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Chapter 1
MASTERSPEC® and MASTERWORKS™
Installation

This guide gives you easy step-by-step instructions for installing your
MASTERSPEC® section text, the Supporting Documents, and the
MASTERWORKS™ software.

Step 1 - Preparation

Close all Windows programs prior to installing the documents and software on the
CD. If your computer is on a network, you may need administrative rights to
complete the installation.

Step 2 - License Agreement

Insert the MASTERSPEC MasterFormat 2004 or 1995 CD into a drive. The
ARCOM Installer should start automatically. If not, double click on the My
Computer icon and the CD icon on your desktop. Then double click the file
SETUP.

Follow the instructions that appear on your screen. Installation time is about 10
minutes.

First, you will be presented with a license agreement that defines your rights to
use the MASTERSPEC System (Figure 1-1). MasterFormat 2004 or 1995 is
indicated near the upper right corner of the dialog. To indicate that you have read

and accept the terms of the agreement, click © " : and then click the blue arrow
® to continue.
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Y ARCOM Installer for MASTERSPEC e _ o) x|

License Agreement

MASTERSPECE Specification Systarn License Agreement i’

This iz a License Agreement, not a sales agreement. It is issued by Architectural
Computer Services, Inc. (ARCOM) for The American Institute of Architects (AlA). It

is a legally binding Agreement between you and ARCGOM. This license gives you

the right to use the MASTERSPEC Specification Systern for a one-year period,
wehich may be extended in one-year increments, up to four {4) yvears, by License
renewal. By signing this Agreement, yvou are agreeing to the terms and

conditions listed below. Your arder cannot be processed until we receive this -

Do yvou agree with the terms ofthe License?
& y¥ps O Mo

a »r x

Figure 1-1 MASTERWORKS License Agreement

In the next dialog (Figure 1-2), enter your 20-letter MASTERSPEC License Key,
four letters per box. The system will tab forward automatically as you type in
your key. If your computer does not request the 20-letter key, you do not have
administrative rights; you cannot complete the installation until your system
administrator assigns you these rights. MasterFormat 2004 or 1995 is indicated

near the upper right corner of the dialog.

EJ ARCOM Installer for MASTERSPEC i =] 4|
| License Key

Enter your MASTERSPEC CD License Key:

Clear key

Launch MASTERSPEC Resources

Figure 1-2 Enter MASTERSPEC License Key

The Installer will save your License Key for later use. It is necessary to enter

your license key only once per update.

To clear the license key boxes in the window, click Clear Key.

To these installation instructions, the Consolidated Table of Contents, the
tutorials, the User's Guides, and more, click Launch MASTERSPEC Resources.
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When finished click the blue arrow * to advance to the next dialog where you
will select which component to install (Figure 1-3). The three components are
MASTERSPEC Section Text, the MATERSPEC Supporting Documents, and the
MASTERWORKS Specification Software. These should be installed in
sequence, beginning with MASTERSPEC.

I ARCOM Installer for MASTERSPEC o =] 1

ARGUMUNStalier

Choose a component to Install:
MASTERSPEC® SectionText @
MASTERSPEC® Supporting Documents @

MASTERWORKS™ Specification Software @i

Figure 1-3 Select Component to Install

The license key is remembered by MASTERWORKS. The key symbol on the
ARCOM Installer screen allows you to back up to the license key screen if you
need to enter a new license key. This is necessary only if you have added a new
library to your existing license.

NOTE: To install only the Supporting Documents, skip to step 4. To install
only MASTERWORKS, Skip to step 5.
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Step 3 - Installing MASTERSPEC

By clicking the MASTERSPEC Section Text button, you open a dialog box with
installation options including format, location, and word processor support
(Figure 1 -4). MasterFormat 2004 or 1995 is indicated near the upper right corner
of the dialog.

_' ARCOM Installer for MASTERSPEC o ] 4

Installation Location and Optlions

Installation Options: Installation Location:
") Install All Specifications
() Install Current Update

%]} |cmasterspecy

O Custorn Selection Word Processor Support:
i & MicrosoftWord 97/20000P
Format Options:
 MicrosoftWord 2.0
{C) Full-Length Specifications
) Short Form Specifications  Corel WaordPerfect BI7/8

 CorelWordPerfact 5.1
(J) Use Separate Folders

Preferences... 4 3 b4

Figure 1-4 Installation Location and Options

NOTE: Use caution when selecting the installation location to ensure that
you do not overwrite any existing files you wish to save. The Installer will
display a warning before overwriting existing files.

The three options for installation are: Install All Specifications (the default
option), Install Current Update, and Custom Selection. If you click on the
third option, a subsequent Custom Selection dialog will allow you to select entire
divisions or individual sections for installation (Figure 1 -5). MasterFormat 2004
or 1995 is indicated near the upper right corner of the dialog.

For installation location options, an edit window provides a default location of
C:\MASTERSPEC. If you choose to install MASTERSPEC in a different

location, type in the file destination here or use the browse button % to indicate
a different folder on your system.

Select one of four options for word processor support in Microsoft Word or Corel
WordPerfect (Figure 1-4).

The format options allow you to select licensed MASTERSPEC specifications:
Full Length, Short Form, and Outline.

Additional options are available by clicking Preferences. This will open the
Preferences dialog (Figure 1-6).
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I ARCOM Installer for MASTERSPEC ' _ o) x|

| Select Documents to Install

O C1 MASTERSPEC =
-] C] DIVISION 1 - GEMERAL REQUIREMENTS

-] C1 DIVISION 2 - SITE CONSTRUCTION

-] ] DWVISION 3 - CONCGRETE

-] C1 DIVISION 4 - MASONRY

-] C1 DIVISION 5 - METALS

-] C1 DIVISION 6 - WOOD AND PLASTICS

-] ] DWVISION 7 - THERMAL AMD MOISTURE PROTECTION

-] C1 DIVISION & - DOORS AND WINDOWS

-] C1 DIVISION 9 - FINISHES

-] C1 DIVISION 10 - SPECIALTIES

-] 1 DMISION 11 - EQUIPMENT

[ "] DIVISION 12 - FURNISHINGS =l

Figure 1-5 Custom Selection Dialog

Select Installation Preferences = x|
Additional Content File / Folder Structure
{7} Install GSA Documents {C) Use Division Folders
= {7 Install Product MASTERSPEC (D Use long filenames
o
= ) Install NIH Documents
g
s {7 Install Update Folder
= {7} Install PDF Section Text {7) Show MASTERSPEC Resources
0K X

Figure 1-6 Preferences Dialog

The Preferences dialog opens with most of the options selected already. The
program default will install the GSA Division 1 sections, the NIH Division 1
sections, and Product MASTERSPEC sections. To exclude any of these options,
click the appropriate button in the Preferences dialog to deselect.

The Install Update Folder option will create a folder on your system for use
storing MASTERSPEC updates. This will be a separate folder where any update-
related information will be installed. If you do not wish to use the update folder,
deselect this option in the Preferences dialog.

The Install PDF Section Text option will install a PDF version of each
MASTERSPEC section text included in your license. This will facilitate printing
of the original, un-edited MASTERSPEC sections.

MASTERSPEC will by default install all of the specification sections into
separate folders organized by division. If you would rather have all of the sections
installed into a single folder, deselect the Use Division Folders option in the
Preferences dialog.
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The Use Long Filenames option will install MASTERSPEC sections with section
titles included in the filename. If left unselected, sections will be installed with
only the section number and type as the filename.

Show MASTERSPEC Resources, if selected, will open the MASTERSPEC
Resources dialog (Figure 1-7) whenever the ARCOM Installer is started.

T e Vo Vi s o e |

MASTERSPEC ®

Figure 1-7 MASTERSPEC Resources Dialog

The MASTERSPEC Resources include a collection of information about
MASTERSPEC and MASTERWORKS. It contains current versions of the
Consolidated Table of Contents, User's Guides, Tutorials, the current SpecPress
newsletter, and other information to keep you updated on changes to
MASTERSPEC and MASTERWORKS.

When finished with the Preferences dialog, click OK % to accept your changes.
To cancel, click Exit > .

After you have selected each of your options, click the blue arrow > The
ARCOM Installer will then save the selected section files to your hard drive. This
operation may take a minute or two. When it is finished, a screen message will
confirm that you have successfully installed your files.

Click on the blue arrow * to continue if you want to install the Supporting

Documents and/or MASTERWORKS. Otherwise, click on * to conclude the
installation. If you continue, the ARCOM Installer dialog will reappear (Figure
1-3).

Now click the MASTERSPEC Supporting Documents button or the
MASTERWORKS Specification Software button.
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Step 4 - Installing the Supporting Documents

If you click MASTERSPEC Supporting Documents, the Installation Location
and Options dialog appears (Figure 1-8). MasterFormat 2004 or 1995 is
indicated near the upper right corner of the dialog. In the Installation Location

box, type in the drive and location you prefer, or use the browse button % to
select a folder. You can also type in a drive and folder location where you want
to install the files as shown below. Supporting Documents for Small Project text
only versions include only the Covers.

B ARCOM Installer for MASTERSPEC o ] 4

Installation Location and Oplions

Installation Location:

@_' |C:1MasterspeclSUpDoc

O Place a shortcut to Suppoarting Documents on the Deskiop

O Install printer friendly PDF documents.
Mote: Installing the printer friendly docurments wiill
significantly increase install time.

4 P x

Figure 1-8 MASTERPEC Supporting Documents Installation and Locations Options

The Supporting Documents Installation dialog provides an option to place a
shortcut to the Supporting Documents on your desktop. To have only the
Supporting Documents available for reference on a computer, click the Place a
Shorcut button. The Supporting Documents will be installed with a shortcut on
your Desktop.

You also have an option button to install printer-friendly Supporting Documents
in Adobe Portable Document Format (PDF). To do so, click this button. NOTE:
Installing the PDF documents will significantly increase installation time and
required hard drive space.

When you have made your selection, click on the blue arrow * . A screen
message will indicate the progress of file installation. After completion, another
screen message will confirm that you have successfully installed your files.

To install MASTERWORKS, click on the blue arrow * . This will again open

the ARCOM Installer dialog (Figure 1-3). Otherwise, click on * to conclude
the installation.
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Step 5 - Installing MASTERWORKS

Click on the MASTERWORKS button to begin installation of
MASTERWORKS.

You must first read and accept the terms of the License Agreement. Click on
£ {0 indicate that you have read and accept these terms, and then click on the
blue arrow * to continue.

On-screen messages will provide release information, and directions for installing
MASTERWORKS 5.2 for users with previous versions already installed.

If the ARCOM Installer finds more than one word processor on your system, it
will display the MASTERWORKS Select Target Word Processor dialog
(Figure 1-9) where you select which version of MASTERWORKS to install.

Click Next> to continue.

Select Target Word Processor x|

Setup has detected more than one supported word processar.
Choose the word processaor of yvour choice below.

f

y

(&)
e
=N

o'

< Back | Mext > Cancel

Figure 1-9 Select Target Word Processor

Select the word processor for which MASTERWORKS will be installed.

Click Next> to continue to the Setup confirmation dialog. Confirm your word
processor choice, and then click Next> to continue to the Choose Destination
Location dialog (Figure 1-10).
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Choose Destination Location x|

Setup has detected a previous installation of MASTERWORKS in the
following folder.

R Itis recommended that you install to this location to prevent duplicate
A copies of MASTERWORKS and to save disk space.

-
To install ta this folder. click MNesxt
f \ L) ‘ To install to a different folder, click Browse and select anather folder
e ':..-'r You can choose notta install MASTERWORKS by clicking Cancel to
(- . exit Setup

; Destination Folder

IVC\Program Files\Specware\hMworks Browse... |

< Back

Cancel |

Figure 1-10 Choose Destination Location

The default location is C:\Program Files\Specware\Mworks. To install to a
different folder, click the Browse... button to indicate another folder.

Click Next> to continue to the Start Copying Files dialog (Figure 1-11).

Start Copying Files x|

Setup has encugh information to start copying the program files. If
wou want to review or change any settings, click Back. If you are
satisfied with the settings, click Nesxt to begin copying files.

""il

Current Settings:

f

Setup is now ready to install MASTERWORKS for =
Microsoft vWord 2000

MASTERWORKS will be installed in the following location:
ChProgram FileshSpecware) Mworks

(0
f-
£,

=

o of

< Back

Cancel |

Figure 1-11 Start Copying Files

This dialog will confirm all of your options. If you are satisfied with the options
displayed, click Next> to begin installation. To change your options, click <Back
to make any changes.

The MASTERWORKS installer will then install the needed files to your system.

When finished, click the exit button * to close the Installer.
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Chapter 2
MASTERWORKS Quick Start Guide

In‘this chapter, there are brief descriptions of the MASTERWORKS tools. For
more detailed information, refer to Help or MASTERSPEC Resources on the
MASTERWORKS drop-down menu and in later chapters of this
MASTERWORKS Version 5.2 User's Guide.

Introduction

A member of the ARCOM SPECWARE family of specification enhancement
software, MASTERWORKS is available with all MASTERSPEC Libraries and
Versions. MASTERWORKS Version 5.2 provides a variety of tools and features
to increase your efficiency and productivity.

MASTERWORKS provides two sets of tools. The first set is the Single File tools
for editing the single specification section that is open in your word processor.
The second set is the Multi-File tools for editing, reporting, and printing. Multi-
File tools operates on all selected sections at one time.

Accessing the MASTERWORKS Tools

After installation, the MASTERWORKS drop-down menu will be added to your
word-processor menu bar (Figure 2-1).

MASTERWORKS Help

MASTERWORKS Multi-File

Edit Paragraph Lewvel
Select Paragraph Text
Edit Sptions and Motes
Project and Editor's Motes

Wizards »
rits of Measure Editor

Toggle Document Revisions
Toggle Edlitor's Motes

Supporting Documents

MASTERWORKS Settings
MASTERSPEC ResoLrces
MWORKSMSpec Heln

Figure 2-1 MASTERWORKS Drop-Down Menu in Microsoft Word

Page 2 — 1 MASTERWORKS Quick Start Guide



MASTERWORKS Single File Tools

The menu items after MASTERWORKS Multi-File item on the
MASTERWORKS dop-down menu (Figure 2-1) are the Single File tools and
Help. When editing a specification section, the following Single File tools

provide timesaving assistance.

Toolbars
Edit Paragraph Level

Select Paragraph Text

Edit Options and Notes

Project and Editor’s Notes

Other Tools
Wizards

Units-of-Measure Editor

Toggle Document Revisions

Toggle Editor's Notes

Insert text, set or change paragraph levels, insert
or delete space between paragraphs, and reapply
spacing.

Delete or copy paragraphs and delete or copy
paragraphs and associated subparagraphs.

Find, keep, delete, and add optional text
(Options) and insert notes (Notes). Options and
Notes are included in MASTERSPEC
specifications. More information about them can
be found in the MASTERSPEC User's Guide.

Add, find, or delete Project Notes, or convert
Project Notes to Editor's Notes. Project Notes are
not in original MASTERSPEC sections. With
MASTERWORKS, you add them as reminders or
information notes to you or other members of the
design team.

Create a new project folder, begin a new
specification, or apply your format to an open
section.

Display or remove English (IP) and Metric (SI)
units of measure. More information about units
of measure can be found in the MASTERSPEC
User's Guide.

Enable or disable Track Changes in Microsoft
Word only. More information about using Track
Changes can be found in the MASTERSPEC
User's Guide.

Display or hide the Editor's Notes. More
information about Editor's Notes can be found in
the MASTERSPEC User's Guide.
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Supporting Documents

MASTERWORKS Settings

MASTERSPEC Resources

Display MASTERSPEC Supporting Documents

for the section you have open. More information
about the Supporting Documents can be found in
Chapter 7, "Using the Supporting Documents."

Control the operation of certain
MASTERWORKS tools.

Opens the MASTERSPEC Resources dialog for
access to current versions of the MASTERSPEC
Consolidated Table of Contents, MASTERSPEC

and MASTERWORKS User's Guides, the
MASTERWORKS and LINX Tutorials,

Installation Guide

, PRODUCT MASTERSPEC,

and the SpecPress newsletter.
MWORKS/MSPEC Help Display MASTERWORKS and MASTERSPEC

Help.

MASTERWORKS Multi-File Main Dialog

Selecting MASTERWORKS Multi-File from the MASTERWORKS menu will
start the Multi-File program and display the Multi-File main dialog (Figure 2-2).
In the window, you select documents and choose the tasks you want to perform.
Each task is selected from the buttons located on the right side of the Multi-File
main dialog. The Browse button, located at the upper-left corner of the Multi-
File main dialog, lets you select sections from different folders on your hard
drive.

B MASTERWORKS 5.1 Multi-File

Kﬁ@ D\ Testinstalls\Fullinst - Search Options

121 01100sf_doc 3 012900t_doc B 01351ot_doc £101600eva.doc
B 011250_doc 3 01290sf_doc E101351sf_doc B 016001_doc

B1011250t_doc B 01310f_doc B m35ef_dac B1016000t_doc Repons
2011265t _doc F 013100t_doc A 013620t_doc B 01600st_doc

2 01230st_doc F 013220t_doc A 014200t_doc B 017310t_doc
B012500_doc B 013225t doc  [BM420s_doc B 01731sl_doc [Pt G (A1
E012500_doc 2 01330evadoc  EMSI0N_doc  B)017320_doc Open Files

121 01250si_doc £ 01330evb.doc E1015000t_doc [21017320t_doc

]
(@ @@ a a 3

[ 010001_doc B 01270f_doc B 01330f_doc B 01500sf_doc TextMerge

2 01000st_doc B 012700t_doc B 013300t_doc B 01524f_doc Spell Check
3 01100_doc H01270sf_doc 2013308t _doc 524ot_doc B
[21011000t_doc [2 01290f_doc [E103511l_doc 21 01524sf_doc Document Format

Edit Headler and Footer

RAnzio doc B0 doc  BEs_doc 5 01700evedos | oo eTOC
E012100t_doe B 01320M_doc 014000 _doc [B101700A_doc Create Project Doc
21012108t _doc 3 013200t_doc B 014000t_doc 31017000t doc

R0I0_doc  @01320s_doc  BO0M00s_cdec  ADI700SLdor  — ClecieshestSpes
21012300t_doc  [E1013224_doc B m420fl_doc B m73ar_doc Create Drawing MNates

There are £ files selected

Figure 2-2 MASTERWORKS Multi-File Main Dialog
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Chapter 3
Single File Tools

In‘this chapter, there are detailed instructions for the MASTERWORKS Single
File tools. For additional information on the MASTERSPEC features mentioned
in this chapter, see the MASTERSPEC User's Guide.

