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Sl Learning Guide Series

About This Guide

he Sl Learning Guide Series is designed to

teach Specsintact users the concepts involved

in successfully completing projects by fully
utilizing all the tools provided in the Specsintact
system. Each guide addresses a particular aspect of
the system, and clearly outlines the major points a
reader should understand at the completion of each
chapter.

This QuickStart Guide provides a basic introduction
to many of the concepts that will be covered in more
depth in subsequent guides. It grew from a need to
help new users get a fundamental understanding of
Specsintact, but experienced users also find it helpful
as a refresher course. It's not intended to cover in-
depth every aspect of using Specsintact, but it is a
good place to begin. This guide does not cover the
installation process and assumes that you already
have both Specsintact and Master text loaded on
your computer system.

You are encouraged to use these guides in
conjunction with the other user tools we provide, like
the on-screen Help, QuickTours and our Web Site
resources, which are all conveniently accessible from
the Specsintact Explorer's Help menu.
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e want learning Specsintact to -
be as painless as possible, so
we’ve designed these guides to
give you enough

information to get you
going successfully without
overwhelming you with

every possible detail. ' Sally will help guide you through the process of

learning Specsintact. She’ll point out the pitfalls
Along the way, we’ll point as she prepares you to process your project!

out key information that

you should remember, and

call your attention to things that you
should avoid. At the beginning of each
chapter, we’ll outline what you need to
learn from it, and at the end, we’ll
summarize the concepts you should have
mastered.

Throughout the guide, we’ll call your attention to important issues
using the symbols at the left. Below is a brief explanation of
what they mean:

? .' e ‘Q‘ « Note — important point, so pay attention.
@« O . y |
4 J e Caution — the condition or action may cause problems

: i ‘_:-lg — proceed at your own risk.

‘ e Stop — means stop — don’t do it or you may regret it later!

2 Specsiniacr 8 ntroduction



At the beginning and end of each chapter,
Sally will outline the important points that
the chapter covers. Before moving on to
@ the next chapter, be sure you have an
understanding of those points, since the

In this chapter you'll subsequent chapters will build on that
learn: knowledge.

+ Point one.

+ Point two.

+ Point three. @ ‘
+ Point four. What you learned from this

+ Point five. chaptar:

+ What you learned about point one.
What you learned about point two.
What you learned about point three.
What you learned about point four.
What you learned about point five.

* & o o

VAVAVA NS VA VA NVAVE VA VAN

Instructions that should be followed Lists of important points are

in sequence are numbered. . bulleted.
Points to remember: :

e Something

e Another thing

e Yet another thing

1 Firstyou do this
2 Then you do this
3 Last, but not least, you do this

Text in bold indicates elements
you will find on your screen or
Specsintact terms:

File menu, OK button, Section

When you see the mouse symbol,
it means you can also right-click
to access the function.

Actions appear in italics:
click, select

Upport = robLeMS NcouNtered

Here’s where you'll find some real-life examples from our
Tech Support Desk. Learning from others’ mistakes is better than
making your own! The situations are real, the names are not.

Introduction B Spocsinfact 3
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What is Specg;'ﬁa?

system for processing standard Masters used in
facility construction and provides built-in quality
assurance reports and automated functions that lets

Qﬁ you adapt standardized facility construction specifications
@0

S pecsintact is an automated project management

| ' to fit your project,
~ Used worldwide by the National Aeronautics and Space

Administration (NASA), the U.S. Naval Facilities
Engineering Command (NAVFAC), and the U.S. Army

Corps of Engineers (USACE),

Specslintact makes it possible to

assure quality control for project

specifications from beginning to

end.

A Brief Sl History
1965 - Conceived by NASA
1986 - Adopted by NAVFAC

1988 - Adopted by USACE | The Specsintact I

system -- designed g How is Specsintact able
by NASA and managed at the Kennedy to check the accuracy of

Space Center -- is used by engineers, the various elements within
architects, specification writers, project the specifications?
managers and construction managers doing , ,
business with the three supported It uses a special tagging
government agencies. system similar to the one that
tells a web browser how to
Using Specsintact reduces the time and display a web page. This
expense required to produce facility tagging enables the system’s
specifications, and helps eliminate costly reports and other automated
construction changes due to omissions, features, reducing the time
discrepancies or improper quality controls. required to complete your

project. The quality assurance
reports verify the accuracy of
technical references,

) ) submittals, and other

So let's get going with Specsintact! requirements. Now, you might
be thinking that this tagging
sounds mighty important —
well it is! That's why in the
subsequent pages, you'll learn
how to get it right!

0 Specsinacr ntroduction




[€hapier |

Specslintact Basics

In this chapter you'll learn:

+ What makes Specsintact unique.

Some of the common terms used.

What type of files can be used.

The main components of Specsintact.

The steps involved in producing a completed Job.

* & o o

( ) ne of the first basics you should know about
If nOthSOffWIilmS Specsintact is that we refer to it as a system
fhen what:

rather than just software.

The reason we call it a system is that it's much more
than just a specification editing tool. It allows you
complete management of your projects — choosing
the specifications you need from standard guide
specifications known as Masters, editing those
specifications to fit your project, utilizing automated
processes and quality control reports, and finally,
producing your completed specifications in a choice of
three formats.

System yes,
word processor, no...

If you follow the editing
rules, use the quality Learning the language...
controls and automated =
features, you can produce
a final project that is
complete and accurate.

Chaper | = QuichStart Guide 5



Specslintact Terms

If you're new to Specsintact, you may find some
J (@) bs terms unfamiliar. Learning what they mean will help
t you understand how the system works and how to
ers communicate more effectively
Mas \GS Sub/)”]? regarding your project.

Me Some terms you’ll encounter are
9 @ unique to Specsintact, others are
,\-. industry-related and may already be

@, familiar to you, while still others are
@ computer-related. Since Specsintact
?) users come from a variety of

¢ backgrounds, we’ll define terms for
you as we go along.

)

S

-?7 You'll also discover that some
g common words have very specific
’ aa ’Q meaning in Specsintact. For example,
~ &X' while working in a word processmg

6’ UO':I.BQ\;\)Q“ document, you might say that you're having

trouble with a section, referring to a portion of
Worklng D t the document. But when working in Specsintact, a

|reC Ory Section is actually an entire document. To help you

avoid confusion, we’ll point out Specsintact terms by

capitalizing them and displaying them in bold when
we discuss them.

Learning how to “speak Specsintact”
makes it easier for you to fully utilize
all its features and keep the Section
structure correct. You'll learn more
about Section structure in Chapter 3.

"6 Spocshniact Chaprer |



Specsintact Files

The type of files you edit in Specsintact are
called Sections — when you see them on
your computer system, they have a file

Masters contain 49 Divisions
that group the Sections based on
their content. You can identify
which Division a Section belongs to
by looking at the first two numbers
in the Section Name. For example,
Section 21 12 00 Standpipe Sys-
tems comes from Division 21 Fire
Suppression.

extension of .sec. Although
they can be created from
scratch, most of the time you'll
be editing Section files that
you copy from a Master.

Master Sections are formatted
with the tagging (there’s that
word again!) necessary for
Specsintact’s automated
features to work, but you must

edit the content of each to fit
your particular project — usually referred to
' as a Job.
s |
There are two menu

items available from the
S| Explorer’'s Setup menu
that controls which
Masters and Jobs are
displayed in the left pane.
Use the Working
Directories command to
choose the Jobs you
want visible and the
Connect Masters to
choose which of the
Masters on your system
will be displayed. These
two commands can be
used at any time to

change the display.

You'll see two main types of folders
displayed in the Sl Explorer —
Jobs and Masters.

By clicking one of these folders in
the left pane, you can display all
the Section files it contains in the
right pane.

I&vailahle Project=s

At the start, Section files are the
only type your new project will
contain, but as you work, you will produce
other types, such as
Reports and output files.
The Section (.sec) files are
always the “editing” copy
from which the others are
produced.

The only file type that is
ever edited in Specslintact
is the Section (.sec) file.

fﬁ

Chapter |




Specsintact Files

When you process and print a Job, you produce
files with the .prn file extension (you'll learn more
about processing in Chapter 5). These files are
displayed in the left pane of the SI Explorer in the
Processed Files subfolder under the Job. Just
like the Job folder, clicking a subfolder displays its
contents in the right pane. If you need to

make further edits, you must always edit [Eziasepropes J
the Section (.sec) file, not the .prn file. |=&yobs
When you process your Sections again, 3ﬁ?'ﬂ g

[0 Processed Files

the new Processed Files will replace any 1 {8 POF Files

previous .prn or Report files. %E‘g;rd Files
-] TEMP
You can also produce processed files in |_ E_;]-m:rgmﬁ

two other popular formats: Microsoft Word + il MFSSUFGS

and Adobe Acrobat. Of course, these | = mures

require that you have the corresponding
software on your

) system for the output
Once I've processed and | feature to be available.

2

- printed my Job creating | These files cannot be edited
Word files, can | edit them in | j, Specsintact — they are
Word? only for producing a final

) copy of your specifications in
Well, yes, but if you do, they these formats. The files they
must be edited like any other produce are displayed in the
Word document without any of SI Explorer, each type in its

the Specsintact quality controls, | own subfolder under the Job.
and they cannot be returned to

Specsintact. If you ever have to
go back to that Job or Section in
Specsintact, any changes you
made through Word will be lost. So, what do you see when
It's best to make any changes in you open Specslintact?
Specsintact and then process
and print the Job again to
produce new Word files.

5 Specsinacr Chaprer |



Specslintact has two main components: R A=l

File Sections Process View Tools Setup Help
. =1 =
the SI Explorer and the SI Editor. il S| ) | | B @
valable Projects [Contents of Y108 - USED FOR QUICKSTART GUDE'
=y Jobs. | Title Date Modified ~
[ [i~os] SUMMARY OF WORK 4/19/08 149 pm T
=) iy Masters SUBMITTAL PROCEDURES 4119106 1:49 pm
* B WPOsUFGS SAFETY, HEALTH, AND EMERGENCY RESPONSE (HTRWY... 4/19/06 149 pm
* I UFGs SOURCES FOR REFERENCE PUBLICATIONS 4119106 1:48 pm
DEMOLITION 4/19i06 1:49 pm
EXCAVATION AND HANDLING OF CONTAMNATED MATE... 4/18/06 1:49 pm
TRANSPORTATION AND DISPOSAL OF HAZARDOUS MA...  4/19/06 1:43 pm
CONCRETE REHABILITATION 4/19/08 149 pm
S l explo rer CONCRETE REHABILITATION FOR CIVIL WORKS 4/19/06 1:43 pm
CONCRETE FOR CONCRETE CUTOFF WALLS 4119106 1:49 pm
NONBEARING MASONRY VENEER/STEEL STUD WALLS  4/19/06 1:48 pm
STRUCTURAL STEEL 4/19/06 1:48 pm
PER TIMBERWORK 4118106 1:48 pm
ROOF TLES 4119106 1:48 pm
STEEL SLDNG HANGAR DOORS 4/19/08 148 pm &
Through the Explorer yo WERTICAL LIFT FABRIC DOORS 4/19(06 1:43 pm
! 1202104 338 om b
a” the prOJeCt management’ Ilke pUttlng WYJOB. USED FOR QUICKSTART GUIDE 17 Files 61192006 | 1038 AM

together the specifications you need,
running the reports, and producing the final product. It provides a way to
visually manage the entire project — or multiple projects at the same time.

v
Two common features you'll find in Specsintact are drag-and-drop and
right-clicking. For example:

e Inthe Explorer, you can add Sections to your Job by dragging them from
either Windows Explorer, a Master or from another Job.

e You can access many common commands by right-clicking and choosing
them from the pop-up menu.
As you read this guide, this symbol will identify functions that can be
alternatively accessed from a right-click menu.

sk SIEditor - [d:\sidata\jobs\myjob\pulldata\07 19 00.sec]

7 File Edit View Insert Format Tools Window Help -8 x
EH S o - 4 BE( AR BEA BT QiY@
mf-PRT SPT TTL | THT LST \TH | ENG KET | REF RID RTL SUB | SRF USL | WTE TL TST £ B I U= ¥ R
p <SEC><MTA NAME=SUBFORMAT CONTENT=NEW/> -~ Sl Ed ltor

<SCN>SECTION 07 18 00</SCN>

<STL>WATER REPELLENTS</STL>
<DTE>04/0€</DTE>

<PRT =1><TTL>PART 1  GENERAL</TTL>

[T LTty ermeces/ T You make changes to your specifications in the
s S T R Sl Editor. Although it's much more than a word
i:::i dEilizi:;;Iz;y;iiiZ;CTUm MANUFACTURERS ASSOCIATION (AAMA)</ORG> processor, it does have many Of the Same
T—— cares (asas) wemmean of 2o zor meemsr mueenns | St@NCArd features with which you are probably

</REF><REF><ORG>AMERICAN ASSOCIATICN OF STATE HIGHWAY AND TRANSPORTATION OFFICIALS c}m - already famlllar But |n addltlon |t has

L3I

SEC TR ST ST remescn suem | specialized toolbars and features to help you
work more quickly, and accurately (especially using those all important tags we
mentioned earlier). The Editor is opened through the Sl Explorer.

