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SPASA Online Contract System.

The aim of the Online Contract System is to allow you, the builder to email your client a
contract, saving your business time and money.

Each Online Contract is unique to the builder identified by the builder's name and DBL
number at the base of every page.

The Online Contracts are encrypted pdf forms. They may only be edited in Adobe Acrobat
Reader (which is free and can be downloaded from www.adobe.com). The Online Contracts
are readable in many compatible pdf readers however Acrobat Reader is the only fully
supported program.

Note: Acrobat Reader can be downloaded from www.adobe.com

&L spasa

bearing this matching contract number.

If this box is empty do not sign this contract.

BUILDER - AWARD POOLS AND SPAS P/L - JOHN D'ARCY No. DBL 00000

This builder has been supplied this SPASA Construction Confract for use during
the 2014 calendar year. All current and financial members of the association are
listed on the SPASA website www_spasavic.com.au

Each Online Contract has a field for your Certificate of Authentication (COA) number.
Purchase of the COA for all contracts is mandatory).

A Certificate of Authentication number is generated from the website and is the last step to
complete the Online Contract process.
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Typical workflow.

1. Fill out your Online Contract Template with the details of the new project; in this
example we are using Mr Smith.

2. Save the pdf in a folder on your computer called ‘Mr Smith’s Project’ so you can edit
later.

3. Lock the pdf and save this new version in the same folder. Typically add some letters
on the end of the name to remind you it’s the locked version. i.e. LKD

4. Email the locked version to your client. They can then share it with their partner,
lawyer etc.

5. If your client requests a change. Open up your editable version and make the
change. Save.

6. Lock it again and save as version 2.
7. Email your client the locked version 2.

8. Once your client accepts the deal, get your Certificate of Authentication from the
SPASA site.

9. Create a Certificate of Authentication on spasavic.com.au and copy and paste the
number into your final contract.

Note: An Online Contract is not considered a legally binding contract, unless a
SPASA Certificate of Authentication is used. SPASA’s free Consumer complaint’s
process will not be offered, and Awards entries will not be considered, unless the
Certificate of Authentication has been purchased.

10. Lock your final pdf contract. Email the final locked contract and the Certificate of
Authentication to your client.

11. Your Client needs to print and sign the online contract, and mail it back to you.

12. Check over the Online Contract one final time. Sign it and photocopy it. Send your
client the printed signed copy.
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Accessing your Contract

1. Go to the SPASA Victoria website www.spasavic.com.au using your unigue
username and password, login through the ‘Member Login’ section as shown below.

]

Inbox - joash@prefight.ca.. X | Home - SPASAVictoria| S.. | i Takingascreenshotofan... X | +

€ || Q search w8 9 3 o B b2

€ @ spasavic.comau =
7 ]
S PASA

SWIMMING POOL & SPA ASSOCIATION

Home About Us Awards of Excellence 2014 Fact Sheets Pool & Spa Expo SPASA Industry Training Members List

Free Consumer Guide

Find a SPASA
S PASA M em be r g S Welcome to the Swimming Pool

and Spa Association of Victoria

Choose Type of Member

Select Category v = Who We Are

SPASA Ambassador
rPle Oymeic o ants

2. Once you have logged in you can check that you have logged correctly by confirming
your hame at the top left of the screen (as shown below) If you have logged in as the
generic ‘SPASA member’, logout and use your unigue details to login again.

11 Inbox - joash@prefight.co.. % |+ Members Area - SPASA Vic.. % | i Takinga screenshotofan... X | +

%s PASA

SWIMMING POOL & SPA ASSOCIATION

Members Area
2015 SPASA Calendar Industry Training
May Calendar

Awards of Excellence Gala Dinner Bookings Close — Friday 29 May
June

White Card Training (Construction Induction) — Friday 12 June

Awards of Excellence Gala Dinner - Saturday 13 June

August

Note: if you do not know your unique details please contact the SPASA office
on 03 9501 2040
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3. Once you are logged in, move your mouse over the ‘Membership Area’ (as shown
below)

|

M Inbox - joash@preflight.co... X | =~ Members Area - SPASA Vic... X \éj' Taking a screenshot of an ... % | o