About the Single File Tools

The MASTERWORKS Single File tools provide many features that allow fast,
efficient editing of specification sections and enhance the capability of your word
processor. The Single File tools will help you with the following editing tasks:

e Insert new section text
e Assign, promote, and demote paragraph style levels

e Select paragraphs, or paragraphs and all associated subparagraphs, to delete or
copy

o Keep, delete, or add optional text
o Keep, delete, or add insert notes
e Insert tags for a merge text capability

e Insert Project Notes for reminders to you or to communicate with other
members of the design team

e Convert Project Notes to Editor's Notes and vice versa

e Choose units of measure or change the order of appearance of units of
measure

e Turn on or off Document Revisions (Track Changes in Microsoft Word*)

e Turn on or off Editor's Notes

e Open the Supporting Documents for the current specification section

e Change program functions and configuration with MASTERWORKS Settings

e Access the MASTERWORKS and MASTERSPEC User's Guides and the
MASTERWORKS Tutorials

e Get Help on MASTERWORKS and MASTERSPEC
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* If you are using Microsoft Word and do not want to immediately delete text,
you can mark it as strikeout and insert text as redline by clicking Toggle
Document Revisions on the MASTERWORKS menu. You can accept or reject
revisions after editing each section. For more information about using this
powerful feature, see Track Changes and related topics in Help on the Microsoft
Word menu bar.

Where to Find the Single File Tools

Four of the Single File tools are found on a set of toolbars. These toolbars can be
displayed by clicking on the tool titles on the MASTERWORKS drop-down
menu (Figure 3-1). The toolbars are titled as follows:

Edit Paragraph Level
Select Paragraph Text
Edit Options and Notes
Project and Editor's Notes

MASTERWORKS Help

MASTERWORKS Multi-File

Edit Paragraph Lewvel
Select Paragraph Text
Edit Cptions and Motes
Project and Editor's Motes

Wizards »
Units of Measure Editor

Toggle Document Revisions
Toggle Editor's Motes

Supporting Docurments

MASTERWORKS Settings
MASTERSPEC Resolrces
MWORKSMSpec Help

Figure 3-1 The MASTERWORKS Drop-Down Menu in Microsoft Word

Edit Paragraph Level Toolbar

The Edit Paragraph Level toolbar (Figure 3-2) helps you insert text, set or
change paragraph styles, insert or delete space between paragraphs, and reapply
paragraph spacing throughout a specification.

';1 g=lalg 2
e = o=l FEONE - RS
Figure 3-2 Edit Paragraph Level Toolbar
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The buttons on this toolbar do the following:

i

i=  Apply the ART Style (Article Title) to the current paragraph.

3

Apply the PR1 Style (paragraph at Level 1) to the current paragraph.

-

roe
illl

Apply the PR2 Style (paragraph at Level 2) to the current paragraph.
Apply the PR3 Style (paragraph at Level 3) to the current paragraph.

e
itll

Apply the PR4 Style (paragraph at Level 4) to the current paragraph.

T
illl

Apply the PR5 Style (paragraph at Level 5) to the current paragraph.

e
itll

Add Space. In Microsoft Word, 12 points of space are added before the
current paragraph. In WordPerfect, a blank line is added before the current
paragraph.

Remove Space. In Microsoft Word, 12 points of space is removed before
the current paragraph. In WordPerfect, a blank line is removed before the
current paragraph.

= Reapply Spacing. Reapply default spacing to all paragraphs in the
section. The paragraph spacing setting can be changed by selecting
MASTERWORKS Settings on the MASTERWORKS drop-down menu.
Make the change on the Paragraph Tab.

A

*

% Display Help for Edit Paragraph Level toolbar.
£l Exit the Edit Paragraph Level toolbar.

Inserting Text

To insert paragraphs and subparagraphs in a specification, place the cursor where
you want to insert a new paragraph and press the Enter key. This will insert a
blank paragraph at the same paragraph level as the paragraph above. Next, type
in your new text. Your word processor will automatically renumber and indent as
you add new paragraphs to the specification.

Setting or Changing Paragraph Styles

To change an existing or inserted paragraph to the appropriate subordinate level,
or to assign a number to a paragraph that does not have a number, place the cursor
in the paragraph text and click the button that corresponds to the paragraph level
style you want applied. MASTERWORKS will automatically renumber, indent,
and change the paragraph level.

Adding Space Between Paragraphs

Place the cursor anywhere in paragraph where you want to insert a blank line
above and click the Add Space button.
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Removing Space Between Paragraphs

Place the cursor anywhere in a paragraph where you want to remove a blank line
above and click the Delete Space button.

Reapply Default Paragraph Spacing

Click Reapply Spacing to apply the default paragraph spacing (or custom
spacing if set in the MASTERWORKS Settings dialog) to the open section.
This option is useful for changing all paragraph spacing or for correcting the
paragraph spacing in a section that has been heavily edited.

For example, text that has been pasted into a section may have paragraph spacing
that is not the same as the rest of the text. When you finish pasting text into a
specification, click the Reapply Spacing button to adjust the spacing and make it
conform to your Default Paragraph Spacing setting.

The Default Paragraph Spacing setting is found on the Paragraph Spacing tab in
the MASTERWORKS Settings dialog.

Select Paragraph Text Toolbar

The Select Paragraph Text toolbar (Figure 3-3) helps you move between
paragraphs, select a paragraph or select a paragraph and all associated
subparagraphs to be deleted or copied.

Select Paragraph Text Ei
e 7 R

Figure 3-3 Select Paragraph Text Toolbar

The buttons on this toolbar do the following:
Move Down One Paragraph.

+

+ Move Up One Paragraph.

Delete Current Paragraph.

B Delete Current Paragraph and all Associated Subparagraphs.
Copy Current Paragraph

Copy Current Paragraph and all Associated Subparagraphs
% Display Help for Delete Paragraph toolbar.

£l Exit the Select Paragraph Text toolbar.
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Move Down One Paragraph and Move Up One Paragraph

The Move Down One Paragraph and Move Up One Paragraph buttons
simplify navigation in the section. With a single mouse click, the cursor will
move to the next or previous paragraph. Using the arrow keys on the keyboard
would require several presses to move past a single long paragraph, and would
also require you to remove your hand from the mouse several times. These
buttons will work in any section.

Delete Current Paragraph

Click the Delete Current Paragraph button to delete the current paragraph in
any section. Using this command to delete a paragraph is faster and more
accurate than selecting a paragraph and then deleting it with the Delete key.

Delete Current Paragraph and All Associated Subparagraphs

The Delete Current Paragraph and All Associated Subparagraphs button
works only in MASTERSPEC styled specification sections.

Click the Delete Current Paragraph and All Associated Subparagraphs
button to delete the current paragraph and all associated subparagraphs, including
any Editor's Notes or Project Notes.

Using this feature to delete text is faster and more accurate than any other method
of selecting and deleting text. If all text subordinate to a section Part Title is
deleted, the Part Title text will be changed to read "Not Applicable."

Copy Current Paragraph

Click the Copy Current Paragraph button to copy the current paragraph in any
section. Using this command to copy a paragraph is faster and more accurate than
selecting a paragraph and then copying it with the Copy icon or using Copy on the
Edit drop down menu.

Copy Current Paragraph and All Associated Subparagraphs

The Copy Current Paragraph and All Associated Subparagraphs button
works only in MASTERSPEC styled specification sections.

Click the Copy Current Paragraph and All Associated Subparagraphs button
to copy the current paragraph and all associated subparagraphs, including any
Editor's Notes or Project Notes.

Using this feature to copy text is faster and more accurate than any other method
of selecting and copying text.
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Edit Options and Notes Toolbar

The Edit Options and Notes toolbar (Figure 3-4) helps you edit Options and
Notes found in MASTERSPEC specification sections. Buttons on the toolbar

help you find, keep, delete, and add Options and Notes.

Ké K| kv [ 5| [+ - 7a

Figure 3-4 Edit Options and Notes Toolbar

The buttons on this toolbar do the following:

k4 Find and Select Next Option or Note. MASTERWORKS will notify you if
it could not find any Options or Notes.

k¢ Find and Select Previous Option or Note. MASTERWORKS will notify
you if it could not find any Options or Notes.

ks Keep Currently Selected Option or Note by removing the bounding
brackets and removing the bold font style. MASTERWORKS will notify
you if there is no Option or Note selected.

x Delete Currently Selected Option or Note. MASTERWORKS will notify
you if there is no Option or Note selected.

e Delete All Options or Notes in Paragraph. MASTERWORKS will notify
you if there are no Options or Notes in the paragraph.

[+] Add Option. Square brackets ([ ]) and bold font style will be inserted at the
cursor location and a prompt for the Option text will be displayed.

& Add Note. Angle brackets (< >) will be inserted at the cursor location and a
prompt for the text of the Note will appear.
Insert Marker from Text Merge List. See Below.

% Display Help for Edit Options and Notes toolbar.

Quit the Edit Options and Notes toolbar.

Insert Marker from Text Merge List. Selecting an item from this drop-
down list will insert a marker at the cursor for the Text Merge feature of the
MASTERWORKS Multi-File menu. For more information about this
feature, see Chapter 5, “Multi-File Tools.”

+ Insert Marker from Text Merge List. Selecting an item from
this drop-down list will insert a marker at the cursor for the Text
Merge feature of the MASTERWORKS Multi-File menu. For
more information about this feature, see Chapter 5, “Multi-File
Tools.”
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Find and Select Next or Previous Option or Note

Click the Find and Select Next Option or Note and the Find and Select
Previous Option or Note buttons to find and select Options and Notes in a
section. If no Options or Notes are found, MASTERWORKS will display a
message.

In Microsoft Word, the Find and Select Next Option or Note and Find and
Select Previous Option or Note buttons do not wrap their search. Options or
Notes in the opposite direction of the search will not be found.

You can configure the search features for the Find and Select Next Option or
Note and Find and Select Previous Option or Note buttons in the Single File
Settings dialog. The available settings allow you to find Options only, Notes
only, or both Options and Notes.

Find and Select Next Option or Note and Find and Select Previous Option or
Note buttons will work in any section that contains text in square ([ ]) or angle
brackets (< >).

Keep Currently Selected Option or Note

The Keep Currently Selected Option or Note button will remove the brackets
from the selected Option or Note and remove the bold font style from any text
within the brackets. 1f no Option or Note is selected, MASTERWORKS will
display a message.

If you are keeping a Note, you will usually replace the text of the Note with the
indicated information. To save time, after the Note is selected, simply type the
information requested by the Note to replace the entire selection instead of
clicking the Keep Currently Selected Option or Note button.

Be sure to read the remaining paragraph after keeping and removing Options and
Notes so punctuation, grammar, and spacing are appropriate for the remaining
text.

Delete Currently Selected Option or Note

The Delete Currently Selected Option or Note button will remove the selected
Option or Note. If no Option or Note is selected, MASTERWORKS will display
a message.

If an Option or Note is selected, it will be deleted regardless of the search setting
in the Single File Settings dialog.

Delete Currently Selected Option or Note will work in any document that
contains text in square ([ ]) or angle brackets (< >).
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Delete All Options or Notes in a Paragraph

The Delete All Options or Notes in a Paragraph button will delete all remaining
Options or Notes in a paragraph. This button is typically used after you have
selected an Option or Note to keep.

Add Option or Note

Use the Add Option or Add Note buttons to insert a new Option or Note in a
section that you are creating or in office masters that you are preparing.

Project and Editor's Notes Toolbar

The Project and Editor's Notes toolbar (Figure 3-5) helps you manage Editor's
Notes and Project Notes.

Editor's Notes provide editing instructions in MASTERSPEC sections. Project
Notes are useful for adding information and comments in the specification.
Design team members can insert Project Notes as reminders to themselves, or
leave questions, reminders, and suggestions for other team members and the
Owner.

Firms that create office masters can also use Project Notes as a way of including
editor's notes specific to the firm in addition to the standard MASTERSPEC
Editor's Notes.

Project and Editor's Notes B4
HE SRR

Figure 3-5 Project and Editor's Notes Toolbar
The buttons on the Project and Editor’s Notes Toolbar do the following:

Find and Select Next Editor's Note or Project Note. MASTERWORKS
will notify you if there are no Editor's or Project Notes in the section.

¥

i

Find and Select Previous Editor's Note or Project Note.
MASTERWORKS will notify you if there are no Editors or Project Notes
in the section.

Delete Editor's Note or Project Note. MASTERWORKS will notify you
if no Editor's or Project note is selected.

I

Convert Project Note to an Editor's Note Toggle (and the reverse).
MASTERWORKS will notify you if no Editor's Note or Project Note is
selected.

llel

Insert New Project Note before the current paragraph.

el
=
=

Insert New Editor’s Note before the current paragraph.

n
=
3

Display Help for the Notes to the Editor toolbar.
Exit the Notes to the Editor toolbar.

B =
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Find and Select Next or Previous Editor's Note or Project Note

Click Find and Select Next Editor's Note or Project Note or Find and Select
Previous Editor's Note or Project Note buttons to find and select Editor's and
Project Notes in a section. If no Editor's or Project Notes are found,
MASTERWORKS will display a message.

You can configure the search for the Find and Select Next Editor’s Note or
Project Note or Find and Select Previous Editor's Note or Project Note
buttons in the MASTERWORKS Settings dialog. The settings allow you to find
only Editor's Notes, only Project Notes, or both.

Delete Editor's Note or Project Note

The Delete Editor's Note or Project Note button will delete the current Editor's
or Project Note from the section. MASTERWORKS will display a message if no
Editor's or Project Note is selected.

If an Editor's Note or Project Note is selected, the Delete Current Editor's Note
or Project Note button will delete the note regardless of the search setting in the
Single File Settings dialog.

Convert Project Note to an Editor's Note

The Convert Project Note to an Editor’s Note button will convert the current
Project Note (PRN style) into an Editor's Note (CMT style). This button is a
toggle and will also convert an Editor's Note to a Project Note. If no Editor's Note
or Project Note is selected, MASTERWORKS will display a message.

Insert a New Project Note

The Insert Project Note button will insert a new Project Note before the current
paragraph. If the Project Note style (PRN style) does not exist in the section,
MASTERWORKS will define it.

When MASTERWORKS inserts a new Project Note, the prompt text in the new
Project Note is selected. If you type while the note is selected, the selected text
will be replaced with the new text. Pasting text directly into a new Project Note
will automatically replace the prompt text.

Because Project Notes can be inserted in any type of document, you can use them
in correspondence or reports as well as specifications.

If the Project Note style (PRN style) is already defined in a document,
MASTERWORKS will not redefine the existing style. Experienced users can
define their own PRN style with a specific format, font, or feature.
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Select Units-of-Measure Dialog

The Units-of-Measure dialog (Figure 3-6) allows you to remove inch-pound or
metric units of measure from a section or to change the order of appearance of all
units of measure in a section.

OK is not enabled in this dialog until you have made a selection from the Unit of
Measure buttons.

MASTERWORKS

Select Units of Measure

Inch-FPound Units
(3 Remove Inch-Pound Units

(2 Hide Inch-Pound Units
(A Place Inch-Found Units First

Ietric Units:
2 Remove Metric Units
(3 Hide etric Units

() Place Metric Units First

Select'Units of Measure

ok | o x | %

Figure 3-6 Units-of-Measure Dialog

Remove an Inch-Pound or Metric Unit of Measure

To select the unit of measure you want to remove, click Remove Inch-Pound
Units or Remove Metric Units. Click OK and MASTERWORKS will remove
the selected unit of measure from the section.

MASTERWORKS can also hide a unit of measure. Click the Hide Inch-Pound
Units or the Hide Metric Units button, to hide, but not remove, the indicated unit
of measure. When you display the Units-of-Measure dialog after hiding a unit of
measure, the button text will read Show rather than Hide.

Change the Order of Appearance

You can change the order of appearance of units of measure in the section. In
original MASTERSPEC settings, metric units follow inch-pound units. Clicking
the Place Metric Units First button will reverse the order of appearance of units
of measure.
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MASTERWORKS Settings Dialog

The MASTERWORKS Settings dialog provides configuration options for
MASTERWORKS tools. With the options on the tabs of this dialog, you can
adjust the operation of various Find Next and Find Previous buttons, set default
paragraph spacing, and change the display of the Task Completed dialogs.

Specific settings are stored on your computer and are not available if you move to
another computer on a network.

Next and Previous Item Buttons Tab

The settings on the Next and Previous Item Buttons tab (Figure 3-7) govern the
operation of the Next and Previous buttons on the Edit Options and Notes
toolbar (Figure 3-4).

MASTERWORKS Settings ®|
MNotes ta the Edlitar | Report Search Text | Static File Paths I MNew Project Folders |

MNext and Previous ftem Buttons | Paragraph Spacing I Folder Locations

Next ltem and Previous ltem

@ m The Mext and Frevious tem Buttons on the Edit Options and
Motes Toolbar are used to guickly find and select Optional
Textand Ingert Notes in MASTERSFEC.
Selectthe items below that the MNext ltem and Previous ltem
Buttons should search for

) Optional Text
(Jd Insert hotes

=z z#| The Nextand Frevious tem Buttons on the Motes to the

= Editor Toolbar can be used ta quickly find and select
Editor's Notes and Project Notes. Selectthe items below
that the Mext and Previous ltem Buttons should search for.