Chapter | & QuickStart Guide 5 |




Specsintact Work Flow

So, just what is the work flow for a
Job from beginning to end? Below
Is a brief explanation of the basic
life cycle of a Specsintact Job.

—1

Start

| —= " Select

e — “|| Sections
Click the New e ‘ %lc?ruy\gl?rn t
Job button on B s : . Job using
the toolbar. Enter the information in the Add Sections dialog box.
Open the the New Job dialog box’s
S| Explorer General and Options
Tabs.
Use the SI
: | Explorer to open
As with most computer programs, there eaffh Sectionpin
are multiple ways to perform many of the the Editor.
common tasks. This illustration shows one —
path, outlining the steps involved in using
the Specsintact system to help you assure
a quality end product.
Through ==
the Editor, /=
.. make all
Finish your
changes =

to the Sections.

St | s | e G | o | et | 5 e | o e |
P Bt

[

—Bestany |

Use the
Process feature |
in the Explorer |-
= - frequently as
Use the you edit to

Use the Process and Print reports to locate and fix errors in - produce the
f_ur_mtlon to produce your the Sections through the Editor quality assurance
finished Job. (run the reports again until the reports.

corrections are made).

lo " Specsiact Chaprer |



Checlk-list

Before Starting a Job

our Tech Support staff to get you
started on the right foot.

Will the units of measure for this project be
English, Metric or Both? Should | print
the Sections for mark up with both? (See
the next box if only one is required.)

Will you want me to remove any Tailoring
Options that may exist? (These options
are tagged for easy removal when not
needed, and are usually specific to a
product, region or particular agency—learn
more about Tailoring in Chapter 4.)

Do you require that the editing changes |
make be shown as Revisions? (When
using Revisions, the changes are tagged
as added or deleted, but they are not
permanent until they are executed in the
Section.) This must be determined

before you begin editing. To learn more
about editing with Revisions, refer to
Editing Techniques for Revisions found
in Chapter 6.

1

2

Some very costly mistakes are rooted in a failure to communicate —
especially when starting a new project. If you'll be responsible for
starting a new Job and editing the specifications, you need to be able
the ask the right questions at the outset. This page contains a list of
suggestions and questions offered by

Make certain you are using the
most recent specifications.
Print the Master Table of
Contents with Scope to give to
your engineer for the project. It
can be found in the SI Explorer
with the Master Sections, and is
named SCOPE.

The engineer should give you a
list of Sections to print so that
he can mark up the edits that
you will be making through
Specsintact. At this point, you
need to ask the engineer some
guestions before you begin.

Now you can print the Sections. It's a good idea to print one at a time and print a
Submittal Register with each for the engineer’s review.

1 Select the Section in the SI Explorer’s right pane.
=1 2  Click the Print button on the toolbar and the Print Processing dialog

box will open. The recommended defaults are set for Masters, but if you

need to change the setting for Units of Measure, click the Options tab.

3 On the Reports tab, check Submittal Register.

4 You can change the printer destination at the bottom of the dialog box.

5 Click the Process & Print button at the top right of the box to send the selected
Section and its Submittal Register to the printer.

Chapter |
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“I've been given a Section in PDF that I'm supposed to
add to the Job I'm working on. Can | edit this PDF file in
Specsintact?”

— Betty in Baltimore

Sorry Betty, but once a Section is published in PDF (or Word)
you can't edit that output file in Specsintact. What you need
for your Job is the actual Section (.sec) file that was used to
produce the PDF.

S

What you learned from this chapter:

¢ Specsintact’s not just word processing software, but rather a
system that enables both editing and processing of
specifications, and includes automated features and quality
controls.

¢ Specsintact consists of two main components: the SI Explorer
and the Sl Editor. Through the Explorer, you accomplish all the
project management and processing, while the Editor allows you
to edit the content of the specifications.

+ The type of specification files that are edited are Section files
with a file extension of .sec.

+ Specsintact uses some specific terms that are important to learn
so that you can better understand how the software works, how
to maintain the proper structure for the Sections, and how to
communicate with tech support and others regarding your work.

+ The basic steps involved in bringing a project to completion are:
creating the Job through the Sl Explorer, editing the Sections in
the Sl Editor, using QA Reports, and finally processing and
printing the Job through the SI Explorer.

+ The output format for the completed Job can be in the form of ;‘H%H
the Processed files (.prn file extensions), Adobe PDF (.pdf), 'ﬁj@*_.
or Microsoft Word (.doc). These are output formats only and -
cannot be directly edited through Specsintact. PDF and Word
require the corresponding software to produce.

N
)

VANV VAVAN

12 Specsiieet Chaprer |



In this chapter you'll learn:
+ How to start a new Job.
+ How to add Sections to your Job from different sources.
+ How to create a new Section using a template.

he time has arrived for you to start
your first Job in Specsintact!

T

Specsintact

From the SI Explorer:

1 Click the green
folder on the
toolbar, or click the
File menu, then
New | Job.

2 The Create New
Job dialog box will
open.

FEile Sections

Process View Tools

Setup Help

Create New Job

General I Sp-eciﬂersl Dptinns! Cnmmenml

(Job Name: “)Date Created: 806 251 pm
G| )
Contract: | Location: |
Specifier: | ~| souree:|

Path: Id:'\sid ata

;i wiorking Directories i

Chapter 2

Primary Master Submittal Register Format
M ame: !UFGS ;l [¥ Urified Subrmittal Desc niption
Conrect Masters I & UFGS 7 Amy  NASA 7 Nawy |

The fields that are circled are those that you are
required to complete to set up your Job.




[Required Fields

Rules & Restrictions

In addition to the General screen, the New Job dialog box has three other tabbed screens
— Specifiers, Options and Comments.

The o ot ions tab Create New Job [z|
contains the settings General | Specifiers | Options | Comments |

that control Units of

Measure, Revisions, Job Options

the CSI MasterFormat ~ Urits of Measure

Version and the @ Englizh ¢ Metric  Hoth

Automatic Paragraph
Numbering for your
Job. The default for a
new Job is set for

Eng“Sh, Revisions @I MasterFormat VersioD/\>

turned on, CSl ™ MasterFarmat 1995 * MasterFarmat 2010
MasterFormat 2010
and with the Automatic

Paragraph Numbering
set as Numeric.

v Usze this =etting when printing thiz Job

v Usze Revizions

Automatic Paragraph Humbering [for Sections that use it]

i Alphanumeric

Numeric

PART 1 GENERAL Alphanumeric

1.1 ARTICLE PART 1 GENERAL
1.1.1 Paragraph 1.01 ARTICLE
1.1.1.1 Subparagraph A. Paragraph
¢ === 1. Subparagraph Level 1

a. Subparagraph Level 2
The Specifiers and Comments

Tabs do not contain any required 1) Subparagraph Level 3
fields, but they provide areas you
can use to track additional a) Subparagraph Level 4

information about your Job.

All these screens can be accessed
at any time by clicking the File
menu and choosing Properties.

i Specsiieer Chaptar 2



Required Fields 7 j}i\-:i

Rules & Restrictions

e Job Name — identifies your Job in both the SI Explorer
and Windows Explorer, and is printed in the top right corner
of each page of your Job.

Rules: The Job Name can’t contain any symbols or
spaces, and it can’t be longer than sixteen characters. It
automatically appears in UPPERCASE letters. The name
can contain numbers.

e Job Title — prints in the upper left corner of each page in
your Job. Although it is not visible in the SI Explorer, you
can display it by placing your mouse pointer over the Job
Name in the left pane.

Rules: The Job Title can’t contain more than 64
characters. It can contain numbers, symbols, spaces, and
both upper and lower case letters.

e Source — Isn’t used as often today, but remains in order
to support backward compatibility. The Source indicates
the original source of the specifications used in your Job,
which can be described in any format. Typical sources
used were a CCB Disc # or web download. This gives you
a way to keep track of where your Sections originated.
Rules: This information is only required if the
corresponding option is checked on the Setup menu |
Options | General tab.

e Primary Master — displays the Primary Master chosen
during installation. A different Primary can be chosen for
the Job from among your currently connected Masters,
which are listed in the pull-down menu. You can also
connect additional Masters, or change your default Primary
Master, by clicking the Connect Masters button just below
the box.

e Submittal Register Format — uses the Primary Master
you've selected to set the proper Submittal Register
Format for your Job. If you want to use an old Submittal
Format for one of the agencies, you must uncheck the box.
If you want to change these designations later, you can do

Chapter 2 “QuickStart Guide 15 |



Adding Sections to Your Job

The Add Sections box is made (/" :
up of two panes.

Add Sections to Job

From... - T
Mazters ] Jub@.1 Templatﬁsi Eruws&Q

Find more Mazsters. ..

Choose Master(s] from list

Name | Titie
MFSSUFGS Unified Facilties Guide Specifications
Unified Facilities Guide Specifications

The left Add From pane provides
four tabbed screens that you use to
choose Sections you want to add to
your Job from various sources.

Contents of Job: SCRNSHOT -

action | Source | Section | Titke

| Select Al Bheos

Add ... UFGS 01 3300 SUBMIMTAL PROCED
Add ... UFGS 01 42 00 SOURCES FOR REFE
The right Contents pane
shows the Sections that you
have selected to be added.
< >
F, 1 Cancel Help

9 Why do | see two Sections

- already listed in the right pane
when | haven’t added any to my Job
yet?

These two Sections -- 01 33 00
Submittal Procedures and 01 42 00
Sources for Reference Publications
-- are automatically added to every
new Job because they are necessary
for processing the Submittals and
References.

w If you don’t see the 01 33 00
Submittal Procedures and 01
42 00 Sources for Reference Pub-
lications Sections, then you
probably are not using a complete
Unified Facilities Guide Specifica-
tions (UFGS) Master. You should
have these two Sections in your Job,
so hit the Cancel button. Then
download the full UFGS Master from
the web.

Chapter 2




Using the Add Sections Box

[ b
| 0D il o Select the Sections you want to add to your Job
W =AY » Add the selected Sections to the right Contents pane

Aad Sections to Job

When either the Masters or Jobs tab is selected in the left
Add From pane, the buttons at the bottom will help you:
= » Display Masters, Divisions and Sections

Add From... -

Mastersi Jntnsi Templatf:s1 E’Irl:l-wsei

Choose Section(z] from lizt

Contentz of Job: SCRNSHOT -

Project | Section | | Tite A
UFes 330513 ELECTRICAL
UFes 330516 CONCRETEP -
UFes 33052319 (=) TRENCHLESS—
uFes 33 11 00 WATER DISTI

B,
An asterisk next to a
Section indicates that it has
already been added to the
Contents pane at right.