€ | @ spasavic.comau/members-area C || Q Search wBa U ¥ aSOE ¢-@ =

&L spasa on
Welcome testbuilder

SWIMMING POOL & SPA ASSOCIATION

Home About Us Awards of Excellence 2014 Fact Sheets Pool & Spa Expo 'SPASA Industry Training Members L

Members Area
2015 SPASA Calendar Industry Training

May Calendar

Awards of Excellence Gala Dinner Bookings Close  Friday 20 May
June

White Card Training (Construction Induction) — Friday 12 June
Awards of Excellence Gala Dinner — Saturday 13 June

August

4. The following menu is available click the ‘Contracts’ item at the bottom of the menu
on the right (as shown below).

J <
& | @ spasavic.comau/members-ares | Q search we U+ Aa OB =@ =

® Search ...
&S spasa
VICTORIA Welcome testbuilder

SWIMMING POOL & SPA ASSOCIATION

Home About Us Awards of Excellence 2014 Fact Sheets Pool & Spa Expo 'SPASA Industry Training Members List Members Area

[] SPASA Member Flyer Progf., % | = Members Area - SPASA Vic., % | +

2015 Pool Book Code of Ethics Membership Application SPASA Past Presidents.
Annual Reports. Expo Booking Form OH&S Resources SPASA Life Member List
Awards of Excellence General Meeting Online Contract Application Builder Only - Variation Form
Bulletins Golden Anniversary Dinner Policy and Procedures gL Directory Details
Career Dressing Golf Day and Records Site Visit Safety Notice @
Constitution Industry Training

——

Awards of Excellence Gala Dinner — Saturday 13 June

Auaust
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5. This will take you to the ‘Online Contract Creation’ section of the website (as shown
below).

- oEN

[ SPASA Member Flyer Proof... % | = Contract Home - SPASAVi.. % | +

E———

€ | @ spasaviccomaau/contract E1 v ¢ || Q search
. = =Emon
&L spasa
VICTORIA Welcome testbuilder

SWIKMING POOL 4 5PA ASSOCIATION

Home About Us Awards of Excellence 2014 Fact Sheets Pool & Spa Expo ‘SPASA Industry Training Members List Members Area

Online Contract Creation
Contract Menu

Welcome to your Domestic Building Contract download & tracking page

wBE O 3+ &4 9 B =@ =

© Contract Home
« The individually named and digitally coded contract can be downloaded via the Contract Download link to the right.
© Certificates of Authentication

« To see alist of your previous 'Certificates of ication' click Certi of ication on the right
* To create a new Certificate of Authentication’ click Certificates of Authentication on the right, then click New’ at the top left

« To download a 'Certificate of Authentication' click Download next to the corresponding certificate. © Contract Download

Please make sure you are using the latest version of Acrobat Reader. Install latest version www.adobe.com

SPASA Contracts

Contract Menu Here you can:

Create and download/print a new Certificate and Look up
old certificates and download/print them again.

© Contract Home
© Ceriificates of Authienticati

Download your Contract Document(s
[ ] Con‘tractDownIoad/ y ( )

6|Page



Js PASA

SWIMMING POOL & SPA ASSOCIATION

Downloading your Contract

1. Click ‘Download my Contract’ in the menu and your contract or multiple contracts will
appear on screen (as shown below)

- o8
————— EN
[ SPASA Member Flyer Procf.. % | =~ Contract Download x \ &

€ | @ spasavic.com.au/contract-download @ || Q search wBA O 4+ A e B # v m| =

U, = [onmice [0] 1]
& spasa
VICTORIA Welcome testbuilder

SWIKMING POOL 4 SPA ASSOCIATION

Home About Us Awards of Excellence 2014 Fact Sheets Pool & Spa Expo SPASA Industry Training Members List Members Area