(2 Do not search for next item

Seffings

) Search for next item in Paragraph

() Search for next item in Dacurmant

oK | x

Figure 3-7 MASTERWORKS Settings Dialog, Next and Previous Item Buttons Tab

By making appropriate settings once in this dialog, you can save time editing
specifications.

The default settings instruct MASTERWORKS to find Options and Notes and
Editor's and Project Notes. Settings made or changed in this dialog take
immediate effect. You do not need to restart your word processor.
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Paragraph Spacing Tab

MASTERWORKS Settings x|
MNotes to the Editor I Report Search Text | Static File Paths I MNew Project Folders |

Mext and Previous tem Buttons Paragraph Spacing | Folder Locations

Paragraph Spacing

£ The Fespace buttan, located on the Edit Paragraph Lewvel
toalbar, will reapply a standard spacing hetween paragraphs.
Select a paragraph spacing option below to for the Respace
button to use

) Standard MASTERSPEC Paragraph Spacing
(2 Change all Double Spacing to Single Spacing

) Change all Doukle Spacing to Single Spacing and Rermowve
all Spacing for Level 2 Paragraphs and Below

(2 Remove all Paragraph Sparing

Seffings

oK | x

Figure 3-8 MASTERWORKS Settings Dialog, Paragraph Spacing Tab

Four default settings are available on the Paragraph Spacing tab (Figure 3-8).

e Standard MASTERSPEC Paragraph Spacing is appropriate for most
projects and is similar to CSI's PageFormat. This paragraph spacing style
includes double spaces before Part and Article Titles. Single spaces separate
every change in paragraph level and between each Editor's Note and the
section text. This paragraph spacing configuration emphasizes subordination
changes and is easy to read. This style will use the most paper when printed.

e Change all Double Spacing to Single Spacing will save space and condense
the overall appearance of the specification.

e Change all Double Spacing to Single Spacing and Remove all Spacing For
Level 2 Paragraphs and Below will significantly condense the section.

e Remove all Paragraph Spacing will result in the shortest document and will
require the least amount of paper for printing. It is the most difficult to read.
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Notes to the Editor Tab

MASTERWORKS Settings

MNext and Previous tem Buttons I
| Report Search Text |

Mates to the Editar

Seffings

Folder Locations
MNew Project Folders

Faragraph Spacing |
Static File Paths |

Notes to the Editor search settings

M M The Next and Previous term Buttons on the MNotes to the
Editor Toolbar can be used to quickly find and select
Editor's Motes and Project Naotes. Selectthe iterns below
thatthe Next and Frevious tem Buttons should search for.

) Editor's Notes
) Project Notes
(2 Annotations
Annotation Toggle Settings

The Toggle Project Mote or Editors MNote Button changes
between three possible note types. Selectthe items below
to control LIMNX annotations:

) Annotations to Editor's Notes

() Annotations to Project Notes

X

ok | X

Figure 3-9 MASTERWORKS Settings Dialog, Notes to the Editor Tab

On the Notes to the Editor tab (Figure 3-9), the Next and Previous Item buttons
instruct MASTERWORKS to find and select the next or previous Editor's Notes,
Project Notes, or Annotations inserted by ARCOM's LINX software.

The Annotation Toggle Settings buttons control whether annotations inserted in
the LINX software are converted to Editor’s Notes or Project Notes.

Report Search Text Tab

MASTERWORKS Settings x|
Mext and Previous ltem Buttons | Paragraph Spacing | Folder Locations |
Motes to the Editor Report Search Text | Static File Paths | Mew Project Folders
Report Search Text
These terms ate used to generate reports from the Multi-File
Diglog
) Specification Articles (2 Submittals
Specification Aricle Terms
Pritriary | Secondary | Secondary
Allowances
Alternates
Commigsioning
Demaonstration & Tr.
Exira Stock and Ma.
td Field Quality Control
gj Maintenance Service
= Submitials
:.d:J' Sumrmary
v Warranties Warranty
ok | x

Figure 3-10 MASTERWORKS Settings Dialog, Report Search Text Tab
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The Report Search Text tab (Figure 3-10) allows you to enter custom search
terms that will be used to generate reports using the MASTERWORKS Multi-
File Reports feature. Terms entered into this dialog will appear as Report
Options in the Reports dialog.

Since text searches only search for exact text matches, the Report Search Text
tab allows you to enter variations of the search term to ensure that all instances of
the term are found. For instance, a search for the term “warranty” would not
report any instances of the term “warranties.”

For example, enter “warranty” into the Primary search term field, and
“warranties” into the adjacent Secondary search term field. This will ensure that
any instances of the term “warranties” will be reported as an instance of the term
“warranty.”

Static File Paths Tab

x|
et and Previous Item Buttons | Paragraph Spacing | Folder Locations |
Mates to the Editor | Fieport Search Text Static Fila Paths | Mew Praject Falders
Static File Paths
These paths are always present in the Multi-File Dialog
drop-diown list.
1) [CiMasterspec _| 10) <No Path Speciiied> _|
2) <MNo Path Specified> _I 11) <Mo Path Specified> _I
3) <N Path Specified> | 12 <t Peth Spectis ]
4y <MNo Path Specified> _I 13) <Mo Peth Specified> _I
B} <o Path Specified> | 19 <t Path Specisd> L]
] B) <Mo Path Specified>» J 15) <Mo Path Specified> _I
F:” 71 <No Path Specified> | 18 <t Path Speciisd> L]
:.GEJ 8) <Mo Fath Specified> _I 17) <Mo Path Specified> _I
v 91 <No Path Specifiecs | 18 <t Path Speciisd> L]
ok | x

Figure 3-11 MASTERWORKS Settings Dialog, Static File Paths Tab

The Static File Paths tab (Figure 3-11) allows you to create a custom list of
folder or file paths that will always be present when working with the
MASTERWORKS Multi-File main dialog.

The drop-down folder menu in the Multi-File main dialog acts as a standard
"recently used" folder list. Previously used folders will be removed to make way
for more recent ones, except for the folders entered in the Static File Paths list,
will always remain present in the list.
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Default Folder Locations Tab

The Default Folder Locations tab (Figure 3-12) sets the default folder locations
for Text Merge information sets, Format Wizard files, Edit Header and Footer

files, and Supporting Documents files.

MASTERWORKS Settings ®|

MNotes ta the Edlitar I Report Search Text | Static File Paths | MNew Project Folders |
Mext and Previous Hem Butions | Paragraph Spacing Falder Locations

Default Folder Locations

Text Merge:

= CiAProgram Files\SpecwarshMWorks\OFFCMSTR

Format izard

= ChAProgram Files\SpecwareiworksyFormaty

Edit Header and Footer:

= CAProgram Files\Specwareihworks\HF_Files),

Supporting Docs:

= CAProgram Files\SpecwareiMworksySupDochFramel

NOTE: Selectthe "frame" folder within Supporting
Document location

Seffings

oK | x

Figure 3-12 MASTERWORKS Settings Dialog, Default Folder Locations Tab

Click a folder button to browse to the desired locations, or type the location into
the address box.
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New Project Folders Tab

The New Project Folders tab (Figure 3-13) will configure the sub-folders that are
created inside a new project folder when generated by the New Project Wizard.

MASTERWORKS Settings x|
MNext and Previous ltem Buttons I Paragraph Spacing | Folder Locations |
MNotes to the Editar | Feport Search Text | Static File Paths MNew Project Folders

New Project Folders

This is a list of folders that are created by the New Project
Wizard. To remove afolder, clear the entry

Folder Names:

Specs (Specs Folder)

CAD

Contract

Download

hisc

Seffings

oK | x

Figure 3-13 Single File Settings Dialog, New Project Folders Tab (sample data shown)

A series of folders will be created inside the new project folder and given the
names entered on this list, eliminating the task of having to manually create these
folders for each project.

MASTERSPEC Resources Dialog

MASTERSPEC ®

Figure 3-14 MASTERSPEC Resources Dialog

The MASTERSPEC Resources dialog (Figure 3-14) gives you access to the
MASTERSPEC Tables of Contents, the MASTERSPEC and MASTERWORKS
User's Guides, What's New, MASTERWORKS 5.2 and LINX Tutorials,
Installation Instructions, and the latest edition of SpecPress, the MASTERSPEC
Licensed User's newsletter.
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MWORKS/MSPEC Help

W ceoee ot o - gl Welcome to MASTERWORKS 5.2 Online Help

mn
: :;“ MATTERWIRES Thu MASTERWORKS &3 Oriine Hulp wil asst you with warking with MASTERWORKS

Salect 3 opic from tha st to bagin

MASTERSPEC Spacifcations lake sdvardage of lhe puweriul fealures in modeen werd processens lo
privide 1w bist possble edting. The fallowg bnks privide meore infsemalion sbout ssing and edting
MASTERSPEC

Sugaested

Task Cudy
Ereguently Asked Questions

Figure 3-15 MWORKS/MSPEC Help

The MWORKS/MSPEC Help dialog (Figure 3-15) gives you access to the
MASTERWORKS 5.2 Online Help system. Help includes introducing
MASTERSPEC, MASTERSPEC Features, Editing MASTERSPEC,
MASTERSPEC Updates, Creating New Specifications, Project Management,
Suggested Task Order, and Frequently Asked Questions.
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Chapter 4
MASTERWORKS Wizards

In‘this chapter, there are detailed descriptions of the MASTERWORKS
Wizards. For additional information about the various MASTERSPEC features
mentioned in this chapter, see the MASTERSPEC User's Guide.

About the Wizards

A Wizard is a program that helps you accomplish an editing task by organizing it
into small steps that are easy to complete.

MASTERWORKS provides three Wizards (Figure 4-1) that help you apply
custom formatting to your specifications, create new specifications, and create
new project folders on your hard drive or network hard drive. Select Wizards on
the MASTERWORKS menu to display the options.

MASTERWORKS Help

MASTERWORKS Multi-Eile -

Edit: Paragraph Level
Select Faragraph Text
Edit. Options and MNotes
Eroject and Editor's Motes

Format Wizard
Lnits of Measure Editor Mew Specification

Mew Project

Toggle Document Revisions
Toggle Editor's Motes

SUpporting Documents

MASTERWORKS Settings
MASTERSPEC Fesolrces
MYWORKSMSpec Help

Figure 4-1 MASTERWORKS Wizards Menu Item
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Format Wizard

The Format Wizard stores and then applies a custom format to specification
sections. Your custom format can include basic items such as fonts or complex
items such as custom headers and footers. Select Format Wizard to display the
Format Manager dialog with the following three options:

e Apply My Format
e Define My Format
e Clear Settings and Define My Format

You must first define a format or reset and define a new format before you can
apply a format.

The first time you start the Format Wizard, the Apply My Format and Clear
Settings and Define My Format buttons will be disabled because you have not
yet defined your format settings (Figure 4-2). Only the Define My Format
button will be enabled. Click OK to display the Define My Format dialogs that
allow you to choose your format settings. After your format is defined, you can
apply your format at any time by selecting the Apply My Format button and
clicking OK.

x|
Format Wizard Options

Mo format seflings hawve heen selected.

MName of Format Settings:

=iz arcd Default -

Apply by Format
€ Define My Format

Clear Seftings and Define iy Format

ok | x | @

Figure 4-2 Format Wizard Options Dialog

Define My Format

When you click the Define My Format button and then OK, a series of dialogs
present formatting options. MASTERWORKS will store your selections,
including headers and footers, so you can apply them later. When making your
selections, you need to set only the options you want to change. The formatting
options are as follows:
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Document Font

Header and Footer Font

Document Layout

MasterFormat 2004
Section Number

Page Composition

Outline Type

Outline Spacing

Units of Measure

Editor's Notes Font

Editor's Notes Format

Project Notes Font

Project Notes Format

Select the section font, font size, and font attributes
(bold, italic, and underline).

Select the header and footer font, font size, and font
attributes (bold, italic, and underline).

Set the section left, right, top, and bottom margins;
choose to "mirror" margins; and set line-numbering
options.

Select the spacing option that you will apply to all
all selected sections.

Set the space between the paper edge and the top or
bottom of the header and footer. Set the binding
width and binding position.

Choose MASTERSPEC Block format, if preferred.
Caution: You cannot convert sections back to
Paragraph-Numbered format after you have selected
Block format.

Choose paragraph spacing options for your sections:
MASTERSPEC default spacing, change all double
spacing to single spacing, remove all spacing from
Level 2 paragraphs and below, and remove all
spacing between paragraphs.

Remove a unit of measure from your sections or
change the color and the order of appearance.

Choose font, font size, and font attributes (bold,
italic, and underline); convert Editor's Notes from
mixed case to uppercase Caution: This is not
reversible.

Choose paragraph border, paragraph indent, text
justification, and paragraph shading.

Choose font, font size, and font attributes (bold,
italic, and underline); convert Project Notes to
Editor's Notes.

Choose paragraph border, paragraph indent, text
justification, and paragraph shading.
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Header and Footer Select a header and footer for your sections. You
can use this dialog to enter new text or select an
existing header or footer file. If you choose an
existing header or footer file, MASTERWORKS
will store a copy of the file to protect your settings.

When you have finished your selections, the Format Wizard will display a
completed list of the settings you selected. Click OK to save your settings.

Clear Settings and Define My Format

Selecting this option will reset the default format settings and allow you to define
your format settings. This reset action occurs when you click OK in the Format
Manager.

Apply My Format

Once you have defined your format, applying the format one or more times is
easy. When you choose the Format Wizard ooption from the Wizards item on
the MASTERWORKS drop-down menu, the Apply My Format option will be
automatically selected. Click OK and MASTERWORKS will apply your format
settings to the section.

Using the Format Wizard

With three clicks of the mouse in the Format Wizard, you can format a section.
Many of the Format Wizard features such as font, margins, and header and
footer will operate on any document, not just specification sections. This makes
MASTERWORKS an invaluable enhancement to your word processor.

Because the New Specification Wizard only creates a MASTERSPEC styled
specification section, you can use the Format Wizard to apply your format to
new specification sections.

When updating your office masters with new and updated sections from a
MASTERSPEC update CD, the Format Wizard will quickly format the new and
updated sections to match the format of your office masters.

If you need to apply your format to many sections, the Format Wizard is also
available in the MASTERWORKS Multi-File main dialog. For more
information, see Chapter 5, "Multi-File Tools."
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New Specification Wizard

The New Specification Wizard buttons (Figure 4-3) will open a new
specification template based on the MasterFormat version and specification type
you select and the section title and number you provide.

Begin New Specification - 2 of 4

Specification Type

Flease select one option from each of the following categories ko
describe the type of specification you wish to create:

b asterF ormat Wersion:
Q MasterFormat 2004
@ MasterFarmat 1995

Specification Type:
() MASTERSPELC Full Length
(3 MASTERSPEC Short Form
(3 MASTERSPEC Outline
@ MaSTERSPELC Small Project

Begin New Specification

d | r | x

Figure 4-3 New Specification Wizard

The New Specification Wizard offers the following new specification section
templates for both MasterFormat 1995 or 2004.

e MASTERSPEC Full Length
e MASTERSPEC Short Form
e MASTERSPEC Outline

e MASTERSPEC Small Project

Select a Specification Type and click the right arrow. The next dialog box is used
to select the section title and number (Figure 4-4). If you are creating a new
MasterFormat 2004 document, you may select the format of the six or eight digit
number. The default is no separation; no separating spaces in the number.
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Begin New Specification - 3 of 4 5; ﬁl

Section Title
g Pleaze enter a title for this specificatior:
= |
S
o Section Number
g Please enter & number far thiz specification:
o
v
2 MasterFormat 2004 Formatting
Q
Z Pleaze select a MasterFormat 2004 number spacing format:
c ) No Separation 042000
? {J} Separate Divison Only 14 2000
a0 Q Separate All Levels 04 2000
41 F | x

Figure 4-4 New Specification Section Title and Number

Each specification template contains generic MASTERSPEC Writer's Manual text
to help you create a new specification. The Editor's Notes embedded in each
section created by this Wizard provide valuable advice and suggestions.

Before you begin working with a new section created by the New Specification
Wizard, save the section in your project folder.

The Edit Paragraph Level and Select Paragraph toolbars in the
MASTERWORKS Single File tools will be useful for adding and removing text
in your new section.

New Project Wizard

The New Project Wizard (Figure 4-5) helps you create and set up all of the
necessary folders and files for a new project. It will create folders, copy office
masters, and create a preliminary table of contents.

The Create Project Folder dialog will create new project folders in your default
documents folder. On installation, MASTERWORKS defines “My
Specifications” as the default documents folder in where all project subfolders are
created. If you want to change this location, use the browse button. You can select
any location, locally or on a network, to create your project folder.

The Create Project Folder dialog will create subfolders for specifications,
downloaded information, drawings and other items. Delete these folders if they
are not required.

The New Project Wizard will take you through the following five dialogs:
1. Welcome. Read the instructions and click the blue arrow to continue.
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Create Project Folder - 1 of 5 x|

Welcome

The Create Project Folder wizard helps you starta new project by
craating a folder on your computer. You can use this folder to stare and
organize all vour project information

The project folder created by this wizard will contain special subfolders
for the storage of specifications, drawings, corespondence and other
data related to the project

Using these falders will simplify the management of architectural
projects

Create Project Folder

alrlx

Figure 4-5 Create Project Folder Welcome

Create Folder Name dialog (Figure 4-6). Enter a name for your new
folder and, if necessary, change the folder location. By default, the default
folder location is displayed. Additional sub-folders will be created based
on the options set in the New Project Folders tab of the
MASTERWORKS Settings dialog. Click the blue arrow to continue.