£ | | X

£

Action | Source | Section | Title
Add .. UFGS 013300  SUBMITTAL PROCED
Add .. UFGS 014200 SOURCES FOR REFE
Add .. UFGS 024100  DEMOLITION
Add .. UFGS 030132  CONCRETE REHABIL
Add ... UFGS 220000 PLUMBING, GENERAI
Add .. UFGS 321323  SEWAGE BAR SCRE
e —

Undo Add Section

Cancel

|

Right-click a Section and
click Undo Add Section if

you want to remove it from
the Contents pane so that it
won’t be added to the Job.

* Section iz in Project

Select All

C« Divizions l
|

Add Sectionsz >h
= |

LOE) l Cancel Help

As an alternative to using the buttons, you
can double-click a Master, Job, or Division in
the left Add From pane to display the contents.
Double-clicking a Section adds it to the right
Contents pane.

When you've finished
selecting  Sections,
clicking the OK button
will add them to your
Job, close this box,
and return you to the
S| Explorer.

Chapter 2




Adding Sections Using the Masters or Jobs Tabs

To choose Sections using either the Masters or
Jobs tab, in the left pane:

w,
You can select multiple

Sections by either holding
the Shift key (to select
Sections listed consecutively)
or the Ctrl key (for multiple
non-consecutive Sections) as
you click your selections in the
Add Sections box. You can
also use the Select All button
to add every Section visible in
the left pane.

1 Click the Master or Job from which you want to
copy Sections, then click the Divisions button,
-- or double-click the Master or Job.

2 Click the Division from which you want to copy
Sections, then click the Sections button,
-- or double-click the Division.

3 To copy an individual Section, click the Section,
then click the Add Sections button,
-- or double-click the Section.

A Word About the Unified Facilities Guide Specifications (UFGS) Master

UFGS Sections can be used in either Army, Navy or NASA projects. Fully unified Sections
in MasterFormat™ 1995 have a five digit Section name, while Army-specific Section names
are followed with an A, Navy with N and NASA with an S. Fully unified Sections in
MasterFormat™ 2010 can be from three to four level Section names, while Army-specific
Section names are followed with a 10, Navy with 20, Air Force with 30, and NASA with a
40 as the fifth level.

| Templatesl Elru:uwsel

The other two tabs in the left Add From pane allow
you to either create a completely new Section from
a Template, or Browse to choose Sections from
your drives and network (.sec documents only).

5 Specsiniact Chaptar 2



Using Templates

Creating New Sections and Local Masters

If you need to create a new Section, you can copy one of the Templates provided. These templates
are formatted outlines to be used as a guide so that the Section you create will have the proper
structure. Basic Templates distributed with Specsintact are:

These Templates
Template Description give you the proper
UFGSBasic Unified Facilities Guide Specifications MasterFormat™ | Structure,  but  while

2010 Template for Masters or Jobs. This template
contains minimal bracketed options.

UFGSBasic_Auto

Unified Facilities Guide Specifications MasterFormat™
2010 Template for Masters and Jobs. This template
contains minimal bracketed options and can be used
with Automatically Numbered (Numeric and
Alphanumeric) Jobs or Masters.

UFGSBracketed

Unified Facilities Guide Specifications MasterFormat™
2010 Template for Masters and Jobs. This template
contains numerous bracketed options.

UFGSBracketed_Auto

Unified Facilities Guide Specifications MasterFormat™
2010 Template for Masters and Jobs. This template
contains numerous bracketed options and can be used
with Automatically Numbered (Numeric and
Alphanumeric) Jobs or Masters.

entering your text, you
must insert the proper
tags (there’'s that word
again!) in the correct
locations. You'll learn
more about tagging in
Chapter 3. Be sure to
either overwrite or delete
the sample text that
explains the content you
should enter, which acts
as a place holder.

UFGSMSTR95

Unified Facilities Guide Specifications MasterFormat™
1995 Template for Masters or Jobs.

UFGSMSTR95_Auto

Unified Facilities Guide Specifications MasterFormat™
1995 Template for Masters that can be used with
Automatically Numbered (Numeric or Alphanumeric)
Masters or Jobs.

SUPP

Used by the software to create the Supplemental
Reference File.

|/

If you've had past versions of Specsintact loaded on your computer, older versions

of Section templates were not deleted from your system when you installed a newer
version of Specsintact. In that case, you may also see the following previous versions
listed: ARMYOLD, ARMYSECT, NASAOLD, NAVYOLD, NAVYSECT and UFGSMstr.
These can be removed by using the SI Explorer's Tools menu | Section Templates
dialog box. Select the ones you want to delete from the left side of the box and then click
the Delete button.
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Using Templates

Creating New Sections and Local Masters

A good way to manage any new Sections that you need to create is to maintain them in a Local
Master. This is a Master that you create to hold any Sections that you may want to use again in
other Jobs. After you have created your Local Master and edited your specialized Sections, you
can add them to any Job in the same way that you add Sections from any other Master.

Creating a Local Master is similar to creating a Job.

1 Click the New Master button on the SI Explorer |
toolbar, or from the File menu, choose New | Master.

2 The Create New Master dialog box has two tabs to allow you to
define pertinent information about the Master that you are
creating. It's advisable to name a Local Master something that
is easily recognizable to you, since it will be listed in the Sl
Explorer with your other Masters.

3 Click the OK button.

You can add Sections to Local Masters in the same way that you
add them to a Job, or create your own new Sections by clicking the
Templates tab.
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Adding Templates Using the Add Sections Box

1

4

—

With the Templates tab selected:

Click the agency Template that you want to
copy.

New Jobs default to CSI MasterFormat
2010, Select Three Levels, Four Levels or
Five Levels from the drop-down box.

Enter a new MasterFormat™ 2010 Section
Number in the pre-formatted text box (see
Caution below about assigning a correct
number to a new Section).

Click the Add Template button.

@ When a new Section is created, it

Add From...

C51 MazterFarmat:

Masters | Jobs Templatesl Elrl:lwse]

Enter Hew Section Hurmber: @ If

JUFGSEasic_Auto
UFG5SBracketed

)

UFGSmstras
UFGSmztrda_Auto

<

1995 2010 |Fourlevel |
Three Levelz
2
Five Levels
M arme | Title
supp
IJFGSE azic [SECTIOM TITLE - b1k LIk

[SECTION TITLE - Me<IMLIb
[SECTIOM TITLE - tA2<IbALIRA

UFGSBracketed_auta [SECTION TITLE - MaxIMUM

LFGS SECTION TITLE - M&x]
LFGS SECTIOMN TITLE - Max]

| >

is

[

@ Add Template »

important that your
engineer assign a correct number to it. The CSI MasterFormat 2010

Edition should be used as a reference when determining an appropriate
number. This information is available online at:

You cannot duplicate an existing Section Title or Section Number.

http://www.csinet.org/masterformat

Revisions should not be enabled when using a Template to create a
new Section. Make sure they are off, not just hidden on screen.

' Adding a Template to your Job in order to create a
new Section should not be confused with the Section

Templates command found on the Explorer’s Tools
menu. That function permits you to actually alter your
original Templates or create new ones.
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Adding Sections Using the Browse Tab

This tab allows you to search your system’s drives and network for Sections
you want to add. They can be located anywhere, but they must be the .sec
file type and have the standard MasterFormat™ 1995 or MasterFormat™
2010 Section names. For example, you cannot add a Word document (.doc)
using this feature. You also could not add a Section that had been renamed
with additional digits/characters, like “01 33 00 Rev 1" or the word “Section”
in the file name (example: “Section 01 33 00”). No other file types will be
visible using this Browse feature.

With the Browse tab selected:
1 Select the Drive you want to search from the pull-down list.

2 Inthe Directories box, locate the folder containing the file you want by
double-clicking the folders to display their contents.

3 Inthe Sections box, click the Section you want to copy.

4 Click the Add Sections button
-- or double-click the Section.

If you choose a Section that is already part of the Job, you will be asked if
you want to overwrite it. If you do, the Section that exists in your Job will be
replaced by the one you selected in the Browse process.

Upport ropLems NCOuUNtered

“I received a Section by email, and | saved it in a
temporary folder. How do | get this Section into the
Job I'm working on?”

— Polly in Peoria

The correct way to add a Section to your Job is through the
Sl Explorer's Add Sections function. After you have saved
a Section on your system, use the Add Sections box’s
Browse tab to locate the Section and add it to your Job.
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Adding More Sections to Your Job

J You can always return to the Add Sections box at any time

to add more Sections to your Job. Just click the button on -]

the SI Explorer’s toolbar, or from the File menu, click Add
Sections.

Specsintact - UFGS
Another quick and easy Eile Sections Process WView Tools Setup Help

way to add more Sections to l- [.:‘E:,_l ‘ B Z" E@
3 Job I? to use _the dl’: ag & e Projects ~— [Contents of 'UFGS - Unified Facilties Guide
rop feature in the Sl = T Jobs T (e~
Explorer. - = [0 9800931 [ [®Eooo011s LIST OF D—
- =il 93K912T4 Boo2213 SUPPLEMI
1 In the left pane, click the | =§EEE1; Fiooz110 METRIC M
Job you want to copy | = Bm sskoiras £.]00 41 00 ——
; N disol it & @ sskoi7e7 B 006235 RECYCLE
rom o . Isplay _I S [ saK01808 Esl0073 01 SPECIAL
contents in the right § ) 9aK01909 00 73 02 SPECIAL (
pane. + [ sako1ses & 00 7303 SPECIAL ¢
2 From the right pane, 2 B ooichatss 18 S —
select the Sections you | [ 3 B 0111 10.00 40 sinsisar)
want to copy and drag | |w Bammecos: R V/ORK RE
them to the Job folder | E’ = Ei’;;gﬁm 3 A PRICE ANI
. = COST ANI
you want to copy to in the  f| - g, wasters A by
left pane. i+ il APKSC 3 ADMINIST
B+l MFSSCCAR R PROJECT
4 I urssears B TS
- - ;‘:;Zi':';;i B5 0132 01.00 10 PROJECT
E’rj = NAerar E 01 32 16.00 20 [DESIGN £
. Ba sos || B 0132 17.00 20 [DESIGN-E .
- o BESint 22 nn SHRMTTA S
‘g- i vrcs ol < |
UFES | Unified Facilities Guide Specifications e 2

What you learned from this chapter:

+ How to use the Create New Job box to enter the required
information to set up a new Job.

+ How to use the Add Sections box to choose Sections for
your Job from Masters or other Jobs.

+ How to add a Section Template in order to create a new
Section.

+ How to Browse your system drives and network to locate
other Section files you want to add to your Job.
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napter 3

Section Structure {"I'ags

In this chapter you'll learn:

¢ The correct format for a Section.
+ Proper tagging methods.

l n order for Specsintact's automated

features to make your work easier Some of the biggest
and your completed project accurate, and most time-costly
you need to understand and follow some mistakes made by new
important formatting guidelines. users of Specsintact

come from ignoring the

Each Section begins with a line that contains the Section  girycture and tagging
<SEC> tag followed by one or more meta <MTA> tags (this requirements. If  you
line is not visible when tags are hidden, nor printed). It is  |aar these, your editing
followed by the Section Number <SCN>, Section Title i35ks will be much
<STL> and Date <DTE>, each on a separate line as gggjer!

illustrated below. The teal triangle indicates a Note that is

hidden. When displayed, this Note at the beginning of the
Section contains a banner that defines the origin of that
Section (more on Notes in Chapter 4).