Contract Download Contract Menu

Name = size
© Contract Home

[ Domestic Building Contract - Concrete SAMPLE 2014 E.pdf 42798 KB
© Certificates of Authentication

© Contract Download

2. Typically you right click the Contract link and choose ‘Save As’, ‘Save Target As’ or
‘Save Link As’

= Domestic Building Contract - Concrete AwardPools 2014 E.pdf (SECURED) - Adobe Acrobat P.. — =
Fle Edit View Window Help x
Bete- | B | BOo2BLE %

\/JI . /26 | . @ ‘ (=) lq-‘ m ‘ = . Tools Comment Share

\!-.//SPASA

Domestic Building Contract

FOR THE SUPPLY & CONSTRUCTION OF A | CONCRETE SWIMMING POOL/ SPA

Note: On a Mac click and hold for the download options.

3. Save your pdf to your computer. This is your master file. You will be opening this file
as your template for your new contracts.
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4. Acrobat Reader allows you to fill in the form fields and save a copy for your records. It
also means that the rest of the document cannot be edited in any way.

5. The coloured (Purple) bar at the top indicates that you can fill in the form fields and
save the document in Acrobat Reader.

Note: All the highlighted fields are fillable.

5 Domestic Building Contract - Concrete AwardPools 2014 E.pdf (SECURED) .. — O
File Edit View Window Help ®

@ | lz‘ /26 | ‘ lz‘ ke Tools Sign Comment Extended
Please fill out the following form. You can save data typed into this form.

CONTRACT DETAILS

ontract shall ony be uisd by the SPAZA companyindivdunl 212 intusd to

on
iz to be filled cut by the parbes to the Contract. Read it cansfully du\:u'eﬂukewe'ytmng & fllad out comacty.

A. THE NAME AND ADDRESS OF PARTIES TO THE CONTRACT
Building Cwneriz):

Patood
AH: Mabile:
ABN:
Builde
Builders Address:
Suburh: Pastoode:
Phone numbers. Bus: Mokbde: Facairui e
Emmail Addrese: ABN:

B. REGISTERED BUILDING PRACTITIONERS NAME AND NUMBER

Neme:

(an it * on the registration cerlicute under the Bu \d ga:unw d: #the Builderis a parinership then 1pecify such
par i 1 ragirbared buider under the Act and i th ration then pﬂcrf‘"ih T o ars regisharad
under the Act)

C. THE DATE OF THIS CONTRACT: CONTRACT NUMBER:

(Check sccompanying Cartfcate of Authentication)

D. THE CONTRACT DOCUMENTS (Note: Aftach copies of the following documants to thiz Contract]

The Cor mds;;:m ations comprizing page: provided by the "Buider  or Building Ownar

pe 11,124 151

r Swiraming Pool provided by the “Buider|  or Building Gwaer

Drawings datd
* check atternate applying.

pages for landecaping provided by the “Buider  or Building Owner

E. THE ADDRESS OF THE SITE

Addrezs:

Suburb: Postcode:
The Titie Pariculare: Volurme: Fabo:

alzo redermed to in the Contract as the "G

INITIALS: .

BUILDER - AWARD POOLS AND SPAS P/L - JOHN D'ARCY No. DEL150S CONTRACT Mo

2 esa

¢ FORTHE SUPFLY & CONSTRUCTION OF &  CONCRETE SWIMMING FOOL/ 3FA &

6. Best practice is to fill in all the fields that would be the same for every client and save
a master version to save you the hassle of filling it in every time.
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7. The contract has a Digital Signature field (called the ‘Lock’ Field) to freeze all content

S0 you can email it to your client without the worry that they may change the
information contained in the document.

File Edit View Window Help

@ | /26 | | E v Tools Sign Comment Extended

T Domestic Building Contract - Concrete AwardPools 2014 E.pdf (SECURED) .. = B
*

U]

ys PASA
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Domestic Building Contract

FOR THE SUPPLY & CONSTRUCTION OF A | CONCRETE SWIMMING POOL/ SPA

Before you sign! This contract must be accompanied
by 2 official SPASA Certificate of Authenticstion
bearing this metohing contract nuraber.