Create Project Folder - 2 of 5 x|

Project Folder Name
Please enter a name for your Project Folder helow. This could be the

name of new project you are beginning, or a special idenfifier that your
firm has prepared

Project Falder Name:

‘MyPruJe:‘]

Froject Folder Location

MASTERWORKS will create your project falder in the location belaow. f
this location is incorrect click the Browse button to select a different
|ocation for the project folder.

Project Folder Location

Create Project Folder

@@ CiMasterspec

4| x

Figure 4-6 Set a Project Folder

Transfer Office Masters dialog (Figure 4-7). Select the MASTERSPEC
master files or the office master files to be copied to the new Project
Folder. If necessary, use the folder browse button to locate the folder that
contains the master specifications. NOTE: This process may take several
minutes if your specifications are located in different subdirectories.
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Transfer Office Masters - 3 of 5 x|

Transfer Office Masters

Uge the Folder Browser to select the location of your Office Masters. Then, select the files from the list
that yau wish ta transferto the project folder

@ ChMasterspec

File Nams | Description |~
[E101100_doc SECTION 01100 - SUMMARY

01125f_doc SECTION 01125 - SUMMARY OF MULTIPLE CONTRACTS

B 01210f_doc SECTION 01210 - ALLOWANCES

B 01230f_dac SECTION 01230 - ALTERNATES

01250 _doc: SECTION 01250 - CONTRACT MODIFICATION PROCEDURES

B 01270f_doc SECTION 01270 - UNIT PRICES

B 01280f_dac SECTION 01250 - PAYMENT PROCEDURES

01310f_doc SECTION 01310 - PROJECT MANAGEMENT AND COORDINATION

01320f _doc SECTION 01320 - CONSTRUCTION PROGRESS DOCUMENTATION

B 01322 _doc SECTION 01322 - PHOTOGRAPHIC DOCUMENTATION LI

) Selectall () Unselect All

4 r | x

Figure 4-7 Transfer Office Masters Dialog

Create Table of Contents dialog (Figure 4-8). This is the same dialog
found in the Generate TOC dialog of the Multi-File main dialog.
NOTE: Any sections selected on the previous screen will already be
highlighted in this screen.

Create Table of Contents - 4 of 5 x|

Selectthe sections you wish to include along with Fantfor Table of Cantents:
formatting options. The TOC will be created when the
wizard completes

Times New Rorman > Npt =

Content Options: ——————————— Section Title Appearance:
(2 Include Series Zero Docurments &) All Capitals
(2 Include Last Revision Date (2 Initial Capitals

Tahle Of Contents 3
Division Sectinn Title Pages

DIVISION 1 - GEFERAL REQUIREMENTS
01100 SUMMARY
01125 SUMMARY OF MULTIPLE CONTRACTS 77
01210 ALLOWANCES 7
01230 ALTERHATES
01250 CONTRACT MODIFICATION PROCEDURES
01270 UNIT PRICES
01290 PAVMENT PRO CEDURES
01310 PROIECT MANAGEMENT AND COORDINATION 77
01320 CONSTRUCTION PROGEESS DOCUMENTATION i vJ

«l | x

Figure 4-8 Table of Contents Dialog (MasterFormat 1995)

Ready to Create Project Folder dialog (Figure 4-9). Make sure that
your options are set correctly and then click OK to accept the options.
MASTERWORKS will generate a new project in its own folder based on
your settings. Click the back arrow to go back and make any changes.
Click X to cancel.
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Create Project Folder - 5 of 5

Ready to create Project Folder
MASTERWORKS is ready to create a project folder,

lfthe folder name below is not correct, click to the back button to change
the folder name or location

To end this wizard without creating a folder, click cancel

To create the folder now, click OK.

Project Folder Information:

Location:  ChProjectsiMyProject

Create Projéct Folder

4ok x

Figure 4-9 Ready to Create Project Folder Dialog
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Chapter 5
Multi-File Tools

In‘this chapter, there are detailed descriptions of the MASTERWORKS Multi-
File tools. They are presented in the order the buttons appear on the Multi-File
main dialog. The Multi-File main dialog is opened by clicking on
MASTERWORKS Multi-File on the MASTERWORKS drop-down menu. For
more information about the various MASTERSPEC features mentioned in this
chapter, see the MASTERSPEC User's Guide.

About the Multi-File Tools

The Multi-File tools provide the unique ability to manage, edit, format, and work
with many sections at the same time. The Multi-File tools automate many word-
processor functions to quickly perform tasks that are time consuming, difficult,
and tedious if done individually. The Multi-File tools include the following:

e Global search and find, search and replace

e Spell check

e Global format, including fonts, paragraph numbering, and margins
e Global edit of section headers and footers

e Modify and remove units of measure

e Generate reports from selected specifications

e Create a Table of Contents for a Project Manual

e Create Project specification sections

e Create Sheet Specifications and Drawing Notes

e Create OUTLINE sections from MASTERSPEC SMALL PROJECT
specification sections

e Print files

e Manage files
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Multi-File Main Dialog

The Multi-File main dialog (Figure 5-1) is the starting point for all Multi-File

tasks. In this dialog, the content of your project folder is shown in the window

along with a folder browser. Select the files you want to edit in the file list, and
select a Multi-File tool or task from one of the task buttons on the right side of
the dialog.

I MASTERWORKS 5.1 Multi-File x|

'/ iy DocumentshACADE MY - Search Dptions
2% _ seanch Ddfion:

B 01781st_doc 12} 10653 doo _ TestMege
{21 028325 _.doc {21 11460sf_.doc: Spell Check
_:3 03371 ces.doc 124925 _ doc Document Format

) 03371 sf_ doc 130386t doc el Hloaer el i
E] 04720css. doc 14100sf_. doc:

{87 047205k _doc 15441sf_ doc Flzpot:

210551 ossdoe (5} 1644250 doc _ Gemeeiol
{2 055115 _.doc [Create Project Moo

E| 06150css.dac
23 051508 _doc
_:ﬂ 07317 cdn.doc

Create Sheet Spec

Create Drawing Hotes

3 073175 _dac Erint / Create FDE

i£] 08620sf_doc Print Hardcopy

123 09547sf_dac Dpan Fls
BB & 2

Mo files selected X | @

Figure 5-1 Multi-File Main Dialog (MasterFormat 1995)

The Multi-File main dialog contains a window that shows a list of the files in the
selected folder. Until one or more files are selected, the only options available are
Text Merge, Generate TOC, and Print Hardcopy. These options do not require
that files be selected to run.

The file name of a MASTERSPEC section includes the section number and type,
but not the section title unless they were installed with long file names.
MASTERWORKS provides two ways for you to see the section title. If you
right-mouse click on any section in the file list, MASTERWORKS will display
the section number and title on the status bar (Figure 5-2). This information will
remain on the status bar for a few seconds or until the selection in the main file
list changes.

@ @ @@ aa =

There are b files selected x | 7

Figure 5-2 Multi-File Dialog Status Bar
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The file list in the window can also be displayed with the section number and title.
When the Toggle File List Display is selected from the System menu (Figure 5-
3), you can change the way the main file list displays file information (Figure 5-
4). The System menu is displayed by clicking on the program icon (the ARCOM
chevron) on the left end of the title bar of the Multi-File main dialog.

_EII'\-'IASTERWCIRKS 5.2 Multi-File
[Motee
X Close

Alt+F4

Change Custom Eilter {doc) 0
10

About MASTERWORKS 5.2 il
EME000_spwpd  E1ORE000_spowpd  E]D
I MEANN =m e ZINREINN =n wendd =N

Figure 5-3 System Menu with the Toggle File List Display Enabled

The File List Display may also be changed by clicking on the Toggle File List

button on the Multi-File main dialog.

File Mame

| Dezcription

[2) 0o 0il_wpd
[2) o020i_wpd
[2) o026i_wpd
01027 _wpd
010306_wpd
010350 _wpd
010406_wod
010450 _wpd
010500_wpd
012000 _wipd
013000 _wpd
01400_ wpd
014216 wpd

SECTION 0100 -
SECTIOM 0n 020 -
SECTION On 026
SECTION Ono2?
SECTIOM 07030
SECTION 01035
SECTION 011040
SECTIOMN 01045 -
SECTION 01 050 -
SECTION 071200 -
SECTION 07200 -
SECTION 07400 -
SECTION 07421

SUMMARY OF wWORK.
ALLOWAMNCES

-INIT PRICES

-APPLICATIONS FOR PAYMEMT
-ALTERMATES

- MODIFICATION PROCEDURES
- COORDIMATION

CUTTING AND PATCHING
FIELD EMGINEERING
PROJECT MEETINGS
SUBMITTALS

QUALITY COMTROL

- REFERENCE STANDARDS AND... ¥

Figure 5-4 Main File List with Section Numbers and Titles (MasterFormat 1995)

MASTERWORKS users also have the option of setting custom section
extensions, and displaying only those sections in the Multi-File Main Dialog.

The section suffix comprises the three characters following the section number.
For MasterFormat 1995, they are fl_ for Full Length, sf_for Short Form, ot_ for
Outline, and sp_ for Small Project. For MasterFormat 2004, they are _fl for Full
Length, _sf for Short Form, _ot for Outline, and _sp for Small Project.

Page 5 — 3 Multi-File Tools



The extension following the section name and suffix indicates the word processor
version of the file. Microsoft Word uses.doc and Corel WordPerfect uses .wpd.

These suffixes may be changed to suit a specific client or project. For example, if
you are developing an office master for schools, the section suffix could be
changed to sch, for a sample file name of 01040sch.wpd for Corel® WordPerfect,
or 01040sch.doc for Microsoft® Word. The file extension should not be changed
because the word processor will not recognize the files.

If custom section suffixes are used, the display can be changed to include only
these sections by first opening the System menu (Figure 5-5), and selecting
Change Custom Filter. This will open a dialog where you may enter the section
suffix you would like to view (Figure 5-6). Enter the preferred suffix and click
OK.

B MASTERWORKS 5.2 Multi-File

Mowe
¥ Close Alt+F4
o 10
Toggle File List Display 0
Change Custom Filter (doc) |j
About MASTERWORKS 5,2 i
1 ML000_spwpd  E055000_spwpd  E0
I MTRANN =m owend =1 NREION = wernid =i n

Figure 5-5 Change Custom Filter

Custom File Filter x|
File Filter:

sch

oKk | x

Figure 5-6 Custom File Filter Dialog

By selecting one of the File Type buttons (Figure 5-7), located below the main
file list, MASTERWORKS will only display files of a certain type (suffix).
Because the icons on the buttons match the icons used by the file list, it is easy to
select the button for the file type you want to display. From left to right, the File
Type buttons will select all files, Full Length sections, Outline sections, Short
Form sections, Small Project sections, Custom File sections, and
MASTERWORKS-generated sections.
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If you pause or stop the cursor on any of the File Type buttons, a tool tip will
appear that describes the type of file selected by the button.

B B o8 & =
Figure 5-7 File Type Buttons

MASTERWORKS displays the location of the current folder in the drop-down
list at the top of the Multi-File main dialog (Figure 5-1). If you need to change
the folder, click the Browse button located to the left of the current folder.
Clicking the Browse button will open the Browse dialog.

MASTERWORKS saves the locations of the last five folders you opened. If you
have a set of current active projects, it may be faster for you to click the drop-
down button on the right side of the folder list and choose a previous location
from the five folders MASTERWORKS has stored.

Selecting the About MASTERWORKS 5.2 button (Figure 5-8) will display the
current build number of your version of MASTERWORKS (Figure 5-9). Use this
build number when contacting ARCOM Technical Support.

B MASTERWORKS 5.2 Multi-File

Move
X Close Alt+F4
]
Toggle File List Display 10
Change Custom Filter (doc) 0
0

AboLt MASTER W 0

£ M5000_spawpd 210
SIMANAN = wenrd I NRRION =n wenird N

Figure 5-8 About MASTERWORKS 5.2

About MASTERWOREKS 5.2

& MASTERWORKS 5.2 Build 1210

Copyright [C] 1998-2005, ARCOM, Inc.
Your Dperating Syetem: *Windows MT 5.1 Build 2600
r'our *%ford Proceszor Microsoft Word 2003

OK

Figure 5-9 MASTERWORKS Version and Build Number
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Browse Dialog

=
Clicking the Browse button ) on the Multi-File main dialog (Figure 5-1)
displays the Browse dialog.

The Browse dialog is used to find and select project folders. When you click
OK, the selected folder is used by the Multi-File main dialog as the project
folder. The sections in the folder will be displayed in the main file list.

The Browse dialog provides the same functionality as Windows Explorer and
supports the same drag-and-drop mouse commands and keyboard "hot-key"
combinations. Commonly used hot-keys include the following:

Ctrl+A Select all sections in the right pane.

Ctrl+C Copy selected sections to the clipboard.

Ctrl+X Cut selected sections to the clipboard.

Ctrl+V Paste selected sections from the clipboard to the currently selected
folder.

Alt+Enter Show properties for selected sections.

The separation bar between the left and right panes may be "grabbed" by clicking
and holding the left mouse button. Move the bar to the left or right to provide
more viewing width.

Search Options Dialog

Clicking the Search Options button on the Multi-File main dialog (Figure 5-1)
opens the Search Options dialog (Figure 5-10).

The Search Type provides the following multi-section search capabilities:
e Search and Generate Reports
e Search and Open Document(s) for Editing

e Search and Replace Selected Text
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Search Tyupe

) Search and Generate Report
@ Search and Open Document(z] for Editing
() Search and Replace Selected Text

Search Ophaons
{_d Search Aticle Title Text Only
() Match Case
() FindWhale Wards Only
() MASTERSPEC Styles v

Text to zearch faor;

Feplacement T et

okl x | ¢

Figure 5-10 Search Dialog

You can limit your search with the following search options: search only Article
Title text, perform case-sensitive searching, and search only for whole words.
You can also search only for MASTERSPEDC Styles, which is a great help in
searching for Project Notes in all selected sections.

Search and Generate Reports

Use this option to search the selected sections for the search text and to create a
report that lists each selected section and indicate whether the search text was
found. When the report is finished, the selected sections will be closed.

Open and Search Document(s) for Editing

Use this option to search the selected sections for the search text.
MASTERWORKS opens the first section containing the search text and display
the first occurrence. If more than one section is found to contain the search text,
MASTERWORKS will display the Open and Search toolbar (Figure 5-11).

Open And Search B3
[F1F 25 2 &

Figure 5-11 Open and Search Toolbar
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The Open Next [+] and Open Previous [*] buttons on this toolbar allow you to
quickly move through the sections that contain your search text. The Open and
Search toolbar opens only the sections that contain the search text.

The Search Forward iz and Search Backward -= buttons close the open
section, open the next or previous section, and locate the first occurrence of your
search text.

Search and Open Documents stores the list of sections that contained the search

text. This list is saved until you click on the Exit button # or use Search and
Open Documents again.

Search and Replace Selected Text

Use this option to search all selected sections and replace each occurrence of the
search text with the replacement text. Search and Replace will handle the first
three options below. You can search for MASTERSPEC Styles as indicated in
the fourth option below, but there is no replacement. This option is particularly
useful to search for Project Notes (PRN Style). When Search and Replace is
finished, all selected sections will be closed.

Search Options Include:

e Search Article Title Text Only
e Match Case

e Find Whole Words Only

e MASTERSPEC Styles

Text Merge Dialog

Text Merge is a powerful feature of MASTERWORKS that allows for easy
creation of office master specifications. It accomplishes this by automating the
repetitive task of inserting common information into your documents.

Information such as names, dates, and places can easily and quickly be changed in
all documents for the creation of specifications from the office masters.

The first task is to insert Text Merge markers into your master documents. This
is done through the Edit Options and Notes toolbar. This toolbar features a
drop-down list (Figure 5-12) that will insert the selected marker at the cursor.

Page 5 — 8 Multi-File Tools



Edit Options And Notes B
ke K | 1/ x| 141 | ~| 2 &

Insert Text Ex =]
Firm MName — _|
Project Marme
Froject Mumbs
Crwmner Mame
Project Locati
Addenda Mo,
Issue Date
Izsued for
Project Date
Arch. Mame

Arch, Address v|

Figure 5-12 Drop-Down List for Text Merge

For instance, selecting “Project Name” from the list will insert the marker
“<%Project Name%>" into your document.

Once the markers have been entered, Text Merge will replace them with the
information that you have specified in the Text Merge dialog (Figure 5-13).

x

Project Mame Central Middle Schoal
Project Mumber 04-108
Dwiner Mame Central City Unified School District
Project Location Central City, California
Addenda Mo,
lzzue Date Movember 1, 2004
Izsued for Construction [=]
Praject Date Movember 1, 2004

=) Office Information
Arch. Mame John Paul Jones, FAlA
Arch, Addresz1 2100 Front Road
Arch, Address2 Suite 200
Arch. City Central City
Arch, State California
Arch. Zip amm

%] Proj 04103 ~ 39 F =

H okl x| %

Figure 5-13 Text Merge Dialog

To open the dialog, select Text Merge in the Multi-File main dialog (Figure 5-1).
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Enter information into the fields as necessary. When the OK button is clicked,
Text Merge will search all of the documents that are highlighted in the Multi-
File main dialog and replace the markers with the text entered into the same field
of the Text Merge dialog.

The information entered into Text Merge is fully customizable, and Text Merge
allows you to create, delete and rename information items.

The categories for the default Text Merge are “Project Information” and “Office
Information.” To add a new category, click on the Create A New Category

button & or right-click on the desired location in the list and select “Insert New
Category” from the menu.

The default information items are pictured in Figure 5-13 above. To add an item,
click on the Insert New Item in Current Category button *=, or right-click on
the desired location and select “Insert New Item.”

New drop-down lists can also be added by clicking on the Insert New List in

Current Category button = , or right-click on the desired location and select
“Insert New List” from the menu.

Entire sets of Text Merge information may be saved for future use. To save an
information set, assign the set a name by typing over “default” in the drop-down

list box and clicking on the Save Changes button E  The name you entered into
the drop-down list will now appear as an item to be recalled later.

