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01 Accessing Document Builder

To access Document Builder, click the Document Builder link on the
Home page.
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Document Builder opens in a separate window and loads the Company Details page.

02 Getting Started

Begin by entering your company details.

1. Enter your contact details into the fields provided. These details will populate across

all the documents in their relevant places.

2. Decide whether you want to refer to the employer as an “Organization”, “Company”,

“Firm”, etc. throughout the documents you create.

b

4. Click Save.

Determine if you wish to receive the email alerts regarding policy updates.
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03 Table of Contents

To retrieve the Table of Contents for a specific product, select it from the Available Products
list on the left side of the Company Details page. You can choose from the following:

e Employment Letters. Create and customize letters for various individual employment
situations.

¢ Employment Contracts. Create a comprehensive contract of employment by
choosing and customizing the contractual clauses appropriate to a particular
employee’s situation. Alternatively, you can also create an individualized non-
competition or non-disclosure agreement.

¢ Employment Policies/Manual. Create individual employment policies for use in your
organization — or create your own comprehensive employee handbook.

After selecting one of the above categories, a comprehensive list of all documents for that
specific product appears. You may select a document by clicking its name. You may also
check its status of completion and currency. When your document becomes out-of-date,
particularly in relation to the Employment Policies/Manual, you will receive an email alerting

you to any sections which will need updating and this page will show that the document is
out-of-date.

View the status of your documents.

o
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Determine the currency of
your documents.




04 Document Builder Page

Once you have selected a document from the Table of Contents, you will access the
Document Builder page.

Design your document quickly and easily by selecting the relevant sections to your document
and answering a series of simple questions on the left side of the screen. Watch your
document being created on the right side of the screen. You can save your document at any
point, whether complete or not. Should you wish to start a document again, simply click
Clear All at the top of the page to reset to a blank document.
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Your document is created on-screen,
based on your answers to the questions
on the left side.

05 Download Documents

Documents may be downloaded in three formats:
e RTF: Ideal for printed handbooks, letters and employment contracts.
e PDF: Ideal for managing control over your documents.
e HTML: Used for Intranet based handbooks.

To download from the Document Builder page, simply click the Download Document button
located at the top of the page.
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To download from the Table of Contents, click Download Documents on the

left side of the page.

The Download Documents page appears:
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Click Download.

For assistance using Consult Carswell, or to
arrange training, call 1.800.387.5164

Using the checkboxes provided, select your documents from the list.
Select a download format using the options provided on the right side of the page.
Click Save if you wish to save the current download selection(s).