1f this bax is empty do nat sign this contract.

Note: The ‘Lock’ field is a safety feature; the last thing you want is to sign a contract
to build an 18m pool when you thought it was only an 8m pool.

9|Page



Js PASA

SWIMMING POOL & SPA ASSOCIATION

Generating the Certificate of Authentication.

1. When you and the client have agreed on the final version of the contract, log onto
SPASA Website. From the Contracts menu, click on ‘Certificates of
Authentication’.

Note: for steps on how to get to this section please refer to instructions under accessing
your account on page 4

2. Under Contract Menu click ‘Certificates of Authentication’ (as shown below).

- oIEN
] SRALA Merrbr i Frool 50 | Contract Bowndcsd W
£ B worrcomm/oont @ 09 4+ e D0 #-0 =
[ ] -
&L spasa c=raan
Walcome testbuilder
Wome  dowils A ofDclee 208 Fefoes | Poddpeligo  SPATA Medestry Takuing _
Contract Download
Contract Menu
HName - Sire
"} Domestic Bulding Condract - Concoeie SAMPLE 204 Epdf 42758 K8
© Conmact Downdssd
H ‘ t] I
3. Click the green ‘New’ button at the top to create a new Certificate.
——— =
[] SPASA Member Fiyer Proof... X /( s Certificates of Authenticati... X 7\+
|| Q searchn *e 9+ A B #-@ =
. Search Member Logout
&L spasa [ vemseriovon [ @ ] ¢
Welcome testbuilder
Home About Us Awards of Excellence 2014 Fact Sheets Pool & Spa Expo SPASA Industry Training

Contract Menu

B New
© Contract Home
qQ X D v || Ordering of the ar.. ~ || 25 ~ © Certificates of Authentication
Owner Download D~ © Contract Download
Angela Smith PDF 1701
John PDF 1654 SPASA Contracts
Amber Skehan PDF 1516

Weicome to Version 2 of the SPASA Builder

4. Fill in the details of your client and click save at the bottom. You CANNOT change
the certificate after you click submit. If you get this step incorrect you will need to start
again.

5. Once you have double checked this and you believe everything is 100% click ‘submit’
then click ‘here’ to display a copy of the contract
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You will find the contract number in the top right corner. Paste this number into your

Online Contract.

Lock the pdf by clicking the ‘Digital Signature field on the top right of the first page.

Save a new version of the Online Contract. Before you send it to your client to sign.

SPASA Victoria 3/
B N B &L spasa

SWIMMING POOL 4 SPA ASSOCIATION

The single-use SPASA "Certificate of Authentication” provides a unique Contract Number, builder details, site address and
date.

CONTRACT
NUMBER

2015-02-26
00:00:00.5:1654

This SPASA "Certificate of Authentication” ensures that the contract you are entering intc has been provided by an

authorised SPASA Pool Builder category Member who is obliged to hold appropri builder i ion and i

A properly certified contract provides consumers with current Consumer Law protection. SPASA will not provide consumer

assistance if the "Certificate of Authentication™ is not ilable. C are ged to contact the association to

ensure the issuing party is a curent Pool Builder member of SPASA Victoria.

THE NAME AND ADDRESS OF PARTIES TO THE CONTRACT

Building Owner(s): | John

Address: 101 Collins St

Suburb: Melbourne : Postcode: 3000
Phone numbers: Bu504000000007 ] AH/Mob: /7 Facsimile:|

Email Address: | ] ABN: |

Builder: Test Builder

Builder's Address: |26 Albert St 6000

Suburb: Abbotsford [ Postcode: 3067
Phone numbers: Bus“79017 3737 7 AH/Mob 94213648/0408 269 977 Facsimile: 8669 4111 )
Email Address: |test@whitepages.net.au } ABN: |68104243361

REGISTERED BUILDING PRACTITIONERS NAME AND NUMBER
Name: | Test Builder & Son Pty Ltd Number: | 7886762A
(as it appears on the reglstratlon certificate under the Building Act 1993 note: if the Builder is a pannershlp then specify each

partner who is a registered builder under the Act and ﬁthemmmw directors who are

registered under the Act)

LA P AT A T A AL T A A
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The Lock button

1. The blue square in the top left corner of the front page is the way to freeze all the
fields in the document. Once this is done, the Contract cannot be updated anymore.