Spell Check Dialog

Clicking the Spell Check button on the Multi-File main dialog begins the
MASTERWORKS Spell Check.

Spell Check uses the spelling dictionary that comes with your word processor and
MASTERWORKS opens each selected document and begins the spell check.
You must accept or correct any misspelled words that are found.

You can also select one or more of the MASTERSPELL spelling dictionaries
specific to construction specifications along with your word processor spell
check. MASTERSPELL contains dictionaries for the following:

e Technical Terms

e Abbreviations

e Acronyms

If more than one document is selected with Spell Check, MASTERWORKS will
display the Spell Check toolbar (Figure 5-14).

spell Check B3
ST

Figure 5-14 Spell Check Toolbar
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The Spell Check toolbar allows you to open each of the selected sections.
MASTERWORKS will start Spell Check each time you open a section with the
Next or Previous buttons on the Spell Check toolbar.

Document Format Dialog

Clicking the Document Format button on the Multi-File main dialog (Figure 5-
1) opens the Format Options dialog. The Format Features list provides
extensive control over the layout and appearance of your sections.

The Section Format list is organized into categories for ease of format editing
(Figure 5-15). Categories under MASTERSPEC Format and MASTERSPEC
Styles are specific to MASTERSPEC specification sections. Other options can be
used on any document. Clicking any option in the list will display the format
options for that feature.

Document Format LI
Select Farmat
Format Wizard +! Format Options
SErionRomating Directions:
Drosumert Fort . . - — 2 q
b Choose an item in the list. Clicking on list kems will shaw the
i} DocumentLayout farmatting options available:
—| Headerand Footer Font After making your selections, click the DK button to have:
: WASTERSPEC Format MASTERWORKS apply the formatting to the selected documents.
24 MasterFormat 2004 Detailed instructions for using this dialog may be found in help.
tdiine and Spacing
”'\| Units of Measure
s WASTERSPEC Styles
crqr Editor's Hote b
e Profecthcte
so Sedtion Tite
FRT ErtTiﬂe
ap Aticle Title =
ok | x| §

Figure 5-15 Format Options
Standard Formatting

The Standard Formatting dialog provides general directions for using the
Format dialogs and access to the Format Wizard button (Figure 5-16).

Format Wizard

’fﬂj Click the button on the left to start the Format Wizard.

Figure 5-16 Format Wizard
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Click the Format Wizard button to close the Standard Formatting dialog and
start the Format Manager. More information about the Format Wizard can be
found in Chapter 4, "MASTERWORKS Wizards."

Document Font

The Document Font dialog allows you to set the font, font size, and font
attributes for the selected sections.

Document Layout

The Document Layout dialog includes settings for margins, line numbering,
header and footer offset distances, and binding (gutter) width.

The Mirror Margins setting is for printers capable of duplex printing. The left
and right margins are adjusted for printing on both sides of the page (i.e., inside
margins of facing pages are the same width and outside margins of facing pages
are the same width).

Header and Footer Font

The Header and Footer Font dialog allows you to set the font, font size, and font
attributes for the headers and footers of all selected sections.

MASTERSPEC Format

The MASTERSPEC Format dialog is instructional only. Categories below this
dialog are only for MASTERSPEC-styled sections.

Outline and Spacing

Options for different outline types and paragraph spacing settings are available in
this dialog. These options are only available for MASTERSPEC-styled sections.

Units of Measure

Options for removing units of measure, order of appearance of units of measure,
and changing the color of units of measure are provided in this dialog.

MASTERSPEC Styles

Categories below in this dialog are for changing the styles of MASTERSPEC-
styled sections.
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Editor's Notes and Project Notes

Style adjustments for Editor's and Project Notes allow you to customize the
appearance of Editor's and Project Notes in the selected sections. Editor's Notes
can be converted to uppercase text, but cannot be converted back to upper and
lowercase text. Project Notes can be converted into Editor's Notes.

Section Title and End of Section

The font, paragraph alignment, and paragraph spacing of the Section Title and
associated End of Section Title can be changed using the available options.

MASTERSPEC Outline Styles
The font and paragraph spacing of MASTERSPEC Outline styles for Part Titles,
Article Titles, and Paragraph Levels 1 through 5 (PR1, PR2, PR3, PR4, and PR5)

can be adjusted using the available options.

Edit Header and Footer Dialog

Clicking the Header and Footer button on the Multi-File main dialog (Figure 5-
1) opens the Edit Header and Footer dialog (Figure 5-17).

Use the Edit Header and Footer dialog to add, remove, or change headers and
footers in the selected sections. The two-edit boxes in the dialog allow you to edit
text. The upper box is for the section header. The lower box is for the section
footer. Click in either edit boxes to enter test or a code.

Document Header
| =l
H
Header Options:  Retain Existing = 1% @ E 3{: El Abe
Document Footer
|
<]
Footer Options:  Retain Existing = 1% @ E \x: % Abe
ok | x| §

Figure 5-17 Edit Header and Footer Dialog
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Entering Text

To create a header or footer, type the text of the header or footer in the edit box.
The header or footer contains information about each selected section, such as the
section number, section title, or page number. The Insert Codes dialog (Figure
5-18) provides special codes for these purposes. The edit boxes will expand to
match the amount of text you enter. If necessary, use the scroll bar to move the
view up or down to see of all your text.

The edit boxes are configured to allow easy addition of text at the left margin,
center, and right margin. With the cursor in an edit box, use the Tab key to move
to the next text position. From the left margin, a single Tab will move the cursor
to the center of the edit box where text entered will be center justified. A second
Tab will move the cursor to the right margin where text entered will be right
justified. To move to the next text line in the edit box, press the Enter key.

Options
Each edit box has a set of options that designate the locations for the headers and

footers. The drop-down Options Lists for the headers and footers contain the
following items:

Retain Existing If both Options are set to "Do Not Use," the OK
button on the Edit Header and Footer dialog will be
disabled.

Use on Every Page MASTERWORKS will place the header/footer on
every page of the selected sections.

Use on Even Pages MASTERWORKS will place the header/footer on
even pages of the selected sections.

Use on Odd Pages MASTERWORKS will place the header/footer on odd
pages of the selected sections.

Use on First Page MASTERWORKS will place the header/footer on the

Only first page of the selected sections.

Skip First Page MASTERWORKS will place the header/footer on
every page except the first page of the selected
sections.

Delete from Section ~ MASTERWORKS will delete all headers/footers from
the selected sections. No text will be inserted, and any
text in the edit box will be ignored.
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Header and Footer Tools

In addition to the header and footer options, each edit box has the following eight
tool buttons:

Clear

Open

Cut

Copy

Paste

9

Font

;"‘Ef)

Insert
Codes

Deletes all text in the edit box, resets the font to the default, and places
the cursor at the beginning of the first line.

Displays the Open a Saved Header or Footer dialog. Use this dialog
to locate and retrieve a stored header/footer. If necessary, you can
browse your computer or network to find a specific header or footer
file. For more information, see the Save button.

Displays the Save a Header or Footer dialog. Use this dialog to save
the header/footer. This dialog allows you to browse your computer or
network to find a specific folder used to save the header/footer. After
entering a file name, click OK to save the header/footer.

Storing headers/footers is beneficial. The browse feature allows the
storage of all the header/footer files in a central network folder for
access by all MASTERWORKS users in a firm.

Removes selected text from the header/footer edit box and places it on
the clipboard. The text on the clipboard can be pasted into any
Windows program or pasted into the edit box. The text will remain on
the clipboard until replaced by another Cut or Copy.

Places a copy of selected text in the header/footer edit box onto the
clipboard. The text on the clipboard can be pasted into any Windows
program or pasted into the edit box. The text will remain on the
clipboard until replaced by another Cut or Copy.

Inserts a copy of the clipboard contents at the cursor insertion point in
the header/footer edit box. The edit box can also accept graphic
images from the clipboard.

Displays the Select Font dialog to change or apply a different font or
font style, or to apply a paragraph border.

Font changes are made at the cursor insertion point or, if text is
selected, changes are applied to the selected text.

Paragraph borders apply to an entire paragraph and are either on or off.
A paragraph border is not the same as underline.

Allows you to insert special codes in the edit box, which
MASTERWORKS will later interpret. Codes are inserted at the cursor
insertion point in the edit box. These codes are special keywords
within square brackets ([ ).

The available codes are listed in the Insert Codes dialog (Figure 5-18).
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Insert  Allows you to insert markers for Text Merge into your headers and
Text  footers. See Text Merge Dialog section above.

Merge

Codes

Insert Codes Dialog

The Insert Codes dialog (Figure 5-18) provides a menu of special codes. These
codes are processed by MASTERWORKS to insert special text or characters in
place of the code.

Insert Codes

Available Codes

{3 Page Mumber

{3 Section Mumber

i3 Section Title

i Date (Unchanging Tex)
() Date (Changing Field)
3 Copyright Symbal

3 Trademark Symbal

i3 Document File Path

i Pagexofy

ok | x | @

Figure 5-18 Insert Codes Dialog

When you make a selection from the available codes and click OK, a code is
inserted into the current edit box at the insertion point. These codes are text
surrounded by square brackets ([ ]). If a code is changed or a bracket is missing,
MASTERWORKS will not interpret it as a code, and your header or footer may
include incorrect text.

Insert Codes include the following:

Page Number Places the page number wherever it finds a [Page#]
code. The page number will automatically renumber
as the section length changes.

Section Number Replaces any [Section#] code with the actual number
of each section that receives the header/footer.
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Section Title

Date (Unchanging
Text)

Date (Changing Field)

Copyright Symbol
Trademark Symbol
Document File Path

Page x of y

Replaces any [SectionTitle] code with the actual
section title of each section that receives the
header/footer.

Replaces any [DateText] code with the current date.
This date will remain unchanged (i.e. the date
previously inserted), unlike the date inserted with
[DateCode] (see below). The format of the date is
determined by your current word-processor setting.
For more information, see the Date (Changing Field)
code.

Replaces any [DateCode] with a special word-
processor-specific field or code that will be
maintained by your word processor. Each time you
open a section with this code in the header/footer,
your word processor inserts the current date in place
of the code.

The format of the date code is configurable. In
Microsoft Word, select Insert->Date and Time.
Select the format you want for your default setting
then click Default.... Word will ask you to confirm
the current selection as the default setting. Click Yes
to confirm. The next time you use
MASTERWORKS to insert a [DateCode] code, the
new default date will be inserted.

In Corel WordPerfect, select Insert->Date/Time.
Select the format you want for your default setting.
You can use the New Format button to create a new
format. Click the Apply Format button to set the
default date setting to your new format. The next
time you use MASTERWORKS to insert a
[DateCode] code, the new default date will be
inserted.

Replaces the [Copyright] code with the © symbol.
Replaces the [Trademark] code with the ™ symbol.

Replaces the [DocPath] code with the path and file
name of the section. Because a document path can
be long, you may want to set the font of the
[DocPath] code to a smaller font size to prevent
problems with text wrapping.

Replaces the [PageXofY] code with the current page
number along with the total number of pages in the
document (example: page 16 of 35)
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Select Font Dialog

The Select Font dialog (Figure 5-19) provides a standard selection of fonts, font
sizes, and font attributes.

Select Font

Fant: Size: Font Style:
Times Mew Foman E () Bold
D -l g 1 (O lalic
iff.ﬁfﬂ BT : () Underline
miﬁ:;? o ?D Paragraph:

() TopBorder

12
LI 13 ﬂ Q Bottom Border

Example:

The Cuick Brown Fox hunped Over The Lazy Dogs

oK | X | @

Figure 5-19 Select Font Dialog

If text is selected in your header/footer and you choose a new font in the Select
Font dialog, only the selected text will have the new font applied. Otherwise,
your new font setting will be applied to text entered at the cursor location.

The Paragraph options, Top Border and Bottom Border, apply to the paragraph at
the cursor insertion point. These borders apply to the entire paragraph and are
toggled on and off. If you inadvertently turn on a border or create a new
paragraph with a border, you can remove the unwanted border by deselecting the
border option for the paragraph.

Additional Information

The Edit Header and Footer dialog is easy to use. If you add text to an empty
edit box, the Options will change to Use on Every Page. Conversely, if you
click the Clear button, the Options will revert back to Do Not Use.

Header/footer positioning options allow for complex arrangement of headers and
footers. For example, you may want to place a different header or footer on the
even and odd pages of a document. To accomplish this, you will need to run Edit
Header and Footer twice. The first time, a header/footer is inserted onto the
even pages. The second time, a header/footer is inserted onto the odd pages. Text
alignment in the edit boxes is accomplished with tab settings. Two tab positions
are defined: a center tab in the middle of the text box, and a right tab located
against the right margin. For Corel WordPerfect, MASTERWORKS converts
these tab settings into center and right justification codes.

Page 5 — 18 Multi-File Tools



MASTERWORKS saves headers/footers as Rich Text Format (RTF) files.
Microsoft Word and Corel WordPerfect can read and create files in RTF. If
MASTERWORKS does not offer a specific formatting option, you can use your
word processor to modify one of the RTF files created by MASTERWORKS and
then insert the custom RTF file into the selected sections as the header/footer.
This "back-door" formatting is not supported by ARCOM, and should only be
performed by users who are very experienced with MASTERWORKS and their
word processor.

WordPerfect 8.0 does not have very good RTF capability. You may experience
problems when using advanced formatting features such as paragraph borders.

Reports Dialog

Clicking the Reports button on the Multi-File main dialog (Figure 5-1) opens the
Reports dialog.

The Reports dialog (Figure 5-20) is used to create reports about the sections in a
project specification.

x|
Repart Types
@ Specification Articles
@ Subrnittals
@ Specification Rewview
Repart Options
@ Allowances Q Submittals
@ Altermates Q Surnrnary
@ Comrnizzioning Q W armanties
@ Demonsztration & Training Cuztom Report Text:

@ Extra Stock and Materials
(3 Field Quality Contral

Q Maintenance Service

Content Options
€ Checklist Dnly
(3 Include Text

ok | x | §

Figure 5-20 Reports Dialog

MASTERWORKS Reports includes the following three types:
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Specification
Articles

Submittals

Specification
Review

Indicates whether selected sections contain specific Article
Titles. Searches only for Article Titles; the text must
match the report title. You may also enter a custom
Article Title for specific project reporting needs.

Indicates whether selected sections contain specific
submittal items. Searches only in the Submittals Articles
for this information. You may enter a custom submittal
item for specific project reporting needs. If you type
"Other" into the Custom Submittal text box,
MASTERWORKS will indicate the presence of additional
submittal items that are not specifically reported.

Indicates whether any selected sections contain both units
of measure, any Options or Notes, any Project Notes, or
any redline/strikeout text.

The Specification Articles and Submittals Reports have an option to include the
Article Title and all subordinate text.

Specification Articles Report

MASTERWORKS creates the Specification Articles Report by searching each
selected section for Article Titles that match the selected report title. If you have
entered a custom Avrticle Title, or have extensively modified any of the selected
sections, remember that MASTERWORKS searches only for exact matches of
text when building reports. If you choose to include Article text,
MASTERWORKS will insert relevant text in the report. All text will follow the

report checklist.

Article Title
Allowances

Alternates
Commissioning

Demonstration
and Training

Extra Stock and
Materials

Field Quality
Control

Information Contained in Article

Items for which a portion of cost is determined by an
allowance.

Items for which alternate bid prices are requested.
Commissioning activities specific to the section.

Demonstration of equipment operation and training for the
Owner's personnel.

Extra stock and materials provided to the Owner for future
use on the Project.

Testing samples obtained at the Project site and inspection
of installed work.

Page 5 — 20 Multi-File Tools



Maintenance Continuing maintenance service required after completion
Service of construction.

Related Sections  Related products and construction specified in other

sections.

Summary Work included in the section.

Warranties Required warranties in addition to the Contractor's
warranty.

Custom Report Based on the Article Title you enter in the edit box.

Submittals Report

The Submittals Report is created by searching all Paragraph Level 1 (PR1 style)
paragraphs after the "Submittals™ Article. Only exact matches of text are
reported. Some report option items, such as "Tests," may refer to multiple items
like Acoustical Test or Fire-Test Response. If you are searching for a specific
item, use the Custom Submittal text box. If you choose to include Article text,
MASTERWORKS will insert portions of text containing the relevant items into
the report. All text will follow the report checklist.
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The Submittals Report includes the following submittal items:

e Compatibility Test
Reports

e Construction Photos
e Construction Video

e Coordination
Drawings

e Delegated Design

e Design Data

e Evaluation Reports

e Field Test Reports

e Installer Certificates
e Insurance Certificates
e Maintenance Data

e Manufacturer
Certificates

Manufacturer's Field
Reports

Manufacturer's Instructions
Material Certificates
Material Safety Data Sheets
Material Test Reports
Preconstruction Test Reports

Product Certificates

Specification Review Report

Product Data
Product List

Product Schedule
Product Test Reports
Qualification Data
Research Reports
Samples

e Samples for Color
Review

e  Samples for Initial
Selection

e  Samples for Kind
Review

e  Samples for Pattern
Review

Samples for Review
Samples for Texture Review
Samples for Verification
Shop Drawings

Welding Certificates

Wiring Diagrams

Custom Submittals

The Specification Review Report alerts you to any items that need your
attention in the selected specifications. MASTERWORKS reviews the
specifications for any remaining Options surrounded by square brackets ([
1), Insert Notes surrounded by angle brackets (< >), Project Notes, paired
IP/SI units of measure, or redline/strikeout text. MASTERWORKS will
create a checklist in the report to indicate whether any of these items are

present in any of the selected sections.
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Report Creation Process

MASTERWORKS searches for and identifies report items by looking for
exact matches of text and then checking for the appropriate style. For
example, if you are generating a Submittals report about "Tests," but the
section text has been modified to say "Test,” MASTERWORKS will not
find a match and that item will not be included. It is important to adhere
to MASTERSPEC standards when editing or creating specification
sections.