'CSEC><HTA NAME=SUBFORMAT CCNIENI=NEW/><MTA NAME=AUTCONUMBER CONTENT=TRUE/>

<SCW>SECTICN 01 57 19.02«</SCH>

<STL>TEMPORARY ENVIRCWNMENTAL CONTROLS (GIMO)</STL>
<DTE>01/08</DTE>

Character Limits

Section Title
120 Characters

Section Number
14 Characters

Date
5 Characters

Chapter 3

Following the Section header information,
the body of the Section is broken down
into three PARTS that conform to the
Construction Specifications Institute's
(CSI) standard three-part format.




Parts & Subparts

Articles, Paragraphs and Subparagraphs

Think of Section structure like a numbered
outline. Each Section has three major top-
levels called PARTS.

PARTS are not automatically renumbered
since they are considered inseparable or one

An exception: Division 00 and
Division 01 do not require the standard
three PARTS, but if the Table of Contents
and Renumbering functions are to be

in the same, PART 1 GENERAL, PART 2 used, the PART and Subpart tags in
PRODUCTS and PART 3 EXECUTION will PART 1 must be inserted.
appear within the <TTL> Tags.
Each PART contains a specific type of
information: - - -
PART 1 covers specific administrative
<PRT =1><TTL>PLRT 1  GENERLL</TTL> and procedural requirements unique to
©  the Section.
-
PART 2 describes the quality of PART Titles
<PRT =2><TTL>PART 2  PRODUGCTS</TTL> It€eMS required for the Job. are always in
UPPERCASE
LETTERS.
PART 3 details preparatory
actions and explains how the
<PRT =3»><TTL>PART 3  EXECUTICN</TTL>

products outlined in PART 2 are to be
used in the Job.

Each of a Section’s three PARTS is

further divided into three Subpart levels (but

no more than three!). The Subpart numbers are automatically generated by
Specsintact and placed inside the beginning Subpart tag as well as on the outside
of the Subpart tag. Since the numbers are automatically generated, neither of the

numbers can be edited.

The first Subpart level under a PART is known as an

Article. An Article’s number is made up of the PART

\'/
Automatic Paragraph

Numbering generates
the Article number.

number (either 1, 2 or 3) followed by a period and the two-
digit Article number.
UPPERCASE and surrounded by Title tags <TTL>.

In addition, the title must be

Here's what an Article under PART 1 would look like:

@PT =1.01>1. GD <TTL>REFERENCES</TTL>

Chapter 3



Parts & Subparts

|
Articles, Paragraphs and Subparagraphs Character Limits
The second and third level Subparts follow the same numbering Article
outline — adding an Uppercase Alpha character for each level, 71 Characters
with their titles surrounded by Title tags <TTL> — but they
appear in Title Case Letters instead of UPPERCASE. Paragraph

_ 68 Characters
A second level Subpart is called a Paragraph. An example of a

Paragraph under Part 2 would look like this: Subparagraph
60 Characters

<5PT =1.05 A.>4. <TTL>Properties of SECtiDn.s{,-"TTL::) ‘

A third level Subpart is called a Subparagraph. An example of a
Subparagraph under Part 3 would look like this:

GSPT =2.03 E.l.::l.) <TTL>Cellular Metal Floor Deck Units</TTL>

|
! The Alphanumeric structure is as follows:
1.01 Article
A. Paragraph
1. Subparagraph 1
a. Subparagraph 2
1) Subparagraph 3
a) Subparagraph 4

Any subparts below Subparagraph 4 will produce Validation Errors when the Section
is saved since we do not support Subparts below the sixth level. To learn more about
Validation Errors, refer to Chapter 6.

By now, you may be wondering about those funny looking little angle brackets < > with
the letters in between. User, meet the Tags! As we mentioned earlier, without the
tagging, Specsintact can't do its job. Everything, E-V-E-R-Y-T-H-I-N-G in Specslntact
is tagged. The Editor gives you a special row of buttons for inserting the =
tags — they are not typed manually. Without proper tagging, the built-in
quality assurance reports and Job processing cannot work properly.

In the next few pages, we’ll give you some foundational information to help
you understand and use tags correctly. The illustration on the next page
shows the structure of a Part with tags and numbering.
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Secction Structure

Parts, Subparts and Tags

—<PRT =1>PART 1 GENERAL
—<SPT=1.01>1.01 (ARTICLE)

— <SPT=1.01A>A. (Paragraph)
— <SPT=1.01A1>1. (Subparagraph Level 1)
— <SPT=101A1a>a. (Subparagraph Level 2)
<SPT =1.01 A.1.8.1)>1) (Subparagraph Level 3)
L <SPT = 1.01 A.1.a.1)a)>a) (Subparagraph Level 4)
</SPT=1.01 Al.a.1)a)> (End of Level 4)
</SPT=101A1a1)> (End of Level 3)
— </SPT=101Al1a> (End of Level 2)
— </SPT=1.01A1> (End of Level 1)

— </SPT=1.01 A> (End of Paragraph)

- </SPT=1.01> (END OF ARTICLE)

—<SPT=1.02> 1.02 (ARTICLE)

T =SPT=1.02 A=A, (Paragraph)

[ <SPT=102 A1>1. (Subparagraph Level 1)
</SPT=1.02A1> (End of Level 1)

[ <SPT=102A2>2 (Subparagraph Level 1)
</BPT=102A2> (End of Level 1)

[ <SPT=102 A3>3. (Subparagraph Level 1)
</SPT=102A3> (End of Level 1)

C <SPT=102 Ad >4, (Subparagraph Level 1)
</SPT=102A4> (End of Level 1)

— </SPT=102A> (End of Paragraph)

L </SPT=102> (END OF ARTICLE)

—</PRT=1> (END PART 1)

_~— |
—_ Notice that Parts have their own tag — <PRT> — but Articles, Paragraphs and
Subparagraphs all share the same Subpart tag — <SPT>. The way you can tell what
level a Subpart tag represents is by looking at the level number contained inside the tag,
such as <SPT =1.01 A.l.a.>. This would represent PART 1, Article 1, Paragraph 1,
Subparagraph Level 1 and Subparagraph Level 2.
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Tags

The Keys to Specsintact

You can't successfully use Specsintact without
understanding and using the tags correctly — so don’t even
try! In the long run, taking time now to learn about tagging
will pay off in the long run.
|
The tagging system used in Specsintact is similar to its ig It is possible to view a Section
better-known ~ relative, HTML (Hypertext Markup  On YOUr screen without viewing
Language) that makes web pages display correctly in h€ tags, but when editing, you
your web browser. In much the same way, Specsintact Should always have the tags

uses tagging to distinguish between all the different visiple to avoid big problems.
elements in a Section. We'll discuss this more in

Chapter 5.

On the next page, we've listed some basic tagging rules
that you should keep in mind. But before we get into those,
below is the basic anatomy of a tag.

Most tags come in pairs — the beginning and ending tags
encompass the information that they define.
Notice that the end tag is distinguished by a forwardslash

/

within the tag.

<TAG=Information to be tagged</TAG=>

1 I ——
While the tags most immediately surrounding information identify it, that information is
also contained within other higher level tags that have a relationship to it as well.

Think of it like a family tree: Mary is tagged as <wife> inside the <marriage> tags, but she
is also tagged with <mom> tags, too. Outside of the marriage tags, in her extended
family, she carries other tags like <daughter>, <sister>, <grand-daughter> and so on. So
it is with tagged elements in your specifications: a measurement, for instance, may also
be within tags for text, Subparagraph, Paragraph, Article, Part, and ultimately, Section.

With tagging relationships in focus, your editing will go more smoothly!
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Tags Rules

Some Basics

™ Tags are not typed, they

Every set of tags either are inserted using either
completely encompasses another the corresponding bUttOf_I on
set, or the set is completely the tags bar of the SI Editor,
contained within another set of or by using the Insert menu

tags. For example: and choosing the tag you
want from the drop-down

box. Inserting tags using
these methods insures that
<T§T><TXT>text text text</TXT><FT> they are placed correctly and

* *TXT tags inside

that both beginning and

TST tags outside )
ending tags are used.

OR
¢ *TST tags inside

<TXT><TST>text text text</TST></TXT>

TXT tags outside

BUT NOT

<TST><T§<T>text text text</TST><*T XT>

TST and TXT tags are never interlinked

o All content in a Section must be tagged.

o Every Section must begin with a <SEC> tag and end with a
</SEC> tag.

e« The <SEC> tag is followed by a meta tag line:
<MTA NAME=SUBFORMAT CONTENT=NEW/> and
<MTA NAME=AUTONUMBER CONTENT=TRUE/>

o All three Parts must begin with a <PRT =#> tag and end
with a </PRT =#> tag.

o Every Article must begin with a <SPT =#.##> tag and end
with a </SPT =#.##> tag.

o Every Paragraph must begin with a <SPT =#.## #> tag and
end with a </SPT =#.## #> tag.

o Every Subparagraph 1 must begin with a <SPT =#.## #.#>
tag and end with a </SPT =#.## #.#> tag.
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Tags Rules

More Basics

Typical Part, Subpart and Title tag lines look like this:

Notice PART 1 precedes the title since
<PRT =1><TTL>PART 1 GENERAL</TTL> « they are inseparable.

<SPT =1.01>1.01 <TTL>REFERENCES</TTL>

The end tag for an Article
appears when the numbering
goes to the next Article number
in sequence. This is also true

for Paragraphs and
</SPT=1.01 A></SPT =1.01><SPT =1.02>1.02 <TTL>SUBMITTALS</TTL> « Subparagraphs.

<SPT =1.01 A>A. <TTL>General Requirements</TTL>

</SPT =1.02></PRT =1><PRT =2><TTL>PART 2 PRODUCTS</TTL> « The end tag for a Part
appears just prior to the

beginning tag for the next Part,
and on the same line. Do not

<SPT =2.01>2.01 <TTL>ALUMINUM ALLOY PRODUCTS</TTL> add extra lines between them.

<SPT =2.01 A>A. <TTL>Aluminum Finishes</TTL>

<SPT =2.01 A.1.>1. <TTL>Anodic Coating</TTL>

</SPT =2.01 A.1.></SPT =2.01 A></SPT =2.01></PRT =2><PRT =3><TTL>PART 3 EXECUTION</TTL>

Subparagraphs must appear on the same
line before the end tag for the Part and the
beginning tag for the next Part.

f All end tags for Articles, Paragraphs, and
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http:2.01>2.01
http:1.02>1.02
http:1.01>1.01

Tags

Definitions

/é;f:_\% The tags used in Specsintact are listed below in

| Eﬂﬁﬂ ‘. alphabetical order, followed by a brief description of

U_ = (¥ each. Some, including their content, are color coded
o on screen for easier recognition. These colors can
,“ be toggled on or off using the Editor's View menu.

Additions (Revisions) - Green
Asterisk

Section Attachment
Deletions (Revisions) - Red
Change Notice

Document File

Section Date

End of Section

English - Dark Blue

End of Document

Header

Underline

Italic

Bold

Center

Screen Highlight - Orange
Include

Item

List

Metric - Dark Red

Unified Submittal Format and
Alternate Paragraph Numbering
Need Lines

Note Paragraph

Note

Organization Address
Organization

Other File

Page Break
Preparing Activity
Part

Reference

Reference Title
Submittal

Subscript

Section Number
Section Scope

Section

Superscript

Subpart

Section Reference - Violet
Section Title

Submittal Key - Blue
Formatted Table
Tailoring Option - Teal
Table

Table Header

Table of Contents

Test Requirements
Title

Text

Hyperlink - Dark Yellow
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Tags

Entity & Tailoring Tags

Just like every family has some unique individuals, the
Specsintact tagging family has some as well.