.“’6‘.@|-+W‘ @‘.CJ & - Tools | Comm

% Please fill out the following form. If you are a form author, choose Distribute from the Forms panel in the Tools Pane E.
on the right to send it to your recipients.

ViICcC

SWIMMING POOL

l&'

Unsigned signature field (Click to sign)

Domestic Build ing Contract

2. The very first time you click the button Acrobat will ask you to create a new ID.
3. Click ‘new digital ID | want to create now’ and click next (as show below).

Add Digital ID

| want to sign this document using:
() My existing digital 1D from:
® A file

A roaming digital ID accessed via a server

A device connected to this computer

(®):A new digital ID | want to create

Cancel < Back Mext =
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4 Click ‘window Certificate Store’. Click Next. (as shown below)

Add Digital ID

Where would you like to store your self-signed digital ID?
() New PKCS#12 digital ID file

Creates a new password protected digital D file that uses the standard PKC5#12 format.
This common digital ID file format is supported by most security software applications,
including major web browsers. PKC5#12 files have a .pfx or .p12 file extension.

indows Certificate Stor

Your digital ID will be stored in the Windows Certificate Store where it will also be available
to other Windows applications. The digital |D will be protected by your Windows login.

Cancel < Back Next =

5 Fill in your company details. Much like the screen grab below, then click finish

Add Digital ID

Enter your identity information to be used when generating the self-signed certificate.

MName (e.g. John Smith): IW
Organizational Unit: ’7
Organization Name: 'W
Email Address: |cert@spasavic.com.al

Country/Region: | AU - AUSTRALIA v
["]Enable Unicode Support
Key Algorithm: | 1024-bit RSA v

Use digital ID for: | Digital Signatures and Data Encryption v
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6 The information you filled in will appear like the screenshot below.

Certify Document
Sign As: SPASA Victona W
Certificate lssuer: SPASA Victoria Info...
Appearance: Standard Text W

Ceriified by SPASA Victora

S P A S A DM: cn=SPASA Victoria,
o=5PASA Victoria, ou,
email=cen@spasavic.com.au, ﬁ

Vi Cto ri a E}_;?ELZJE{HE_M_DB 13:41:34

+1000

Permitted Actions After Certifying

Form fill-in and digital signatures v @

7 Once you click ‘Sign’ Acrobat will ask you to save the file.

8 Saving this file with the letters ‘LKD’ on the end of the name can help remind you
which pdf is the ‘locked’ version. (as shown below)

T Save As
Savein: . examples Y] @ ?‘ i v
T MName : Date modified Type
she Mo items match your search.
Recent places
D;sktop
Libraries
A
This PC
@
£ >
MNetwork
File name: Contract Mr Smith LKD pdf v| | Save
Save as type: Adobe PDF Files (*pdf) v Cancel
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FAQ

Q. My client gets a message they need a password to open the Contract pdf | have
forwarded to them.

A. They are not using Adobe Acrobat Reader to view the Online Contract. Ask your client to
download the free version of Acrobat Reader from www.adobe.com

Q. The calculation form % column doesn’t let me put in 80 for 80%. How do I fix this?

A. you need to put 0.8 in the box. It will then display 80% when you click or tab to the next
box.

Q. Why is the pdf Online Contract system encrypted?

A. Two parties who sign a document make that document a legally binding one. Once you
sign both parties are bound to the content of the document. SPASA Victoria wants to ensure
our Online Contracts are extremely difficult to change, especially the fine print.

E.g. Imagine if the tolerance was changed to ‘plus or minus 7mm’ rather than 70mm?
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