For greater flexibility in using search terms, use the Report Search Text
feature of the Single File Settings dialog. For more information on this
feature, see Chapter 3, “Single File Tools.”

Since February 1998, all MASTERSPEC sections include the section
number and title in the Descriptive Name and Subject areas of the section
properties. MASTERWORKS checks this area first for the section
number and title. If these are not found, MASTERWORKS will look in
the section text, searching for the word "SECTION - ", followed by a five-
digit number for MasterFormat 1995, or for a six or eight digit number for
MasterFormat 2004. If a line of text follows the number,
MASTERWORKS uses the text for the section number and title. If an
attempt to find the section number and title in the section text fails,
MASTERWORKS uses the section file name.

Note: because of the potential difficulty associated with searching the
section text for the section number and title, the section properties
information should not be changed or removed.
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Generate Table of Contents (TOC) Dialog

Clicking the Generate TOC button on the Multi-File main dialog
(Figure 5-1) opens the Generate Table of Contents dialog (Figure 5-21).

Generate Table of Contents

Content Options: Font for T able of Contents:

Q Include Divigion 00 [Series 0] Documents Times New Roman * 1pt -
Q Include Dot Leader Section Title Appearance:
{2 No Page Count @) All Capitals () Initial Capitals
Q el e Fiavisem Dt MasterFormat 2004 Section Mumber Format: ——
Q Include User-Defined Date O No Separation 042000
Custom Date: (2} Separate Division Only 04 2000
() Separate All Levels 042000
Tahle Of Contents ﬂ
Division Section Title Pages
DIVISICON 01 - GENERAL RECUIREMENTS
011000 SUMMARY ke
011200 MULTIFLE COMTERACT SUMMARY ke
012100 ALLOWANCES T
012200 THNIT PEICES ke
012300 ALTERMATES ke
012600 CONTRACT MODIFICATION FROCEDUEES 7
012800 PAYMENT PROCEDUERES I
2153100 PROTECT RAN & SFRENT AN COMETTH 4 IO 22 _ﬂ
ok | x | g

Figure 5-21 Generate Table of Contents (MasterFormat 2004)

Use the Generate Table of Contents dialog to create a table of contents
based on the selected specifications. MASTERWORKS will organize it
by Division, with individual specifications ordered by section number.
Any selected sections that are not MASTERSPEC compatible will be
included at the end of the Table of Contents, under the heading of "Other."

When MASTERWORKS has finished this task, your new Table of
Contents is left open in the word processor as an unnamed document. You
will need to give it a name and save it.

The Table of Contents generated will include the section number and titles
appropriate for the version of MasterFormat you are using. For
MasterFormat 2004, you can choose to have
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MASTERWORKS provides a set of content and formatting features for
Tables of Contents. Content options are as follows:

Include Series
Zero Documents

Include Dot
Leader

No Page Count

Include Last
Revision Date

Include User
Defined Date

Includes Series Zero Documents in the Table of Contents
under a unique heading.

Series Zero Documents are contract documents and
template forms are available through the AIA, the CSI
and other sources. Series Zero Documents are not
specifications, but are frequently used and included with
specifications in project manuals.

Places a dot leader between text entries and the page
count in the Table of Contents.

Deletes the page count for each section in the Table of
Contents. This option precludes the dot leader option.

Places the last revision date for each section into the
Table of Contents.

Places the date you enter in the Custom Date window for
each section into the Table of Contents..

Formatting options for the Table of Contents are as follows:

Font

All Capitals

Initial Capitals

Sets the font and font size. By default, the title of the
Table of Contents is kept slightly larger than the other
text point size.

Specification section names appear in uppercase. This
setting does not change the section names within the
specification.

Specification section names appear with initial capital
letters. This setting does not change the section names
within the specification.

The options available for MasterFormat 2004 include:

No Separation

Separate All
Levels

Section numbers have no separation in six digit numbers.
For level 4 numbers, a period is used between the level
three and level four pairs of digits.

Separates each pair of digits in the section number with
spaces. For level four numbers, a period is used between
the level three and level four pairs of digits.
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Separate Division  Separates the division number from the rest of the
Only section number with a space. For level four numbers, a
period is used between the level three and level 4 pairs of
digits.
Table of Contents Creation Process

Problems with text wrapping may be encountered with long section titles.
Changing font sizes or adjusting the tab settings may help to adjust the
layout of the Table of Contents.

Since February 1998, all MASTERSPEC sections include the section
number and title in the Descriptive Name and Subject areas of the section
properties. MASTERWORKS checks this area first for the section
number and title. If these are not found there, MASTERWORKS looks in
the section text, searching for the word "SECTION - ", followed by a five-
digit number for MasterFormat 1995, or a six or eight digit number for
MasterFormat 2004. If a line of text follows the number,
MASTERWORKS uses the text for the section number and title. If the
attempt to find the section number and title in the section text fails,
MASTERWORKS uses the section file name.

Because of the potential difficulty associated with searching the section
text for the section number and title, the section properties information
should not be changed or removed.
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Create Project Document Dialog

Clicking the Create Project Doc button on the Multi-File main dialog
(Figure 5-1) opens the Create Project Document dialog (Figure 5-22).

Create Project Document

Paage Format:

@ Use Same Header and Footer in Project Document
) Use Page Break Between Sections
@ Use Section Break Between Sections

@ Keep Document Headers and Footers [ntact

Page Mumbernng:
@ Mo Page Numberning
Q Consecutive Page Mumbering
Q Festart Page Humbering with Each Section

Table of Cantents:
€ No Table of Contents
i3 Use Section Title Page Mumbers
Q Use Section Title and Article Tile Page Mumbers

Cover Page: FDF:
(3 Insert Document az Title Page () Create az PDF
.'f-
@ Lached

oK | x| R

Figure 5-22 Create Project Document

A project document contains all the specification sections you have
selected for a project. A project document is most appropriate for a
project manual produced from MASTERSPEC Small Project.

Project documents should be created only after all editing and formatting
are completed on all individual sections. Because MASTERWORKS
makes project document creation easy, it is usually best to create a project
document after all changes are made instead of editing a large project
document.

MASTERWORKS creates a project document by combining the selected
sections into a single large document. The process of creating a project
document can require large amounts of computer memory. If your attempt
to create a large project document exceeds the physical memory limits of
your computer, it may slow down to unacceptable speeds, "lock up,"” or
crash. If your computer shows symptoms of insufficient memory, (slow
performance, excessive hard disk access, or excessive crashes), you may
want to consider a computer memory upgrade.
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Newly created project documents are not automatically saved. You must
name and save the project document.

MASTERWORKS offers several options for the composition and
formatting of a project document.

Project Document Page Format Dialog

The Page Format dialog (Figure 5-23) allows you to select options used
by MASTERWORKS to combine the individual documents.

Page Format;
@ Use Same Header and Footer in Merged Document
€ Use Page Break Between Sections
() Use Section Break Eetween 5 ections

(.} Keep Document Headers and Foaters Intact

Figure 5-23 Page Format Dialog

The Use Same Header and Footer in Merged Document button uses the
same header and footer for each section in the project document.
MASTERWORKS uses the header and footer from the first section to
replace the headers and footers in all subsequent sections as they are
merged into the project document.

The Use Page Break Between Sections button separates sections with a
page break, placing a new page between the end of one section and the
beginning of the next section.

The Use Section Break Between Sections button allows one section to
end on the same page that another section begins. This option results in a
shorter project document.

The Keep Document Headers and Footers Intact button, places a page
break between sections and preserves the headers and footers of each
section.

Project Document Page Numbering

The Page Numbering dialog (Figure 5-24) provides options that affect the
way that pages are numbered in the project document and referenced in
the project document Table of Contents.
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Page Murmbering:
@ Mo Page Numbenng
@ Cohzecutive Page Mumbering
@ Fieztart Page Murbering with Each Section

Figure 5-24 Project Document Page Numbering Dialog

The default selection button is No Page Numbering. It instructs
MASTERWORKS to do nothing with respect to page numbering in the
project document. This setting preserves any page numbering that exists
in any of the selected sections.

The Consecutive Page Numbering button instructs MASTERWORKS to
set the page numbering at the beginning of each section to follow the
previous section so that the project document is numbered consecutively
from beginning to end. This option is useful for a Table of Contents and
can reference each section and the subordinate articles by sequential page
numbering.

The Restart Page Numbering with Each Section button resets the page
numbering at the beginning of each section and ensures that each section
has consistent page numbering. Note: Combining this option with the Use
Section Break Between Sections format option may lead to errors in page
numbering.

Table of Contents

MASTERWORKS can create a Table of Contents for your project
document (Figure 5-25). A Table of Contents provides a useful subject
matter index for the project document; however, including a Table of
Contents will require considerable time to run, especially if you are
merging many documents and including all Section Titles and Article
Titles.

A Table of Contents will be most useful with Consecutive Page
Numbering in the project document.

Table of Contents:
£ Mo Table of Contents
{2 Section Title Page Mumbers
{d Use Section Title and Article Title Page Mumbers

Figure 5-25 Project Document Table of Contents Dialog

The default selection button is No Table of Contents. MASTERWORKS
will not create a Table of Contents.
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The Use Section Title Page Numbers button will create a Table of
Contents, based on Section Titles only, with the page number at the start
of each section.

The Use Section Title and Article Title Page Numbers button will
create a more complete Table of Contents with Section Titles and Acrticle
Titles and the page number at the start of each section. This option
requires more time to run than the other options.

Cover Page

MASTERWORKS will not automatically create a Cover Page, but you
can create and include one (Figure 5-26). MASTERWORKS will place
the document of your choice at the beginning of the project document.

Cowver Fage:

€ Insert Document as Title Page

ﬂ‘:ﬁj ‘i’l’itle Fage.doc

Figure 5-26 Project Document Cover Page Option

To include a Cover Page, click the Insert Document as Title Page button
(Figure 5-22). MASTERWORKS remembers the last cover page used and
if you have already selected a document for a cover, you may use it again.

If you have not previously selected a Cover Page or want to choose a new
Cover Page, click the Browse button at the left of the edit box. Use the
Browse dialog to find and select a document to use as a Cover Page.

When you include a cover page, the entire document is inserted into the
project document. MASTERWORKS preserves font, font size, and text
justification for the project document, but other items such as watermarks
or headers and footers may carry over from the cover page to the project
document. Note: Do not use features in the cover page that will adversely
affect the project document.

Create as PDF

If this option is selected (Figure 5-27), the project document will be
created as a file in PDF format.
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PDF.
€ Create as PDF
(3 Locked

Figure 5-27 Create as PDF options

If the Locked option is selected, the resulting file can be opened, read, and
printed, but cannot be copied or pasted.

Create Sheet Specification

Clicking the Create Sheet Spec button on the Multi-File main dialog
(Figure 5-1) creates a sheet specification section, following confirmation
(Figure 5-28), with Part Titles, headers, footers, and end of section titles
deleted. Paragraph numbering is redefined and blank lines are removed
except those lines before and after Article Titles. Each sheet specification
section is saved, with the file extension "CSS," in the same folder as the
selected section. Any existing files with the same file name and extension
will be overwritten.

Mezzage:

Creating Sheet Specifications will create a duplicate file of
each file you have selected.

Theze new filez will hawve "C55" appended to the file name.

Click OF. to cantinue.

ok | x|

Figure 5-28 Create Sheet Specification Confirmation
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Create Outline Dialog

The Create Outline button (Figure 5-29) is available only if you are using
Small Project specifications. This dialog is installed with
MASTERWORKS only from the Small Project CD. MASTERWORKS
does not create OUTLINE sections from MASTERSPEC Full Length,
Short Form, or Outline sections.

B MASTERWORKS 5.1 Multi-File 1 x|
=

'@; CAMASTERSPEC - Seaich Options
File Marne: Description | Al Ve iE:
SECTION 01000 - GENERAL REQUIREMENTS —  SpelCheck
01100 doc SECTION 01100 - SUMMARY Dacument Farmnat

M125f.doc SECTION 01125 - SUMMARY OF MULTIFLE COMT...

e Edit Header and Footer
01210f_.doc  SECTION 01210 - ALLOWANCES —

012300 _doc SECTIOM 01230 - ALTERMATES _ i
012506_.doe  SECTION 01250 - COMTRACT MODIFICATION PR... Generate TOC
012700 doc SECTIOM 01270 - UMIT PRICES Create Project Dac
01290 doc SECTIOM 01290 - PAYMENT PROCEDURES Create Sheet Spes
01310 _doc SECTIOM 01310 - PROJECT MAMAGEMENT AND . T e
O1320_doc  SECTION (11320 - CONSTRUCTION PROGRESS D... | CeseOuie | e
01322f_doc SECTIOM 01322 - PHOTOGRAPHIC DOCUMENTA, . Create Drawing Notes
01330 _doc SECTIOM 012330 - SUBMITTAL PROCEDURES Piirt / Create PDF
01351f_doc  SECTIOM 01351 - SPECIAL PROCEDURES FOR HI... s

113520 doc -LEED REQUIREMENTS B

ST T R e

EYCW =
01000f_.doc - 21,504 bytes - 11:43:57 Monday, August 30, 2004 x| ‘?

Figure 5-29 Create Outline Button for SMALL PROJECT Specifications (MFmt. 1995)

The Create Outline button on the Multi-File main dialog opens the
Create Outline dialog (Figure 5-30).
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The Create Outline dialog modifies selected SMALL PROJECT sections
to create basic outline or preliminary project sections.

Cutline Options:

@ Include Parts 1 and 2 [Createz an Dutline
Specification]

@ Ilze Part 2 Only [Creates a Preliminary Product
S pecification]

oK | x|}

Figure 5-30 Create Outline Confirmation

The Include Parts 1 and 2 (Creates an Outline Specification) button,
creates basic outline specification sections. The Use Part 2 Only
(Creates a Preliminary Product Specification) button, creates
preliminary product specification sections from the selected Small Project
sections. The modified files are saved with the letters "OTL" appended to
the file name. The original files are not modified in any way.
MASTERWORKS will overwrite files of the same name and extension
when it saves the outline sections.

Create Drawing Notes

Clicking the Create Drawing Notes button on the Multi-File main dialog
(Figure 5-1) creates a set of drawing notes, following confirmation (Figure
5-31), with Part Titles, Article Titles, headers, footers, and end of section
titles deleted. Paragraph numbering is redefined and all paragraphs are
single-spaced. The drawing note set from each section will be saved, with
the file extension "CDN," in the same folder as the selected section. Any
existing files with the same file name and extension will be overwritten.
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M ezzage:

Creating Dirawing Motes will create a duplicate file of each file
wou have selected,

These new fileg will have "COMN" appended to the file name.

Click OF. o continue.

oK | x | §

Figure 5-31 Create Drawing Notes Confirmation

Print/Create PDF Dialog

Click the Print / Create PDF button on the Multi-File main dialog
(Figure 5-1) to open the Print dialog (Figure 5-32).

Print Order

Mumber | File Mame
1 12y 12492sf_doc

Frint Options
MNumber of Copies: 1 [Callate
Lirne Mumbering: Mo Line Mumbering b
{ Print Editor's Motes {3 Protect for Track Changes
{ Print Revisions () Create PDF

@ Sequential Page Mumbering @ Create Locked PDF

oK | x | F

Figure 5-32 Print/Create PDF Dialog
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The Print / Create PDF dialog allows you to print all selected files, or
create a PDF format file of all selected files.

Set the Document Print Order

The file list window displays the print order in which the selected files
will be printed. You can change the print order by dragging list items to
another position in the file list. The file list will automatically scroll, if
necessary, if you drag past the top or bottom of the list box. Use print
reordering to place Covers, Table of Contents, Forms, Title pages, and
other documents at the top of the print list so they are easier to find in the
printed copies.

The Print dialog has the following options:

Number of You can select the number of copies to print. Note: This

Copies number is the total number of printed copies for all of the
files and is not a per-file setting.

Collate This option is only available if you want more than one copy
of the documents to be printed and collated in individual
copies.

Line Allows you to specify Line Numbering settings.

Numbering

In Corel WordPerfect, options to include or exclude blank
lines in line numbering are available.

Line Numbering will appear in the printed copies of the text
only and will not affect the section file.

Print Editor's  Allows you to print Editor's Notes and other hidden text.
Notes

Sequential Instructs MASTERWORKS to set the section page

Page numbering of the printed documents to be sequential.
Numbering

Protect for Individual files will be created with Word Track Changes

Track Changes turned on and protected with a user input Password. The
password is required to remove Track Changes.

Create PDF Ordered files will be created as a single PDF format file.

Create Locked Same as above, except the resulting PDF file will be

PDF “locked,” so that no text can be copied or pasted from your
document.
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Print Hardcopy Dialog

The Print Hardcopy button of the MASTERWORKS Multi-File Main
dialog (Figure 5-1) opens the Print Hardcopy dialog (Figure 5-33) and
allows you to print sections of MASTERSPEC specifications in their
original, unedited form.

Print Hardcopy
Print O ptions: Select Update(s):
(@ Frint Full-Length (@ Frint Full-Length Cover 2004 August
(@ Print Shart Form (@ Print Shart Form Caver
(@ Print Outline (3 Print Evaluations
Prirt O Coodinati 2004 February
(@ Print Drawing Coordination 2003 December
(@ Frint Spec Coordination 2003 November LI
Tahle Of Contents ﬁ’
Diivision Section Title

DIVISION | - GENERAL REQUIREMENTS
01100 SUMMART
01125 SUMMARY OF MULTIPLE CONTRACTS
01210 ALLOWANCES
01230 ALTERNATES
01250 CONTERACT MODIFICATION PROCEDURES
o1z7o UNIT PEICES
01280 PATMENT PROCEDURES
01310 PROJECT MANAGEMENT AND COORDINATION
01320 CONSTRUCTION PROGRESS DOCTMENTATION _:I

ok | x | g

Figure 5-33 Print Hardcopy Dialog (MasterFormat 1995)

The Table of Contents window of this dialog shows all of the available
sections. Click to highlight the individual sections you want printed, or
click the title of a division to highlight that entire division. When all of
your desired sections are highlighted and your options are selected, click
the OK button to begin printing.