Tags that carry certain
attributes and perform
functions are known
collectively as Entity tags.
Their functions vary widely,
and they are included in
the chart on the previous
page, but here are a few
examples:

When inserting a Note, instead of typing a line of
asterisks, you insert the <&AST> tag to represent
a line of asterisks. When you display the Notes
and tags on your screen, you will see the <&AST>
tag instead of the asterisk line. When you display
Notes without tags visible, you will see a line of
asterisks at the top and bottom of the Note. So in
this case, the tag isn’t surrounding content, it is
actually inserting content — the line of asterisks.

Other Entity tags are:

e <MTA/>is a dual purpose tag that designates
that a Section contains the Unified Submittal
Format and/or uses Automatic Paragraph

Numbering.

o <END/> represents the —END OF SECTION—
Tailoring Options line.

e <EOD/> used only for the Division 00
Designated by the <TAI> tag, documents to represent End of Document.
Tailoring Options can be a bit| * <INC/>was once used only in Masters
Confusing’ but they’re great (prlmarlly by Navy) to include their standard
time savers. They are used by cover in every Section. Although no longer
the writers of the Master used, the tag remains due to backward
specifications to set aside compatibility.
information that you can
remove completely from the Sections if it doesn’t apply to [
the project on which you are working. By placing it within When using Tailoring
<TAI> tags, they’'ve made it easy for you to remove this Options in order to
information without manually editing it out of each Section pre-edit the Section in
in the entire Job. For this reason, tailoring is often both the SI Explorer and
referred to as pre-editing tool. By using the built-in the SI Editor and you are
features of Specsintact, it is possible to remove the using Revisions the
contents of <TAI> tags from individual Sections, or from Tailoring Options that are
an entire Job, without ever opening the Sections in the being removed will _not
Editor. When creating a new Job or Master the Tailoring be redlined.

Options Dialog box will appear so you can choose the
Tailoring Options you wish to be removed. Additionally,
the SI Editor's Tailoring Dialog box will appear when
opening Sections that contain Tailoring Options. You'll
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Tags

01 42 00 Sources for Reference

References Publications Section - contains
the following tagged information
for all the References found in the
Master text:

Specsintact helps automate « Reference <REF> tags surround the
the use of References in your Job. This great information and other tags for each
time saver is controlled by the use of a family of reference publication listed.

tags that identify the Reference-related elements, « Organization <ORG> tags enclose
a I|St|ng of References within each Section, and a the name of the Sponsoring

Section listing all referenced publications. Your organization.

goal at the end is to have these lists reflect only « Organization Address <OAD> tags
the References actually used within your Job — a surround the address, phone, fax,
task Specsintact will accomplish for you during email and Internet information for
processing through Reconciliation — as long as each sponsoring organization.

the information is inserted and tagged properly.

We'll cover more on adding
References in Chapter 4, and

describe how the Processing The content of the References cited in the Sections
function works in Chapter 5, but for is considered part of the specifications. The 01 42 00
now, here are a few basics: Section supplies contractors with information they need

to order the necessary referenced publications.

In Chapter 2, we mentioned the two
Sections that are automatically
added to every Job because they
are necessary for processing your finished
specifications. One of them — 01 42 00 Sources
for Reference Publications Section — lists all
the sponsoring organizations (with addresses) for
publications that are referenced in the Master
text. During processing, this list
will be wused to check the
Reference Publications.

The Reference Article of each Section
(found in PART 1) contains:
<REF> and <ORG> tagged information
(but not <OAD>)
Reference ldentifiers <RID>
e Reference Titles <RTL>

Within each Section, a listing of
References used in that Section
is contained in PART 1 within the s
Reference Article (remember =——=| Outside the Reference
that an Article is a first level Subpart). You can Article, you will only have
add to this list, but you shouldn’t remove any Reference Identifiers
References, since any you don’t use in your final <RID>.

text will be automatically excluded from the
output files you produce during processing.
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Tags

The Submittal
Procedures Section

Submittals

contains the following

tagged information:

e Submittal <SBM>
tags are found only in this
Section, and completely
surround the information and
tags for each Submittal
Description and Submittal
Definition.

e Submittal Descriptions (SD
Numbers) and Titles are
surround by <SUB> tags,
which are within a set of
<TXT> tags.

e Submittal definitions are
surrounded by List <LST>
tags.

Specsintact also automates the use
of Submittals in your Job, which
brings us to the second of the two
Sections necessary to process a finished Job:
the 01 33 00 Submittal Procedures Section.
This Section lists all the Submittal
Descriptions — as well as pertinent
instructions. Submittals fall into one of eleven
assigned Submittal Descriptions (containing
numbers and names) that should not be
altered.

Submittal Items are each listed under their
corresponding Submittals Description in the
Section’s Submittal Article (within Part I).
Only Submittal Items actually

used elsewhere within the Section E—

should be listed in the Submittal
Article, and they must be identical
and tagged properly to enable the
system to process the information
correctly. The Submittal Article can
be edited.

In addition to the information contained in the
Job’s Sections, another document — called

the Submittal Register — can be
produced when printing a Job if the
Submittals have been correctly
tagged. It lists the materials,
products or items for each
Submittal, and cites the Section
and SubPART 1ocation where the
Submittal is mentioned in the Job’s
text.

You will learn more about tagging and

Submittals are items — such as samples or
drawings — that must be provided by the contractor.
The Submittal Register form can be generated from
your Job to show all the Submittals in a grid format.

The Submittal Article of each
Section (found in Part 1) contains
the following tagged information:

e <LST>

e <SUB>

<ITM>

Outside the
Submittal Article, you will
only have <SUB> tags.

formatting Submittals in Chapter 4, and

in Chapter 6 we’ll cover more about

producing the Submittal Register.
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Upport NCOuUNtered

robLeMS

“I just finished editing six Sections of the first Job

I've ever done in Specsintact. Now my co-worker (who’s used

Specsintact in the past) says | should have been viewing

what she called “the tags” while | was editing. | got confused

by all those things mixed in with the text so | did my editing

without displaying them on the screen. Was this a mistake?”
Dottie in Dallas

Yes Dottie, that was a mistake. Without the tags visible, your
cursor may not be located where you think it is and you may be
deleting necessary information and tagging. It's vitally important
that your tagging is correct so that all the elements within your
Sections are identified properly. You will need to correct any
tagging errors in those six Sections, and from now on, always edit
with the tags visible on your screen.

What you learned from this chapter:

¢ Sections have three top levels known as Parts.
Each Part can have no more than three lower levels known as
Subparts.

¢ The three Subpart levels are called Articles, Paragraphs,
and Subparagraphs.

¢ Parts and Subparts have specific numbering and title
requirements.

+ Allinformation in a Section must be tagged to be identified.
Specsintact has many different types of tags for this purpose.

+ Most tags come in pairs with both a beginning and ending tag
that encompass the information they identify.

+ References and Submittals each use a family of tags to
identify their elements and assist in processing.

¢ You should always display the tags on your screen when
editing to avoid costly errors.

VAN VA VANV VA VAV VA VA VAN

3 EJE'

Chapter 3



In this chapter you'll learn:
+ Pre-editing using Tailoring Options.
+ How to open a Section in the Sl Editor.
+ Toggling on-screen elements using the
Toolbar.
Inserting tags using the Tags Bar.
How to use Revisions while editing.
How to use Formatted Tables while editing.
Shortcuts for removing tags and text.

* & o o

~ ¢\/\/\/\/\/\/\/\/\/\/\

he time has finally arrived!
Armed with the knowledge

you've gained, you are now

YAVAVAVANVAVEVAVENVAVAVEVAVAN

Specsintact - MY JOB

ready to tackle editing your first
Section!

Taking the printed Sections that
have been marked-up by your
engineer, you can now use the SI
Editor to make those changes to
the Section files in your Job. To do
so, you always start by opening the
Job in the SI Explorer.

B

From the SI Explorer:

1 Click your Job folder in the left
pane to display the Sections it
contains in the right pane.

2 Use one of the following to open
the Section you want to edit in the
S| Editor:

— Click the Section once in the

right pane, then click iﬂ

the Edit button on the

File Sections Process Yiew Tools Setup Help
= | | s toolbar
| B @ ’
[a.vailable Praject .I '}: rtents of MY.JOB USEI[:)%? QUICKSTART GUIDE' %
H&vail=hle rojects Qnents o - . . .
= g T — Click the Section once in the
u__;M-aWJOE' UIET OF DRAVINGS right pane, then click the Sections
=i Masters SUMMARY OF WORK :
+ Il MFSCCAF LT L PROCEOURES menu and choose Edit,
: = ﬂig:sﬁgz SPECIAL PROJECT PROCEDURES OR
2 SOURCES FOR REFEREMCE PUBLICATIONS . . .
: = :igimc SPECIAL INSPECTION FOR SEISMIC-RESISTING S STEMS — Double-click the Section in the
+ il 565 TEMPORARY ENVIRONMENT AL CONTROLS (GTMO) right pane.
+ i UFGS DEMOLITION )
RESTORATION OF CONCRETE IM HIETORIC STRUCTURES
METAL: MISCELLAMECUS AND FABRICATIONS Using any of these methods, the
BENTOMITE WATERPROCFING : . ',
SOIL AND ROCK ANCHORS Section you select will open in the
COLD-MI¥ RECYCLING S| Editor
STORM DRAINAGE :
CLOSURE GATES
¢ *
MYJOB USED FOR QUICKSTART GUIDE 15 Files 9/11/20
Chaprer 4 S Gichsior Gude 36




Welcome to the SI Editor

Learning Your Way Around

o —
(77 N S\ SiEditor - [d:\si data\jobs\alphanum\pulldata\05 30 00.sec] =13
@m} 1_} ﬂ File Edit View Insert Format Table Tools Window Help - 0 x
Ll =
= I &L & ABEBRBY D BTFT RQ vV @
- )

- PRT SPT TTL | T®T LST ITM | ENG MET | REF RID RTL SUB | SRF LRL | NTE TST ATT »;/; B 7 U= H -

’<5EC><HTR NAME=SUBFORMAT CONTENT=NEW/>»<MTA NAME=AUTCNUMBER CONIENI=TRUE/:> ~

<S5CH>SECTICN 05 30 00</SCH>

<5TL>STEEL DECKS</STL>
<DTE>05/10</DTE>

_ b

You can access a” the ’<PRI‘ =13<TTL>PART 1  GENERAL</TTL>

fUﬂCtIOﬂS you need tO do ’<5r-r =1.01»1.01 <TITL>REFERENCES</TTL>

your editing by using the Cxtens ceterenced.  The puniicaciens are referred Lo wiihin che e by
Edrtor’s menus, Toolbar the basic designation only.</TXT>

and Tags Bar.

<REF> <ORG»BMERICAN INSTITUTE OF STEEL CONSTRUCTICN (RISC)</ORG>

<RID>RNSI/RISC 360</RID> <RTL> (2005) Specification for Structural Steel
Buildings</RTL>

w

0 ) b

Ready SEC Pg:1Rw:1C

File Edit View Insert Format Tools Window Help

Many common commands are accessible from both the menus and the Toolbar.

DEH S A nan =EBEN| QA m=vYy @,
3 Others — such as the commands
A number of them are familiar to show or hide screen elements
Windows-standard functions — like tags, notes and revisions —
such as cut, copy, and paste. are specific to the Sl Editor.
FET SFPT TTL @ TAT LST ITHM | EWNG MET REF RID RTL SUB @ SEF UERL |
' Using a button on the tags bar inserts a pair of the selected

: : tag. You can either insert the tags then type the information
@ Aways edit with the tags = petween them, or type the information first, select it, then click

visible on the screen. You can | tne tag button to insert the tags around it.
turn tags off to check the

formatting, but when you make
any changes, you must see the
tags. Following this rule will
prevent major errors.

NE TST 41T & B 7 U = H v|

The tags bar can be customized —
you can display the tags you use
frequently by clicking the down arrow
at the end of the bar and checking or
unchecking the tag name.

