General Terms & Conditions Document Shell

Topic		Minute:Second

Navigate to Permit Detail Page	0:20

Go to left hand side, third level menu ‘T&C’ bullet	0:30

Generate T&Cs Shell	1:02

Establishing the Template/Working Copy & Content of T&Cs  	1:20
Word Features	1:00
Put in Necessary Standard Text 	1:00
Replace ‘None’ where needed	1:00
Increase/Decrease Indent feature	2:48

Using ‘Save As’ – Saving interim T&Cs onto Shared Drive or a Specified Network location	3:23

Uploading Finalized T&Cs into STARS2	4:00

	Locate & Apply Document	4:10

	Delete Shell from ‘Working Copies’ area of T&C page	4:28

Saving Changes to Establish T&Cs for Permit Review 	4:39
	