Print Options: Select the types of sections you want to print. You may
select as many of these options as you wish. These options include:

e Full-Length Sections

e Short-Form Sections

e Qutline Sections

e Full-Length Covers

e Short Form Covers

e Evaluations

e Drawing Coordination

e Specification Coordination
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Select Update(s): Use this tool to automatically highlight all of the
sections in the list that were replaced during a particular update. More
than one update may be selected for easy printing of any missing updates.

Open Files Button

Click the Open Files button on the Multi File main dialog (Figure 5-1) to
open all selected section files for editing or review.

The Open Files Toolbar that appears (Figure 5-34) will help you navigate
through large numbers of selected sections, one at a time.

Figure 5-34 Open Files Toolbar

MASTERWORKS will automatically open the first selected file (section).
You can open subsequent or previous sections by clicking the Open Next
[+1and Open Previous [*1 arrows on the toolbar. When you open a section
using the toolbar, MASTERWORKS will automatically close the current
section (if the current section was previously opened by
MASTERWORKS) before opening the next section. You will be
prompted to save changes, if any, before the current section is closed.

MASTERWORKS will keep the sections selected until you either select a
new list of files to open or close the Open Files toolbar by clicking the
Exit button.
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Chapter 6
Using MASTERWORKS Version 5.2

In this chapter, is information on the MASTERWORKS interface to your
word processor, how the MASTERWORKS buttons work, and
suggestions for a sequence of tasks in preparing specifications and a
project manual. For more information about the various MASTERSPEC
features mentioned in this chapter, see the MASTERSPEC User's Guide.

The MASTERWORKS 5.2 Interface

The strength of MASTERWORKS lies in the powerful features that
enhance your word processor and the unique tools in the Multi-File
dialogs. These tools have an easy-to-use interface. Knowing how these
tools operate will make MASTERWORKS a very efficient and timesaving
tool.

Flat Round Buttons

Flat Round buttons (Figure 6-1) are like regular buttons except when the
cursor moves over a Flat Round button, it will "pop up” to indicate it is
ready to be clicked.

Some flat round buttons, like those used for the file buttons, remain
"pressed” when a selection is made from a group. Others, such as the
Browse button, have an etched border when selected. Disabled buttons
are "grayed out" and do not pop up when the mouse moves over them.

”@m& OK

Figure 6-1 Flat Round Buttons: Pressed, Etched, Disabled and Ready
Bounce Buttons

Bounce buttons (Figure 6-2) are often called radio buttons. A group of
Bounce buttons may allow you to make many selections from a group. In
other cases, you will be allowed to select only one or a few items.
Because Bounce buttons are large, they provide instant visual feedback
about their position and the selections you have made.
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When selecting a Bounce button, you can click on the button or the text.
A selected Bounce button will have a depressed button and dark, bold
text. Unselected Bounce buttons will have a raised button and normal text.
Disabled Bounce buttons have "grayed-out™ text and no obvious button.
@ Enabled Bounce Buttan

@l Selected Bounce Button

lirzatled Bonnee Buttar

Figure 6-2 Examples of Bounce Buttons

Sequence of Tasks

Using the MASTERWORKS tools in a specific order can greatly increase
efficiency. Below is a suggested order for using the MASTERWORKS
tools:

Use the Create New Project wizard to begin your new project. This
wizard will create the appropriate folder structure and prepare a location
for all of the files in your new project.

Use Windows Explorer or the MASTERWORKS browser to copy
MASTERSPEC master specification files into the new project folder.
Other project files, such as drawings, should be placed in the appropriate
subfolder in the new project folder.

Use MASTERWORKS to do global formatting.

Use the MASTERWORKS Multi-File Open Files tool to queue and
manage your project specifications as you edit them.

Use the MASTERWORKS toolbars to assist you as you edit each
specification.

For more information about a specification section, use the Supporting
Documents or jump to Internet resources through the Resource Links
button. If you plan to use products from a single manufacturer, check the
PRODUCT MASTERSPEC button on the Evaluations to see if there is a
PRODUCT MASTERSPEC section available from that manufacturer.

When you are finished editing the specifications, use MASTERWORKS
to generate a table of contents, to create drawing notes, or a project
document. Store these items in the project folder.
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Chapter 7
Using the Supporting Documents

In‘this chapter, there are directions for using the online MASTERSPEC
Supporting Documents.

Supporting Documents

The MASTERSPEC Supporting Documents provide quick access to
detailed information about each specification section. The Supporting
Documents include the Cover, Evaluations, Drawing Coordination
Checklist, and Specification Coordination Checklist.

When you click Supporting Documents in the MASTERWORKS menu,
MASTERWORKS checks the open document. If itisa MASTERSPEC
specification section, MASTERWORKS will open the Supporting
Documents for that section. If no section is open, or if the open document
is not a specification section, MASTERWORKS will open the Table of
Contents for the Supporting Documents.

The Supporting Documents provided with MASTERWORKS are stored in
Hypertext Markup Language (HTML) format for the World Wide Web
and for viewing with a Web browser. HTML offers special advantages,
notably the ability to move to related areas with one mouse click.

MASTERSPEC TABLE OF CONTENTS

DHVISION 01 - GENERAL REQUIREMENTS

DIVISION 02 - EXISTING CONDITIONS

i
LLL A~ B R

o] e s s | s s | ] cumi | L

Figure 7-1 Supporting Documents Table of Contents (MasterFormat 1995)
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Some sections are marked with "PM™" in the column on the right side in the
Supporting Documents Table of Contents. These sections have
PRODUCT MASTERSPEC sections available with edits made for
specific manufacturers. Click on the section to open it and then click the
PM button to access the specific manufacturer sections. The sections
marked "CES" have a set of questions available for AIA CES credit.

Click on the section to open it and then click the Continuing Education
button to access instructions and the question set.

SECTION 071353 - ELASTOMERIC SHEET WATERPROOFING

This wpdated Soetian upasifien EFT04 o burst hort sotmrpecing for s aabed pbeiams, both voriead el bosortal of phiea decks sed beloow. grade wade

||||||

il

Bimen] ) | e | [ s

Figure 7-2 Section Evaluations

The six buttons at the top of the screen provide shortcuts to the Resource
Links below as well as other MASTERWORKS capabilities. The six
buttons are:

e PRODUCT MASTERSPEC

e CONTINUING EDUCATION
e RESOURCE LINKS

o REFERENCED STANDARDS
e SUPPORT

e PRINT VERSION
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Resource Links

Because the Supporting Documents are stored on your computer, Internet
access is not necessary. However, if your computer does have Internet
access, you can take advantage of the Resource Links button to find more
information about a specification topic, product information, green
building information, standards, manufacturer's PRODUCT
MASTERSPEC sections, the ARCOM Web site, AIA Continuing

Education, and CAD sources.

a ARCOM Resource Links - Microsoft Internet Explorer

ARCOM

Resource Links

Product
Infarmation

Green Building
Infarmnation

Standards

PRODICT
MASTERSPEC

ARCOM

Continuing
Education

CAD Sources

Resource Links is a zet of web links to sites that may provide
additional helpful information. Select an area from the menu on
the left.

Product Information: links to third-party sites that provide
manufacuter and product information.

Green Building Information: government and private sites
with information on environmentally-friendly building practices.

Standards: links to organizations issuing bulding and
constructing standards,

PRODUCT MASTERSPEC: information on PRODUCT
MASTERSPEC, a set of manufacturer-customized sections for
MASTERSPEC. Includes a list of avalable sections.

ARCOM: explanaton and link to the offidal ARCOM website,

1w, arcomnet.com,
H
H

of

Figure 7-3 Resource Links Tabs

Product Information

The Product Information Tab provides online access to several product
information sites. MASTERWORKS sends the section number to Sweets
and First Source to direct you to appropriate pages for products included

in that section.
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Resource Links: Product Information - Microsoft Internet Explorer

ARCOM

Resource Links

Sweets @
Infor
— We e S In the Sweet's marketplace, top

Gf?BntU“fti?nD manufacturers provide comprehensive, detalled product
TOMANON |} information 5o you can browse, select and specify the products

Standards you need.

PRODUCT Click here| to visit the Sweets website,
MASTERSPEC

BRCOM

Continuing
Education

www.FirstSourceONL.com CMD First Source is a free
CAD Sources

service that provides you with information formatted to industry
standards and is current and easy to search.

CMD First Source delivers all the information resources necessary
to make your key design and construction decisions, including:
MM First Snree nroch et informatinn. CS7's SPFC-DAT AT ("CCT'-I:_ﬁI

4 »

Figure 7-4 Product Information Tab

Green Building Information

The Green Building Information Tab provides online access to several
sources of green building product information.

Information - Microsoft Internek Expl

Resource Links

I Home:

Product - ildi
I L Sl E BuildingGreen.com
G B " | Buildings have a tremendous =
el ¢ impact on the environment--both during construction and through

their operation, "Green buiding" is a loosely defined collection of
Standards | & |and-use, buiding design, and construction strategies that
reduces these environmental impacts, The Bulding Green
PRODUCT i :
MasTERSPEC | | website provides news and informaton sbout Green building.

ARCOM |Click here‘ to visit the Buiding Green website,

Continuing
Education

CAD Sources

The mission of the Environmental Protection
Nmmimen s im b rratnet b nmim sl A Hee A eaeet Cimes, |f
*

Figure 7-5 Green Building Information

Page 7 — 4 Using the Supporting Documents



Standards

The Standards Tab gives you a choice of accessing standards from
ASTM or IHS for the active section. Clicking on ASTM or HIS for a
standard will open the appropriate Web site. On the ASTM Web site the
Document Summary is displayed (Figure 7-8). The standard may be
downloaded for a fee.

; Resource Links: Standards - Microsoft Internet Explorer

ARCOM

Resource Links

I Home

Product
Information .
Green Building ( ’
Information uy l l

INTERNATIONAL
Standards
Standards Worldwide

e — ASTM International is one of the largest
PRODUCT voluntary standards developrment organizations in the world-a trusted
MASTERSPEC | & <oLrce for technical standards for materials, products, systems, and
ARCOM services. Known for their high technical quality and market relewvancy,
ASTM Internabonal standards have an important role in the
Continuing | 3 information infrastructure that guides design, manufacturing and trade
Eoucation | | i the global econormy. -

=IHS
= IHS is the One-Stop Provider for more than a

milion techrical docurments.

Click here| to view ASTM and IHS standard links for the current
section.

CAD Sources

Figure 7-6 Standards Tab

/2 08620 - UNIT SKYLIGHTS osoft Internet Explorer _[olxi

Fle Edt Wiew Fawortes Tnoks  Help i
REFERENCED STANDARDS

Publication dates represent the editions on which the current Section Text is based. Standards are revised periodically,
which may oscur before this Section is updated again

American Architectural Manufacturers A iati
AAMA 611-1598: Voluntary Specification for Anodized Architectural Alumninum (THS)
AAMA 2603-1598: Pigmented Organic Coatings on Aluminum Extrusions and Panels arziy)

American Society for Testing and Materials

ASTM B 209M-95: Specification for Aluminum and Aluminum-Alloy Sheet and Plate [MMetric] ASTN (THS)
ASTM B 209-96: Specification for Aluminum and Aluminum- Alloy Sheet and Flate ASTH) (TES)
ASTM B 221-96: Specification for Aluminum and Alsminum- Alloy Extruded Bars, Rods, Wire, ASTMD (TES) —

Profiles, and Tubes

ASTM B 221M-9¢: Specification for Aluminum and Alwminum-Alloy Extruded Bars, Rods, Wire, ASTND (THS)
Prefiles, and Tubes [Metric]

ASTM C 920-983: Specification for Elastomeric Joint Sealants ASTM (THS)
ASTM D 256-97: Test Methods for Determining the Izod Pendulum Irpact Resistance of Plastics ASTND (THS)
ASTM D 635-98: Test Method for Rate of Burning andfor Extent and Time of Burning of Plastics in a (ASTMD (THS)
Herzontal Position =l
& [ =y computer 7

Figure 7-7 Standards in a MASTERSPEC Section
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D E04-04 Standard Test ~tethod lor Surface Duming Charactesistics of Dulldng Faterials - Picrosolt Intemet & =101 x|
B Bt few Foordes ok ep i

-2 @)

3 - &
gbess (] Mig e onten coglip Cont.  CARTIPAGES{ERA Wi+ ey v 8=

Document Summary -

Order Now: Copyright 7803 ASTM international. All iights reserve.
(Credt Casd Oniys
Et4.04 Standard Test Method for Surface Burning Characteristics of Bullding Materials
ACTIVE 51ANDARIE:
Price: § 3600 Developed by Subcommittes: E05 .22
Ses Hel Wark by this Subcommittes

Pagus: 19
Adeptiens: DOD Adopted; Buildng Codes; ANSI Approved
o Book of Standards Yolume: 04.07
Sehuct Lucation:
- Warth America
Intnnstionsl 1. Scopa
Wit i an Activg 1.1 This firg-test-rpsponse standard for the comparative surface burning bhavior of
standard ? building matenals = spphcable to exposed surfaces such 25 walls and coilngs. The test iz
conductad with tha spacimen in the cailing position with the surface to be avaluated
exposed face down to the ignition saurca, The matarial, product, or assembly shall be
STORCAL STANDARD. | Capable of being mountad in tha tast posiion during the test. Thug, the spacimen hall
aithar b upporting by s own structural quality, held in place by added supparts
{l bt along the urface, or secured from the back side.
et s an Hestorical 1.2 The purpose of this test method is to detsrmine the relatve burning behavior of the
Sapndard? material by cbsarving the flame spraad along the specman. Flame spread and smoke
daveloped index ara raportad, Howavar, thera i not nacessanly 3 ralationship batwaan
f— sl EWE MIISUrGMEnEs. §
SE [ [ [ et P

Figure 7-8 ASTM Document Summary

PRODUCT MASTERSPEC

The PRODUCT MASTERSPEC Tab opens a listing of available
PRODUCT MASTERSPEC specifications. These are MASTERSPEC
sections pre-edited by various manufacturers to feature their products.
Click on a Division Title in the Supporting Documents to access the
PRODUCT MASTERSPEC sections for sections in the Division.

osoft Internet Explo

Resource Links

Home

Product
Information |+ PRODUCT MASTERSPEC represents custom-edited versions of
MASTERSPEC sections licensed by ARCOM to building product
manufacturers and trade associations, These versions help
specification writers find and compare meaningful product
Standards | 1 information in 8 consistent manner. Mow you can easiy
determing if a product fits your project requirerments and specify

Green Buiding
Information

PRODUCT
the product by narme.
I ARCOM | 4 For additonal information, to visit the PRODUCT
MASTERSPEC website,
I Cantinuing
Eclucati
S ¢ Gk the division tite to view the avaiable PRODUCT

I CAD Sources | | MASTERSPEC sections for that division.

Mivision 21 - Site Consfriction I_lLI
»

Figure 7-9 PRODUCT MASTERSPEC Tab
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ARCOM

The ARCOM Tab opens online access to the ARCOM Web site.
Licensed Users may enter a reserved area where there is additional
MASTERSPEC information, technical support, and access to downloaded
sections at reduced license fees.

A Resource Links: ARCOM - Microsoft Internet Explorer

ARCOM

Resource Links

Horne:

Product
Information

Green Building
Information

rcom

The home page of ARCOM,
Standarck | | srcomnet.com is the source for information about ARCOM,
— MASTERSPECE, and SPECWARE™, Inside you'l find industry

MASTERSREC | ¢ news, product informaton, and links for technical support. Find

olt why MASTERSPEC has been the leading master guide

ARCOM specification systemn for aver 30 years.

I c;;&m:gﬁ Click here| to visit the ARCOM web site.
4

CAD Sources

Figure 7-10 ARCOM Web Site Tab
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Continuing Education

The Continuing Education Tab lists the MASTERSPEC sections with
test question sets available for AIA continuing education.

3 Resource Links: Green Bui Information - Microsoft Internet Expl

ARCOM

Resource Links

Home |} Licensed MASTERSPEC users may eam ALA credit by studying
roduct | | Certain section evaluations and completing a brief online quiz.
Infarmation | | After filling in the information, your results wil be subritted
instanty to ARCOM by e-mal.

Green Building

ffornation In your Supporting Documents, if credit is avalable for the

Standards | | $ection you are viewing, a "Continuing Education” button wil
appear, linking you to the appropriate quiz.
PRODLICT b
MBS Continuing Education credit is available for the folowing sections
(click to launch in a new window ):

Expire Dec. 31, 2004:

d o
o 02221 - BUILDING DEMOLITION
o 03450 - ARCHITECTURAL PRECAST COMCRETE

o 07131 - SELF-ADHERING SHEET WATERPROOFIMNG

o 07132 - ELASTOMERIC SHEET WATERPROOFIMNG

o 07133 - THERMOPLASTIC SHEET WATERPROOFING

o 10270 - ACCESS FLOCRING =
IJJ

Figure 7-11 Continuing Education (CES) Tab

Clicking on a section will open the online section test questions on the
ARCOM Web site.