57 Specsiniact Chaptar 4
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the tags off and on. -t




Tailoring Options

Pre-&diting Your Job

In Chapter 3, we introduced you to the concept of Tailoring
— a way to pre-edit Sections when the Master text preparers
have marked information with Tailoring <TAI> tags. If
Sections contain Tailoring Options, you can choose to
leave or remove all the information within the <TAI> tags —
either throughout the entire Job, or in selected Sections —
without opening any of the Sections in the Editor. This
eliminates the need to manually edit this information in each Section.

Its especially important that you
understand Tailoring since it is displayed

Tailor Sections in Job: MYJOB

by default when creating a new Job or | [ormer leedisaien i sSech chorepat ot e Tot ohon
Master. It is also important to know the To make the same Tailoring Option selections in all Sections, check the ption
01 33 00 Submittal Procedures SECtiON | G ooy s o o bp o 7 et =ctere
does contain agency-specific Tailoring Of the 21 Sections selected, § Sections with Tailoring Dptions are listed,
OptiOﬂS that should be taken care of as [~ Automatically apply check/uncheck to identical Tailoring Options in all Sections
soon as possible. / Bk 4
' _L:*m 3.iFDiE'I;(SU[EE1]lTTAL PROCEDURES Cloar &l
. v/ CONSTRUCTION [5)
1 You can Tailor an < DESNEULD (1) o
entire Job by using S 322;TLE[;S][TM]DDEUMENTATIDN Export
the Sl Explorer’s v N 2
File menu | Tailor o BRI 00
command. Y NN @ Cancel
2 You can Tailor o e 8 e

selected Sections
by using the SlI
Explorer’s
Sections | Tailor
command.

[ 1 Mumber of occurences of option in Section

¥ Show this dialog box automatically when adding Sections to a Job o Master

If you open a Section in the Sl Editor that has Tailoring Options, the Tailoring
Options dialog box will appear automatically so you can choose which options to
show or hide. The Tailoring Options can also be chosen from the Editor’'s View
menu. There is an Option on the Tools menu | Options | Save tab where
you can indicate what you want the software to do with

Tailoring Options that are hidden when you close a

Section — retain them, delete them, or warn before
deleting. The default is set to warn before deleting.

If you do not want to
permanently delete the
Tailoring Options from the
Section make sure to select
“No” when prompted.

Chapter 4 _ QuickStart Guide 3 |



Viewing a Section

Tags, Notes, & Units of Measure

By looking at this example, you can see the advantage of
toggling the tags off to check the formatting.

Just remember to turn them back on before you begin to
edit again!

When you look at a Section b

with the tags hidden, only SECTION 32 01 17
the content is visible. In this

example, you see only the COLD-MIX RECYCLING
Section Number, the . 04/06

Section Title, and the Date.
The teal triangle at the left margin indicates that there’s a Note hidden as well.

. . , <SEC><MTR NAME=SUBFORMAT CONTENT=NEW/>
Here is the same information b

with the tags displayed. As <5CN>SECTION 32 01 17</SCH>
you can see, the Section and

meta tags are now visible, in <STL>COLD-MIX RECYCLING</STL>
addition to the tags that . <DTE>04/06</DTE>

surround the Section
Number, Section Title, and Date. The teal triangle

indicates that the Note is still hidden. ’
Vi

- Use this button to view or hide the
contents of all the Notes in the Section.
When viewed, the Note text appears in bold
and set apart from the other text by a row of
asterisks above and below.

Units of Measure

You can determine which units
B | of measure (English, Metric or
— Both) you want to display on the
screen while editing by using the
Options tab of the New Job dialog
box. However, if you want to
change the display while editing,
you can do so from the Editor’s

To view the contents of a single hidden Note, click
the teal B triangle and the Note contents will View menu. Keep in mind you do

display in a pop-up box. _ not need to remove the type of

measurements and tags that you
do not use. When the Job is
processed and printed, it will only
contain the type of measurement
that was chosen.

|>

|5
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Begin Editing

While Tags Are Visible

This is it! You're sitting at your computer. You have the
first Section you want to edit open on-screen in the Editor.
You have the printed copy that has been marked with
changes by the engineer. You have determined whether
or not you are required to show the additions and
deletions by using the Revisions feature. The time has
come to edit!

So, with the tags visible on-screen, you locate the first change indicated in
your marked copy.

Here’s an exercise you can do to help you understand why it
is vitally important to only edit when the tags are displayed.

1 Use the toggle tags button to hide the tags on
screen.
‘ 2 Place your cursor just to the left of a Part.

PART 2  PRODUCTS

3 Now use the toggle tags button again to display
the tags on screen and look at where your
cursor is sitting.

k/5ET =1.05 B.></5PT =1.05»</PRT =1»><PRT =2><TTL>PART 2 PRODUCTS</TTL> |

As you can see from this illustration, the cursor is
not to the left of the Part tag as you might have
expected, but is actually to the left of the ending
tag for the previous Subpart.

Chapter 4 & QuickStart Guide 40



Begin Editing

Inserting Articles, Paragraphs & Subparagraphs

Let's begin by learning how to add Atrticles,
~. Paragraphs and Subparagraphs. As you learned
earlier in this chapter each of these share the same
subpart tag <SPT>. When adding new subparts, the
outcome will depend on the placement of the cursor,
So let’s get started!

We will begin by adding a new Atrticle in Part 3, which we want to be
3.01.

Since tagging varies depending on whether you are at the beginning

of a Part or at the bottom we’ll illustrate different scenarios for
inserting Articles, otherwise known as subparts!

r‘fd’é&y a New Article at the ﬁa;fkﬂk; af a FPart/

Place the cursor to the left of the beginning Subpart tag for 3.01, then press
the SPT button on the Tags Bar.

Before:

ESPT =3.0153.01 <TTL>EXISTING CONDITICHS</TTL>

R Place Cursor
Here

r‘fﬁwﬁ'
</53PT =2.05 B.>»</5PFT =2.05></PRT =2»<PRT =3»<TTL>FLET 3 EXECUTION</TTL>

\ﬂfl<SPT =3.01>3.01 «<TTL>5ub Title</TTL>
<TET>Text</TXT>

</5PT =3.01><5PT =3.02>3.02 <TTL>EXISTING CCHDITICHS</TITL>

Notice in the illustration above, the new
Subpart is now 3.01, the existing Subpart
became 3.02.

i Spocshiact Chapter 4



Begin Editing

Inserting Articles, Paragraphs & Subparagraphs

Now that we have learned how to add a new Article at the beginning of a Part, let’s learn to how
to insert a new Article at the end! The new Article will be 3.10.

ffaftﬁ'fkﬁ a New Article at the [nd af a Part!

Place the cursor between the ending Subpart tag for 3.09 and the ending Subpart
tag for Part 3, then press the SPT button on the Tags Bar.

Before:

</3FT =3.09>f/PRT =3> <END/ >

</BEC>
h Place Cursor

Here

Affaﬂ'

</5PT =3.09>«<8PT =3.10>3.10 <«<TTL>Sub Title</TTL>
<TXT>Text</TXT>

</5PFT =3.10></FRT =3> <END/ >
< /BEC>

Remember Articles,
Paragraphs and Subparagraphs
all share the same SPT tag!
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Begin Editing

Inserting Articles, Paragraphs & Subparagraphs

We've learned how to add an Article at the beginning and end of a Part,
now it's time to learn how to add a new Paragraph! Adding new subparts
will become easier as you continue to build your skills, so let's keep going!

ﬂd’aﬂf&ﬁ a MNew Pmyrg&ﬁ.f

Place the cursor to the left of the ending Subpart tag for 3.08 , then press the SPT
button on the Tags Bar.

Before:
If for some reason the

""'EEE B </PRT =3>  <END/> numbering didn’t reflect the

Plgce Cursor subpart number it should have,
use the undo button on the 4

Here toolbar and try again! J

Aff&f‘:‘

«<5PT =3.08 4.>4. <TTL>Sub Title</TTL:

<TXT>Text</TXT>

«/5PFT =3.08 L.></5PT =3.08></FRT =3> <END/ >
< /3EC>

"5 Specsiniacr 8 Chapter 4



Begin Editing

Inserting Articles, Paragraphs & Subparagraphs

Your training is almost complete! The last level to learn is the insertion of a subparagraph.

fﬁﬁa}ﬁ a New faﬁ,ﬂmyr‘yﬁf

Place the cursor to the left of the ending Subpart tag for 3.05 A., then press the SPT
button on the Tags Bar.

Before:

E/SPT =3.05 R.><5PT =3.05 B.>E. <ITL>Adhesively Bonded Systems</TIL>

R Place Cursor
Here

Aff&f‘:‘

<5PT =3.05 A.1.>1. <TTL»Sub Title</TTL>
<THT>Text</THT>
«</5FT =3.05 A.1.»</5PT =3.05 L.%»<5FT =3.05 B.>B. <TTL>Adhezively Bonded Svystems</TTL>

For levels beyond
the subparagraph, refer to
the Unified Facilities Guide
Specifications Format
Standard UFC 1-300-02.
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Editing Tips

Deleting Information
If you delete some of the information between
existing tags, don't delete the tags. An example
would be:

<TXT>Floor covers shall be maintained in good
condition.</TXT>

to
<TXT> Floor covers shall be maintained.</TXT>

When you remove the words — “in good
condition” — you must be careful not to remove
the ending </TXT> tag.

If you want to remove this information completely,
you would remove both beginning and ending TXT
tags as well by doing one of the following:

1 Select all the information including both
beginning and ending tags.

2 Hit the Delete key (check spacing).

or

1 Place your cursor to the immediate left of the
beginning TXT tag.

2 Hold down the Shift key while hitting the Delete
key (check spacing).

e A double-click method for selecting text is
illustrated in Chapter 6.

o The general rule is one blank line between
paragraphs.

|

After you've edited a few

Sections, it is highly
recommended that you check your
editing skills by running
Reconciliation and the Reports to
spot any errors before you've
repeated them in every Section of
your Job. If you continue to use
these tools periodically as your Job
progresses, you shouldn’t be faced
with as many problems to correct
at the end of the line when you're
trying to get your Job completed on
a deadline.

Follow the procedures for using the
Reports as outlined in Chapters 5
and 6, and process all the Sections
in the Job (even if you haven't
edited them all). You will only need
to look at and correct errors on the
Reports found in the Sections you
have actually edited (and ignore
the others until those Sections
have been edited). Correcting
these along the way will save you
time at the end!

A common mistake made by new users
is deleting the text between tags but leaving
the tags. Don'’t leave behind empty tags!

Chapter 4



Text [Replacement Methods

Using Brackets & Tailoring Options

.
Brackets are found in the
Master text. They
provide you with Geotextile samples for testing. Samples shall be submitted =
the abi|ity to minimum of [30] [60] [90] [ ] days prior to the beginning of
choose among installation of the geotextiles.

several options of
information, or in some cases, .
empty brackets indicate a fill-in is - We discussed earlier how
necessary. All bracketed choices in Tailoring Options make
a Section must be resolved before specification editing easier by
the final submission of the jop, and providing a way to include or
they can be located by using |

exclude blocks of information
the Erzcket thRe;pl?gement that have been enclosed in
sa | button on the toolbar.

) . . Tailoring tags by the Master
This function will locate

, specification writers. This
each set of b_rackets and give you gives you the ability to easily
the opportunity to choose from

eliminate requirements that do
bracketed text or enter new text. not pertain to your Job without

editing them manually from
the Sections.

<TAT OPT=GALZOLIMNE:»[Automatic pump controller shall conform o However’ if you
<RID>WFPL 20</RID>.] </ TLI></TET> | haven't used the

Tailoring pre-
editing options available
through the SI Explorer, you
may come across text like this
surrounded with the <TAI>
tags. It's not too late to use the
Editor's Tailoring function
described earlier in this
chapter, or return to the Sl
Explorer to Tailor the Sections
on the Job level. Either way,
it's meant to be a time saver!

