to update the cross 

reference links or identifying missing links. To update cross-references, the 

Originator will first have to accept or reject changes, then press Ctrl + A (to select 

all) then F9.  It is important to note that the cross-references will not be updated 

until this step is completed. 
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APPENDIX C.  FAQs 

 

Q. What are ConsensusDocs? 

A. ConsensusDocs are standardized contract documents written by and for the design and construction 

industry. ConsensusDocs save you time and money by incorporating best practices and fair risk allocation. 

To learn more about the 90+ contracts available, please visit: 

http://agccnsnsdcs.live.deghosting.com/FooterSection_About/FooterSection_About . 

 

Q. What is the ConsensusDocs Coalition? 

A. The ConsensusDocs Coalition is a group of 35 leading design and construction industry associations who 

have come together to develop ConsensusDocs.  For a listing of all Coalition members, please visit 

http://agccnsnsdcs.live.deghosting.com/FooterSection_About/FooterSection_Coalition . 

 

Q. Why did ConsensusDocs change its technology? 

A. In response to customer feedback, we streamlined the way you purchase, edit and finalize 

ConsensusDocs. Now, if you know how to use MS Word®, you know how to edit ConsensusDocs contracts. 

 

Q. Will I continue to receive all new and updated contracts within my subscription package at no charge? 

A. Yes, all current subscribers* receive access to all new and updated contracts within their subscription 

package at no extra charge. An e-mail will be sent to you alerting you when new and updated contracts are 

available.  An Announcement will also be posted on your ConsensusDocs Dashboard.  *The DocuBuilder 

platform will no longer be updated, so we encourage you to convert your subscription today to the new 

system. 

 

Q. How do I become a member of the ConsensusDocs Coalition? 

A. Only design and construction related, non-profit organizations are eligible to become members of the 

ConsensusDocs Coalition. To become a member of any of the 35 Coalition organizations, please contact the 

organization directly. You can view a list of the current Coalition member organizations at 

http://agccnsnsdcs.live.deghosting.com/FooterSection_About/FooterSection_Coalition . 

 

Q. How do I get a Member Discount on ConsensusDocs Contracts? 

A. You are eligible for the Member Discount if you are a member of one of the 35 endorsing organizations. 

Please contact your organization to get the applicable discount code, which you will enter during the 

purchase process. You can view a list of the current Coalition member organizations at 

http://agccnsnsdcs.live.deghosting.com/FooterSection_About/FooterSection_Coalition. 

Q. How can I learn more about the ConsensusDOCS contracts? 



 

 

 

Confidential Draft  43 

A. Review our helpful information at http://agccnsnsdcs.live.deghosting.com/Catalog . Each page will 

describe the separate catalog and the types of contracts you can find through this program. 

 

Q. How do ConsensusDocs compare to AIA and other standard contracts? 

A. Please visit http://consensusdocs.org/wp-content/uploads/downloads/2011/09/Comparison-Chart-7.0-

ConDOCS_AIA-9.6.2011.pdf to view a variety of comparison charts provided by top construction lawyers in 

the country. 

 

Q. How can I be sure I have the indemnity agreement required by insurance companies? 

A. These are included in all our subcontracts. 

 

Q. Which portions of the ConsensusDocs contracts can be modified? 

A. All portions of the contracts can be modified, with the exception of the locked footer. You are able to 

omit or add paragraphs, edit and delete text via MS Word. When you return to your ConsensusDocs 

Dashboard at www.consensusdocs.org and “finalize” your contract, the “DRAFT” watermark will be 

removed, providing you with a clean copy for signatures. 

 

Q. Can I upgrade my current ConsensusDocs subscription? 

A. Yes! Please call (866) 925-DOCS (3627) and press #1 for assistance. 

 

Q. What if I want just one contract? 

A. You cannot purchase single documents. All contracts are sold via yearly subscription packages; most with 

unlimited use.  Please visit http://agccnsnsdcs.live.deghosting.com/QuickPurchase for our available 

subscription packages. 

 

Q. Why is industry collaboration between owners, designers and contractors so important? 

A. There is a growing frustration in the industry that parties, owners in particular, are presented with heavily 

modified standard form documents that hardly resemble the original text. Parties often perceive standard 

documents drafted ultimately by a singular organization as protective of that organization. The 

ConsensusDOCS drafting process was similar to negotiations for a specific project contract. Parties with 

different viewpoints who have a large stake in the project outcome each had a vote before the contract is 

"signed off." Moreover, there is synergy and a broad and deep knowledge gained from varying viewpoints. 

The contracts address cutting edge issues, like Integrated Project Delivery (IPD), Building Information 

Modeling (BIM), and electronic communication between the parties. Finally, the documents encourage 

direct communication among all parties while aligning the parties' interests with the project's best interest. 
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Q. What is the goal of the partnership between the industry stakeholders and ConsensusDocs? 

A. The coalition of associations represents diverse interests in the design and construction industry who are 

collaborating on the development of standard form construction contract documents. ConsensusDocs are 

transforming the industry standard and increasing efficiency in contract negotiations and project execution.  

Simply put… ConsensusDocs are a better way to build! 

 