A Section 07132 Test Page - Microsolt Internet Fuplorer =100 %]
fle Edt Yew Fgeortes Jook e >
¢ L RADRE A
Aggnss [ C-\Program FlestSosowsrelSuptocihiilos_ssces_07132 him B>k
oL,
pL ‘J%

Vg

5 =
rooom
"ﬂas

AIA/CES MASTERSPEC® Updates

« Eamn one LT for a score of B0 percent (4 of § comect answere)
» Study matenals mchude Secton Cover, Section Teat, E and Coords Checklst:
+ Questions? Call Mancy Wnght at 1.800.424 5080 or 801,521 9162

Provider Hame ARCOM
Progeam ELASTOMERIC SHEET WATERPROOFING - May 2004
Conferenice Number 13E

Program Location Distance Education/Salf Study

Deadlirie Dacomber 31, 204

SECTION 07132 - ELASTOMERIC SHEET WATERPROOTING

T reviewd (check one):

© Full Length

© Sheort Form =

8] Done 3 Wy Computer

Figure 7-12 Continuing Education Test Page
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Ble Bt Yew Fgeortes ook b o

B> RAU IR HAR

Adress [ c:\program FlesiSocwoenlSunDocthindlcs_msces (17132 hem B>
==

L. What is the ASTM standard for EFDM and buryl sheet waterproofing?

© ASTM D 8134
© ASTMD 6506
© ASTMD 1621
© There 1z no ASTM product standard

2, What is the minimum acceptable conerete finish for fully or partially adhered EFDM or butyl sheet
waterproofing installation?

Broom Bush
Fleat fnish
Zeratch firash

Steel-troweled frch

DODDH

3, What is the difference herween the water absorption rates of EFDM and butyl according to produet

standards?

© d percent
© 3 percent
© 2 percent

© 1 percent

4. According

ustry cansensus guidance, Mood testing of waterproofing is not practical far the
fallowing installations:

ns:

T Henzental decks

© Walls

 Flaza decks

Al ofthe above =
&l = Py Compen =

Figure 7-13 Continuing Education Sample Questions

CAD Sources

The CAD Sources Tab provides links to several CAD manufacturers'
Web sites.

Resource Links: CAD Sources - osoft Internet Explorer

ARCOM

Resource Links

Horne:

Product t d k’-
IO SR au o es Autodesk is one of the world's

GrelenfuBuilctiinq leading digital design and content cormpanies. We serve
TOMERON | customers in industries where design is criical to success:
Standards | ¢ building, manufacturing, infrastructure, digital media, and location

services,
PRODUCT
MASTERSPEC | } [Click here] to visit the Autodesk website. —
ARCOM

Continuing =
Education ? B
.J M Bentley Systemns, [ncorporated, is

a global provider of collaborative software sclutions that enable

users to create, manage and publish architectural, engineering

and construction (AEC) content. Bentley software solutions are

used to design, enginesr, buld and operate large constructed

Assets siuch as roadwavs. bridoss. hildinas . indostrial and nnwei_ﬁl
»

Figure 7-14 CAD Sources Tab
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Copying Text

Text can be copied from the Supporting Documents into an open
specification section. Highlight the Supporting Document text in your
browser, and select Copy from the Edit menu. Select Paste from the Edit
menu to insert the copied text into your specification section.

Portable Document Format

Many graphic images and some complete documents in the Supporting
Documents are provided in Adobe's portable document format, or PDF.

PDF documents are compact and ensure that printed output is identical to
the original. To view these documents, an Adobe PDF Reader is required.
The Adobe PDF Reader is included on all MASTERSPEC CD-ROMs and
available without cost from the Adobe Web site.
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Appendix A
Contact Information

Technical Support

The MASTERSPEC and MASTERWORKS User's Guides and MASTERWORKS
Online Help will answer questions about capability and use of the software. You may
also contact the ARCOM technical support and writing staff by mail, e-mail, telephone,
or fax.

Offices
ARCOM ARCOM
The Aspen Building King Street Station
332 East 500 South Street 225 Reinekers Lane
Salt Lake City, UT 84111-3309 Alexandria, VA 22314-2875
Telephone: (801) 521-9162 Telephone: (703) 684-9153

Software and Technical Support by Telephone, Fax, or E-mail

Telephone: (800) 424-5080
Fax: (801) 521-9163
E-mail: support@arcomnet.com

Specification Writer and Information Specialist by Telephone, Fax, or E-mail

Telephone: (800) 200-6652
Fax: (703) 684-9182
E-mail: support@arcomnet.com

Internet and Electronic Mail Addresses

ARCOM MASTERSPEC

Web Site : WWW.masterspec.com
www.arcomnet.com
E-Mail: arcom@arcomnet.com
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Appendix B
Word Processor Software Update
Information

Appendix B provides information and instruction to help you keep your
word processor software current and efficient.

Why Update?

Software updates, also called patches, are the primary way of fixing bugs
and problems with software. Installing these updates ensures that your
software will operate effectively, efficiently, and with the best possible
performance. MASTERWORKS is updated quarterly on the
MASTERSPEC CD.

How Do | Know if My Software Has Been Updated?

Most Windows programs maintain a number or other version reference in
a location known as the About Box.

In Microsoft Word, click Help in the Menu Bar and select About
Microsoft Word. The first line of text in the About Microsoft Word
dialog will contain the text, Microsoft Word, and additional text that will
indicate the Service Release version. Service Release is usually shortened
to SR followed by the service release number. Thus, if the first line of text
read "Microsoft Word 97 SR-3," you would know that you have Microsoft
Word 97 with the Service Release 3 patch.

In Corel WordPerfect, click Help in the Menu Bar and select About
WordPerfect. The About WordPerfect dialog will contain a version
number like "9.0.0.528". The version number can be checked against the
version numbers posted on the Corel Web site to see if a patch is available
for your version of WordPerfect.

The software patches provided by Corel and Microsoft come with
installation programs that check the version on your word processor before
changing any files, which protects you from accidentally "downgrading”
your word processor.
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Obtaining Updates

The Microsoft Web site has a special area for the Microsoft Office suite,
www.microsoft.com/office. This area contains links to updates, add-ons,
and other helpful and informative information.

Corel places updates on its Web site, www.corel.com. Patches for Corel
software products can be found in the technical support area.

Microsoft and Corel both provide telephone numbers on their Web sites.
You can call to receive updates if you do not have access to the Internet.
A fee will be charged for shipping and materials.
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Appendix C

Glossary of MASTERSPEC and
MASTERWORKS Terms

Appendix C provides definitions and explanations of MASTERSPEC and
MASTERWORKS features, commands, and terminology.

C

Construction Document

See Project Document.

Editor’s Notes

G

In MASTERSPEC, Editor’s Notes are special
paragraphs that contain notes or specific
instructions to the editor. The text of Editor’s
Notes is colored blue and styled as hidden text
so the display and printing of the Editor’s
Notes can be controlled.

Because Editor’s Notes contain valuable
information, hidden text should be turned on
while editing MASTERSPEC specifications.

In the past, Editor’s Notes were called
Comments. The style name for Editor’s
Notes, CMT, reflects the previous naming
convention.

GB (Gigabyte)

1024 Megabytes. A GB is a lot of storage
space, equivalent to about 1000 floppy disks.

Insert Notes (Notes)

In MASTERSPEC specification sections,
Notes are instructions to insert text. They are
surrounded by angle brackets (< >). A Note
will typically instruct the editor to replace the
Note with a specific value or text.
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KB (Kilobyte)

M

Space required to store about 1000 characters,
letters, or numbers. See MB (Megabyte) for
more information.

MB (Megabyte)

o

An MB is 1,048,576 (1024 x 1024) bytes. One
byte is the space necessary to store one
character, or eight "bits."

Office Masters

Optional Text (Options)

P

Specifications that are pre-edited and prepared
for repeated use. In the context of
MASTERSPEC, Office Masters are often
created from MASTERSPEC sections where
text may be added, changed, or removed to
customize the content, make the section more
narrow in scope, add specific client
requirements, or format the section to meet the
standards of the firm.

In MASTERSPEC sections, Options are
surrounded by square brackets ([]) and
represent text that may or may not be needed
for a specific project. Several Options are
often found in a group, with an editor’s note
directing the choice of one or more of the
Options given.

Project Document

Project Notes

A Project Document is the entire set of
specifications and other documents combined
into a single large document for use in
bidding, construction, review, or archival
purposes.

Project Notes are electronic notes comparable
to paper sticky notes placed in the
specification section. They are styled as
hidden text, like Editor’s Notes, but are
shaded light yellow.

Project Notes are intended as memos and
reminders to be used during the editing and
review of specification sections. Original
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MASTERSPEC sections do not contain the
Project Note style (PRN), MASTERWORKS
will add the Project Note style (PRN), when a
Project Note is added to a section.

Rich Text Format (RTF)

w

A generic method of storing formatted text.
Because of their small size and simplicity,
RTF files are used by MASTERWORKS to
store headers and footers. Word and
WordPerfect can open and convert RTF files
into their native word processor format.

Wizard

A wizard is a feature that asks questions and
uses your answers to automatically complete a
complex task. MASTERWORKS provides
wizards to help you format documents, create
new specification sections, and create project
folders.
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Appendix D
Frequently Asked Questions

Why won't MASTERWORKS allow me to select files from all division at
folders at the same time?

The MASTERWORKS Multi-file tool is capable of seeing only one
folder's contents at any given time. If the files are in separate division
folders, MASTERSPEC, can open only one at a time. When setting
up a project is it advantageous to store the specification files all
together in the same folder so that MASTERWORKS can make
changes to all of the files simultaneously. The MASTERSPEC
Installer facilitates this by giving you the option to install the
specification files with or without division folders.

Why doesn't the MASTERWORKS Edit Header/Footer tool show me the
existing header and footer in the documents I have selected? What if |
only want to change one part of an existing header or footer?

Because the selected documents' headers and footers may all be
potentially different, the Edit Header /Footer tool does not attempt to
display any headers or footers. The tool provides an empty box so that
you may type your headers and/or footers exactly as you'd like them to
appear. It is necessary to enter all of the new header or footer text and
codes even if you only need to make a small change.

What does the term "Retain Existing™ mean as seen in many
MASTERWORKS dialogs?

When a MASTERWORKS option is set to "Retain Existing"”, it means
that the tool will leave that particular attribute or text unchanged as it
processes each document. MASTERWORKS does not attempt to
display what settings are currently present in the selected documents
because they may potentially be different for each file.
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Appendix E
MASTERSPEC® Specification System

With MASTERWORKS ™ License
Agreement

This is a License Agreement, not a sales agreement. Issued by Architectural Computer
Services, Inc. (ARCOM) for The American Institute of Architects (AIA).

It is a legally binding Agreement between you and ARCOM. This license gives you the
right to use the MASTERSPEC Specification System for a one-year period, which may
be extended in one-year increments, up to four (4) years, by License renewal. By
signing this Agreement you are agreeing to the terms and conditions listed below. Your
order cannot be processed until we receive this signed Agreement and your full
payment.

Terms and Conditions: Throughout this License Agreement the word MASTERSPEC
refers to the AlA-copyrighted MASTERSPEC Specification System comprised of the
MASTERSPEC specification text and Supporting Documents in all formats, the ARCOM
MASTERWORKS software, the computer distribution CDs, the MASTERSPEC and
MASTERWORKS User's Guides, and periodic updates. MASTERSPEC is copyrighted
by the AIA and is exclusively published by ARCOM for the AIA. MASTERSPEC is a

registered trademark of the AIA. MASTERWORKS is a SPECWARE® software product
of and are copyrighted by ARCOM.

Governing Law. This Agreement will be governed in all respects by the laws of the
District of Columbia.

Who May Enter Into This License Agreement. This license is intended primarily for
individuals and organizations preparing construction project specifications for specific
construction projects and others specifically approved by ARCOM. Itis not intended for
building product and component manufacturers as a marketing, sales, or technical
support tool. For this purpose a PRODUCT MASTERSPEC License Agreement is
available through the ARCOM Consulting Services Group.

Your Right to Use MASTERSPEC: You are authorized to use MASTERSPEC
provided: (1) You maintain an active license for which no fees are more than two
months overdue. (2) You have not violated the terms and conditions of this License. (3)
ARCOM has not terminated this License pursuant to its terms.

ARCOM grants you a nonexclusive and nontransferable site license to use
MASTERSPEC solely and exclusively within your organization at one physical address,
or in the case of an Enterprise License, only at the physical addresses indicated on
Exhibit A. MASTERSPEC may be used only to produce office-edited versions (office
masters) for your organization and/or construction project specifications prepared by
your organization for use on your organization's specific construction projects.

Specification consultants may prepare project specifications for other firms but may

not prepare specifications for manufacturers, products, or prepare office masters for
non-Licensed Users.
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Building Product Manufacturers may use MASTERSPEC at the one physical address
indicated in the order form, or in the case of an Enterprise License, only at the physical
addresses indicated on Exhibit A, for internal technical reference or to produce project
specifications for their own construction. They may not use MASTERSPEC in sales,
consulting, or to produce and distribute product specifications based on MASTERSPEC
inside or outside of their organization without a PRODUCT MASTERSPEC License from
the ARCOM Consulting Services Group.

No Component of MASTERSPEC may be used to update a competing master
specification system.

You may network MASTERSPEC so it can be used on other computers or terminals
within your organization so long as all use is limited to the one physical address, or in
the case of an Enterprise License, only at the physical addresses indicated on Exhibit A
and each individual who uses MASTERSPEC is familiar with the terms of this
Agreement. A copy of this Agreement is included in the MASTERSPEC User's Guide.

You may make MASTERSPEC available to individuals who work for the organization at
the one physical address, or in the case of an Enterprise License, only at the physical
addresses indicated on Exhibit A, or who telecommute via a WAN, an Intranet, or other
secure electronic means, subject to other restrictions herein. No part of MASTERSPEC
may be placed on the Internet.

You may not (i) allow access to MASTERSPEC to anyone outside of your organization;
(i) decompile, reverse engineer, decrypt, disassemble, or otherwise reduce the software
in MASTERSPEC into hard-copy form; nor (iii) otherwise copy, distribute, rent, loan,
disseminate, publish, sell, or transfer any portion of MASTERSPEC except as permitted
in this Agreement.

You may reproduce and distribute outside of your organization a project specification
produced through use of MASTERSPEC provided that distribution of the specification is
solely and exclusively in connection with a single construction project for which the
specification was originally produced. ARCOM grants Licensed Users permission to
copyright as a derivative work a project specification prepared by your organization for
use on your organization's specific construction projects or for your clients if you are a
specification consultant.

You may not resell, publish, or otherwise distribute any such specification or any
portion of MASTERSPEC for any other purpose, such as, but not limited to, advertising
purposes, or general informational, or educational services without prior written
permission from ARCOM. The AIA and ARCOM retain all rights to MASTERSPEC not
specifically granted by this Agreement.

Reproduction, distribution or other use of MASTERSPEC without a current License
Agreement issued by ARCOM is a violation of U.S. and International copyright laws.

Disclaimer: Although the information presented in MASTERSPEC is set forth in good
faith and believed to be correct, the AIA and ARCOM make no representation or
warranty as to the completeness or accuracy thereof. Information is supplied on the
condition that you will make your own determination as to its suitability for your purposes
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before its use. In no event will the AIA or ARCOM be responsible for damages of any
kind resulting from the use or reliance on information or the materials, products,
manufacturers, systems, or applications to which information refers. Nothing contained
herein is to be construed as a recommendation to use any materials, product,
manufacturers, process, system, or application.

THE AIA AND ARCOM MAKE NO REPRESENTATION OR WARRANTY
HEREUNDER, EITHER EXPRESS OR IMPLIED, OF FITNESS FOR A PARTICULAR
PURPOSE WITH RESPECT TO INFORMATION OR THE MATERIALS, PRODUCTS,
SYSTEMS, OR APPLICATIONS TO WHICH THE INFORMATION REFERS. IN
ADDITION TO AND NOTWITHSTANDING THE ABOVE, IN NO EVENT SHALL THE
AlA, ARCOM, NOR ANY THIRD PARTY WHO HAS PARTICIPATED IN
DEVELOPING, MARKETING, OR DISTRIBUTING MASTERSPEC BE LIABLE FOR
ANY CONSEQUENTIAL OR SPECIAL DAMAGES OR FOR ANY LOSS OF PROFITS
INCURRED BY ANY PARTY INCONNECTION WITH OR ARISING OUT OF THE USE
OF MASTERSPEC.

You understand and agree that you must review and edit MASTERSPEC before
incorporating it into an office master or project specification. You also agree that if you
find errors or ambiguities in MASTERSPEC or software problems in MASTERSPEC you
will promptly notify ARCOM.

Updates: ARCOM will continue to develop new sections and update existing sections of
MASTERSPEC and to add features and improvements to MASTERWORKS. Your
license fee will cover technical support services, updates, and enhancements issued by
ARCOM during the term of this License.

Refund Policy: If you are not satisfied with MASTERSPEC you may cancel this
License within 30 days of receipt of MASTERSPEC by returning all components of
MASTERSPEC to ARCOM accompanied by a letter on your letterhead certifying that all
copies, project specifications, and office masters that have been made have been
destroyed and that MASTERSPEC is not being used in any form. The license fee, less
a 15 percent service charge, will be refunded. Refunds will not be provided for
cancellations made more than 30 days after receipt of MASTERSPEC. You may
exchange damaged or non-functional components of MASTERSPEC within 30 days of
receipt at no charge, except when damage has resulted from improper usage.

Termination: This License will automatically terminate at the end of one full year from
the time you receive MASTERSPEC unless you renew the License by paying an annual
renewal fee. ARCOM will automatically send you an annual invoice for the renewal fee.
If this License is terminated for any reason, you agree to discontinue using
MASTERSPEC, the MASTERWORKS software, and office masters derived from
MASTERSPEC. You further agree to return to ARCOM or destroy all components of
MASTERSPEC and to certify in writing that MASTERSPEC has been removed from
your continued access and use, including all copies and office-edited versions or
"masters" derived from MASTERSPEC, and that MASTERSPEC has not been made
available for use by any other party. Printed project specifications you create from
MASTERSPEC during the term of this license may be used after termination.
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Changes in Terms and Conditions: Following the term of this Agreement, ARCOM
reserves the right to revise future prices of MASTERSPEC at any time and following the
term of this Agreement, to change these terms and conditions on written notice to
Licensed Users.

060105WD
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