A major difference exists
when it comes to using
these two functions with
Revisions:

e The additions and
deletions with
Brackets will be
marked as Revisions.

e« When you remove
Tailoring Options,
they will not be
marked as Revisions.
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Using [Revisions

The use of the Revisions feature calls for close attention es-
pecially since it is the standard setting. Before you ever begin
to edit the first Section of your Job, you need to know if you
are required to show Revisions.

You use Revisions when you need to show the information
that is to be added or deleted without actually executing the change. If you
know that you do not have to use Revisions when you set up your Job, you
can disable it from the Options tab in the New Job dialog box (discussed
earlier in Chapter 2).

Just how does this feature work? Here’s a portion of text that has been edited with
Revisions enabled:

<TXT>The puklications listed <CELsbelow < DElxform a part of this specification to the
extent referenced. The pubklications are referred to within the text by <SElsfhe<c DELI<LDD>
theirf /ADD> basic designation only.</TXT>

e The word “below” was deleted as well as the trailing space. With Revisions
enabled, instead of actually removing the word, it was instead surrounded by

<DEL> tags and displayed in red strike-through. e
This indicates that the text is tagged for deletion. Avoid deleting or adding partial

words!!
e The word “their” was added to replace the word
“the” so that word is surrounded by <ADD> tags and  pgjing this will make proofing redlines
displayed with green underline, indicating that they  easier and less complex.
are to be added.

2

# When | toggle the Revisions view off | have all these gaps between words
and paragraphs, what am | doing wrong?

To avoid gaps you need to make sure you include trailing spaces and hard re-
turns in your redlines. Using revisions is more complicated than editing without
revisions, so you must pay close attention to what you include in the markup.

J To remove tags without

removing their content, you

You will learn more about editing with Revisions In Chapter 6, by can use one of two methods

using the shortcut keys, double-click method and highlighting. either right-click and choose
Remove Tags or use CTRL+M.

"7 Specsiniact Chapter 4




Using [Revisions

[Reversing or Executing from the Editor

NET ~lml ~r

But what if you want to change something that has been marked with either
ADD or DEL tags? There are functions to reverse each in the S| Editor. On
the Edit menu, you'll find these two commands:

e Undelete Redlined Revisions will remove DEL tags and leave the text
that had been marked for deletion with red strikethrough.

r S DET -

o Delete Added Revisions will remove the ADD tags and remove the text
that had been added in green text.

<BDD>their</4ADD>

You can use these two commands to either:
« Remove only one occurrence by selecting it, then clicking the corresponding command to

reverse it.

« Remove all occurrences within a Section by clicking the appropriate command without any

text selected.

The Execute Revisions
command in the Editor
makes permanent all
changes marked using
the Revisions feature. This
action cannot be reversed
by the Undo command, so
you must be certain that
you no longer need the
marked Revisions.

In Chapter 5 we’ll cover
how to use Execute
Revisions for an entire Job
or for selected Sections
from the SI Explorer prior
to finalizing your Job.

Chapter 4

On the SI Editor's Edit menu, you'll find the Execute
Revisions command. To execute Revisions — both
ADD and DEL — within the open Section, click the
Execute Revisions command.

When marked Revisions are executed, the changes
will become permanent, and the ADD and DEL tags
will be removed along with the red strikethroughs and
green underlining. The changes now appear as
regular text and will carry the attributes of the tags
that enclose it.

Make sure to Backup the Job or Local

Master before using the Execute
Revisions command! Learn more about
using the Backup feature in Chapter 6.

W



Using Tables

Inserting Formatted Tables

Formatted Tables were introduced in Specsintact version
4.3.0.821. The use of Formatted Tables deserves close
attention as they are a unique breed designed specifically for the
Specsintact Editor. Before you begin using Formatted Tables,
you need to insure everyone working with you is using
v4.3.0.821 or higher.

To learn more about all of the Tables functionality, begin by going to
Specsintact’s Help and browsing to the Insert | Table Menu.

Specsintact will continue to support older style tables (using TBL tags)
indefinitely.

When using the Alphanumeric Numbering the Formatted Table will inherit the margin settings for
that level. So keep this in mind! As the levels increase the Table has less and less room to work
with.

Specsintact’'s Formatted Tables allows
you to design professional Tables for
organizing text and data into rows,

5} Insert Table

columns and cells. To begin using Size
Tables, go the Tables Menu and Number of calumns: 1 =
choose Insert Table or select the
g | Formatted Table button from Number of rows: - [4
the Sl Editor's Tags Bar or press _
the F5 key. Mumber of header roves [printed on each page]: m
Borders
Show borders: |.ﬂ'-.lwa_l,ls ﬂ
— When Inserting a Formatted Border style: | Thin |
Table, you have several options
available. You can choose how
many Columns and Rows you k| gz Help |
need as well as how many rows

should be Header Rows. The
Header Rows will print on each
page if the table cannot fit on one

page.

|
Don’t confuse Specsintact Formatted Tables with
Microsoft Word® or Microsoft Excel®.
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Using Tables

Before you begin editing a new Formatted
Table, it is important to understand how
they function. Specsintact Formatted
Tables are a unique breed specifically
designed for the Specsintact Editor.
There are several menu items available

Using Formatted Tables
Caution: In order to

save edits in Tables,

the cursor must be in a
blank cell or outside the
table.

while working in tables,

either

by

choosing the Table drop down menu or by taking

advantage of the right-click menus.

As you learned earlier in this chapter, the default settings are set to use Revisions, another
important detail to note is how to handle Formatted Tables that require a lot of edits.
Rather than having ADD and DEL Tags throughout the edited cells, consider copying the
entire table and pasting it below the existing formatted table. This way the Table will be
surrounded by one set of ADD tags which makes it easier to edit. Once the edits are

complete remember to delete the original table!

The Edit Mode is activated by
left-clicking in a cell.

There are a couple of things you need to be
aware of while working in Edit Mode. When
tags are present, its Color attribute isn’t visible.
Also, the Merge and Unmerge features are
not available from the Table Menu unless two
or more cells are selected or the cell is a
merged cell.

Right-click menus will make editing your
JFormatted Tables faster and easier, but

there are some things you need to know
about using these menus. The first menu is
activated by simply placing the mouse cursor
over the row or cell then Right-click. This is the
Table Menu.

Chapter 4
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1
o
- - Example of Edlt Mode. Call Iz autllned with

cursor showlng Inslde tha ceall.
g "_ i e it .

SR Y i

EAEay

Color Coding for Shc:e—’

. rlght-cllek T_Tti'_i_tv Connectio
Service % Justify " _
Fotakle ter j
Water Provide Gt Background Color for *

far Fire Pr Clear Background Color for 3
Chilled Water Insert b (ue/ W
Cily Waste Wa 1low

Delete »

Sewer
Make all Rows Same Height

High Pressure Make all Columns Same Width

Low Bressure | yport Excel XML Spreadsheet

Fuel Export Excel ¥ML Spreadshest

-

dom

Thiz incl

Showe Column Headers

*% This incl ter
fresh water c| SelectTable fire
include flush| Properties ents

include waterfront fire hydrants.
TS T = P

R T R -

e

This menu provides options available for
changing the entire table.



Using Tables

Using Formatted Tables

You can also use the second menu which is an Editing Menu.
This menu allows you to perform some of the more basic editing
functions as well as the Table menu as illustrated below: Justify 3

Color Coding for Shore-to-:

Ttility Connections
kHL3>Service</HL33jG S

Set Background Color for »
Clear Background Color for »

Fotakle I*?ate:"’l il Insert 4
ert-<iie
Water Provided Cooy C1:rI+C. Delete »
for Fire Protecti ©ut Ctrl+X
Chilled Water Delete Del Make All Rows Same Height
Paste Cirl+v Make all Columns Same Width

0ily Waste Water
Sewer Import Excel ¥ML Spreadshest

Export Excel XML Spreadshest
ndelete Redlined Revisions Cirl+) |:| =

High Fressure Rir Delete Added Revisions Ctrl+D Show Calumn Headers
Low Fressure Rir Remove All Revisions Ctrl+4 | bl

Fuel Select Table

* This includes o

1t water or, at sgme locations,

’_ wmemm et e, o J-\.-\..-..._‘_\___.M_..r-\..‘-l-‘\_

** This includes non-potglbe =sa
_.\_ﬁ_n.-\._‘._\__.Ax.-l-\.‘.—-_.'-\_\___-_"-"h--"\-ﬂ\n..l" R T

How do | highlight either a row or a cell in my
table?

Selecting Rows or Cells in formatted Tables can be
done two ways. The first method is done by holding

down the left mouse button while you drag the pointer In Chapter 6, we'll give you
over the text or cell. The Second method you can use some additional tips for using
is to select a Row or Cell left-click on the first cell, hold Tables.

down the il key and click on the additional

cells. __J

4
. T N L RN T A e \ruﬁ.ﬂ_‘_f

In order to @ make your table editing less complicated, we recommend you

turn off the View | Tags command. This goes against the general rule of
keeping tags visible while editing, but it will make table editing easier. As soon
as you complete your table editing make sure to turn the View | Tags command back on.
Also, wait until all the text has been entered in the table before you begin adding your tags
for References, Submittals, etc.
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Formatting

Parts and Capitalization

One of the keys to using Specsintact
successfully is correct formatting. Not
only is this important for Specsintact
to work properly, but the agencies

served by Specsintact i p
require it. In Chapter 3, When editing Sections in Divisions 02
we covered the basic @ through 49, do not delete any of the
three Parts of each  hree Parts, even if you do not need them.
Section, as well as | they are not applicable to the Section,
Article, Paragraph and they must remain in the Job, followed on
Subparagraph levels. If  he next line by the words Not Used in title

you need to, review this 55 (without a period) and surrounded by
material again as you <TXT> tags.

begin to edit. Keeping . .
this structure is vital to With tags visible:
producing a correctly
formatted Job.

<PRT =3><TTL>PART 3 EXECUTION</TTL>

<TXT>Not Used</TXT>

With tags hidden:

PART 3 EXECUTION

Not Used

Capitalization should be consistent throughout the Job, including the initial
letter of certain specific nouns and of proper names. Some examples would be:

e Contracting Officer - When referring to the representative of a government
agency with authority to make decisions.

« Government - When a government agency is a part of the contract.

o Contractor - When referring to the contractor who is party to an owner-
contractor agreement.
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Formatting

Text and Numerals

Formatting Numbers:

o Spell out feet when no inches are used.
(8 feet)

e Spell out inches when no feet are used.
(8 inches)

 When using both feet and inches, it is permissible
to use symbols.
(8'-8", 8'-2-1/2")

e A complete dimension must appear on one line; do
not separate.

e Standard designations must appear on one line; do
not separate.

(ASTM C 270, ANSI ASME A17.1)

e Use numbers whenever possible, and always for
dimensions. When defining both quantity and
dimensions, use the written word for quantity and the
number for the dimension.

(three 1/2 inch holes)

o Always use figures for degrees, percent, and money
(3 inches by 5 inches, 50 degrees F (20 degrees C),
20 percent, $5.50).

o Decimals should be expressed in figures.

(6.235)

e For quantities less than one, a zero should be used
before the decimal point.
(0.235)

e To maintain uniformity throughout the specification,
fractions should be typed using individual keys
rather than the limited number of fraction keys
provided on standard keyboards.

(1/4 and 1/2)

o Omit unnecessary zeroes in time and money
references.
(%200, 9 p.m.)

The following tags control text

appearance:
e <HL1> Underline
<HL2> ltalic

e <HL3>Bold
e <HL4> Center

Don’t confuse these with the
<HLS> tag which allows you to
highlight text (in orange) for on
-screen display or draft printing
through the Editor or when
publishing to PDF. This tag can
be used to call attention to
particular text as the
specifications are being
prepared. The <HLS> tag has
no affect on the final,
processed Sections.

.7 I've used the highlight tag
throughout my Section to draw
attention to areas the Project
Manager needs to review, can |
remove them without having to
go through the entire Section?

As a matter of fact there is! The Sl
Explorer gives you the capability to
Remove the HLS Tags for an entire
Job or selected Sections. For a Job
or Sections, right-click and choose
the Option to Remove Change/
Highlight Tags.
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Formatting

Units of Measure and Symbols

When formatting Metric and English measurements, certain
spacing works best to ensure that the formatting is right when one or
the other of the measurements is hidden, especially during printing.
In the following examples, the underscore _ indicates one space.

For mid-line placement:

...your text<MET> 3 meters</Met><ENG> 10 feet</ENG> your text...

But if it falls at the start of a sentence:

Your text<MET> 3 meters</Met><ENG> 10 feet</ENG> your text.

Or at the end of a sentence:

...your text<MET> 3 meters</Met>ENG> 10 feet</ENG>.

Punctuation is placed outside the tags:

...your text<MET> 3 meters</Met><ENG> 10 feet</ENG>, your text.

Keep in mind these are
quidelines that may not
work in all situations.
You should always
check the spacing
visually, especially at
the beginning or end of
a sentence.

Symbol NO-NO List

written instead of using the symbols:

o percent not %

o

e degree not

e plus not

e minus not -
e per not /

e at not @

Because of potential problems, the following should be

Chapter 4




Formatting [Rules

Notes

When you need to insert a Note, use the NTE button located on the Tags Bar. This
NTE)  will insert Note <NTE> tags, Asterisk <AST/> tags, and Note Paragraph <NPR> tags,
followed by the word NOTE and a colon (:). It should be inserted on a new line
immediately below the previous one (no blank line between). Here's what a Note
looks like with text inserted:

<HTE >

<EBST-
<HPR>HDTE: Insert grade or class of compost suitahle for
the surface regquired. Insert local or state
regulation defining class or grade of compost.
YWhere local or state regulations do not define grade
or class, insert regquirements for screening to limit
particle size.<fHPR>

<EBST-

< fHTE>

With Notes hidden, only the colored triangle symbol is visible, but clicking on the
4 symbol will display the Note content in a box like this:

'%kSpmﬁﬁéanhﬁ

NOTE: The requirements of this paragraph will be coordinated with the
reguirements of Section 03 30 00 BAINTS AND COATINGS. In crewl spaces and
other high humidity srees where greater protection than that provided by a
primer paint is required and the joists or girders will not be f£finish
peinted, the paragreph will be revised to require that the joists or girders
be shop peinted with =2 corrosion resistant type peint as recommended by SS5PC.

When you print with Notes visible, it looks like this:

e e A e e e e e e A e e e e e e e e i e e e e i e i e i e e i e i e i i ol i e i e e e i e i e i i e i e i e e e i e i e i e ol i e o e e
HOTE : Insert grade or class of compost suitable for
the surface reguired. Insert local or =state
regulation defining class or grade of compost.
YWhere local or state regulations do not define grade
or clas=s, insert reguirements for screening to limit

particle size.
e A e e A e e A e e A e e A e e A e i A e i i e i i e i i e i i e i i e i i e i i e i i e i i e i i e i i e i i e i i e i i e i i e i i e i ooy e o
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[References

v
J It may help you understand editing

your References better if you know
what the end result will be when your

In Chapter 3, we discussed the Job is processed.

tags that relate to References.

You may need to review that The Reference Article of each
information as you edit. In the Section will contain the following
following you'll find an overview of tagged information for only the

References <REF> used in that
Section:

what you need to know to add or
delete information and tags
relating to References as you edit
your Sections. e Sponsoring Organizations <ORG>
« Reference Identifiers <RID>

o Reference Titles <RTL>

</REF><REF><ORG>ASPHALT INSTITUTE (LI)</ORG:

<RID>AI MS-02</RID> <RTL>({1994; &th Ed) Mix De=sign Methods for
bEzphalt Concrete and Other Hot-Mix Types</BETL>

Throughout the rest of the Section,
only the Reference ldentifiers <RID>
are used.

RIDs and their content appear in

-[Portland Cement shall conform tn(E%::}ASTH G ;ET{EEZ:%;>T
|

If you place your mouse pointer over a
RID, a tip box with its corresponding
information will display:

<RID>ASTM C 150</BID> <RTL> (2003) Standard Specification for Portland

|unified Master Reference List [ORG: ASTM] = (2005) Portland Cement]

In Chapter 5, we’ll explain more
about processing and what occurs to
make the 01 42 00 Sources for
Reference Publications Section

Character Limits

Organization

511 Characters unique to your Job, while creating a
unique Reference Article in each
Reference ID Section.

30 Characters

Reference Title
300 Characters
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[References

Using Reference Wizard e

The Reference
Wizard’'s auto open
Adding References feature can be disabled
by clicking the Don’t
Remember that you learned in Chapter 3 that the only | Show Wizard Again
Reference-related tagged information that appears in your box at the bottom of the
Section text (outside of the Reference Article) is the Wizard.

Reference ldentifier <RID>.

Adding References has been simplified with the introduction of -ThT
the Sl Editor's Reference Wizard. Place your cursor where the € LUse tmpty
new RID should go and click the corresponding button on the
Tags Bar. |,

Tags checkbox at the
bottom of the Wizard
will allow you to insert
a set of the tags you
want  without any
content between
them.

The Reference Wizard will open (if it doesn’t, go to the
Editor's Tools menu, click Options, choose the References
tab, and click the checkbox to use Reference Wizard). The
Wizard will display the Master Reference lists in the left pane.

1 Click on the reference list you want to use Bl AR x|
and it will display the Organizations. ‘ﬂ*hﬂ Moot Tl
2 Double-click the Organization to display a B ARCrR iR i 1881 SendergPrartes hor Selvd
i it’ i ir Ti B ARMOVEME [BACI3021R | o lor Concrata Floor an
list of it's RIDs with their Titles it el 10 Moot hdg
3 Double-click the RID you want to insert. B AMERICAN A [BACI305R aather Concreting

B AMERICAN A ACI306R
B AMERICAN B ACI 308
B AMERICANC  [BACINS

Wather Concrating
dard Practices for Curirg
watails and Dedailing of Con

If this RID and its corresponding information is B AMERICANG  [BACIS1&31  (2007) Buiking Code Requremsnts

not found in the Section's Reference Article, e (BRGS0 (1530 Forrwonco Covros
you'll be prompted to insert it — click Yes. It T!.T.I._.._,r....‘:.d;_r—[mmm oo s et
will return you to the Reference Article so that " e | e |

you can confirm the action. After that, scroll
down in the text to where you inserted the RID
to continue editing.

V4 — When you choose a Reference <REF> in the
You can choose one or Wizard, it includes <ORG> tags surrounding the
more of the listed RIDs by name of the Sponsoring Organization, plus RID
clicking them in the right and RTL tags. If you don't select corresponding
pane. Hold the Shift key to information for these, blank RID and RTL tags will
make sequential selections. accompany your selected REF. If you select a RID,
Hold the CTRL key to choose it will be accompanied by the corresponding RTL.
separated selections.
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[References

[Removing & Checking

Removing References

Removing a Reference that you are not
using in your Section is easier than adding
one. Since the only Reference-related
tagged information that appears in your
Section text (outside the Reference
Article) is the Reference Identifier <RID>,
you only need to remove the unwanted
<RID> tags and their contents from the
text.

You do not remove anything from the
Reference Article of the Section. This will
be handled automatically later when you
select Reconciliation during Job
processing.

Having said that, there is one_exception to
this rule. If you are using Revisions and
you're required to show deletions in the
Reference Article, you can edit it manually
to accomplish this.

It is very important
that the RIDs in the
text and in the
Reference Article are
identical to enable the
processing to work
correctly.  Inserting
these by using the
Reference Wizard will
help.

1

2

To check a RID against the Master
Reference list:

Position your cursor between the

RID tags.
Click the Editor’s Tools

menu and choose Check

Reference or right-click

This check occurs automatically when
you add a RID to the text of a Section
using the Reference Wizard.

Chapter 4

R —— - e

<RID>ASTM C 150</RID>

In Chapter 5, we’ll discuss what
happens to References during
the processing of your Job.
Chapter 6 will help you make
corrections based on the QA
Report results.




Submittals

We covered the tagging of "
Submittals in Chapter 3, and
it's important to keep that
information in mind as you
edit. Here is an overview of

what you need to know when
editing Submittals.

It may help you understand editing your Submittals
better if you know what the end result will be when your
Job is processed.

The Submittal Article of each Section will contain the
following information for only the Submittals used in that

Submittal tags and their Section:

content appear in blue. o
e SD Numbers and Descriptions

¢ Submittal Items

As you can see from the example, List <LST> and Item
<ITM> tags are used to provide the proper formatting.

<L8T»<28UE>3D-03 Product Data</SUB></L3T>
CITH>Manufacturer' s catalog data shall be submitted for the following:</ITHM>

<ITM><SUE>Conduit Piping</S3UB=></ITM>
<ITM=<3TE>Concrete Mortar</SUE-</ITH>
CITM><3UE>EBrick Mortar</3UE></ITM>

<ITN<3UE »Gaskets</ 3B/ I T
CITM><3UE>Compression Joints</3UEB></ITM>
<ITM><3UE>Frames, Covers and Gratings</3UB»>-</ITM>
<ITM><3UE>Precast Concrete Manholes</SUBxk/ITH>

In the text of the Section outside the Submittal Article,
only the Submittal Items are used.

<3UE>Cable Supports</3UB>

This creates a unique Submittal Article for each Section
and allows the information to be extracted for the
Submittal Register.

In Chapter 5, we’ll explain more about processing, what

occurs in the 01 33 00 Submittal Procedures Section,
and how a Submittal Register is produced.
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Submittals

There are eleven different categories for
Submittals, called Submittal
Descriptions. They are identified by an
SD Number followed by the Title.

These are found only in the Submittal
Article of each Section, with the
Submittal Items listed under each. In
the text of the Section, only the
Submittal Items are entered, exactly as
listed in the Submittal Article, and
surrounded by <SUB> tags.

Submittal Descriptions

SD-01 Preconstruction Submittals
SD-02 Shop Drawings

SD-03 Product Data

SD-04 Samples

SD-05 Design Data

SD-06 Test Reports

SD-07 Certificates

SD-08 Manufacturer’s Instructions
SD-09 Manufacturer's Field Reports
SD-10 Operation and Maintenance Data
SD-11 Closeout Submittals

A Submittal Classification indicates when Government approval is required for a

Submittal Item, and appears only in the Submittal Article. If a Submittal Iltem referenced in
the text requires approval, then its listing in the Submittal Article should be followed by a semi-
colon, one space, and a set of <SUB> tags containing the letter G as illustrated below. Make
sure it is placed inside the same set of <ITM> tags as the Submittal Item. If the Submittal Item
has no classification it is considered to be For Information Only.

«ITM><5UB>Fluorescent lamps</5UB>: <5UB>G</S5UB»</ITM> |

Valid Submittal Classifications

SpecsIntact Codes Description

Code

Mo Code FIO For Information Only
G GA Government Approval
D DA Designer of Record Approval
C CR Government Conformance Review of Design
R DASCR Designer of Record Approval

Government Conformance Review of Design

A DASGA Designer of Record Approval

Government Approval

.
Reviewers also are only listed in the Submittal Article. If you need to indicate a reviewer, you
do so within the same set of <SUB> tags. Following the Classification G, use one separator
(you can use either a space, a comma, a pipe symbol (|), or a dash) and insert up to five
characters.

<ITM»<3UB>Fluorescent Lamps</3UB»; <SUB-G L/E</SUB></ITM>
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Submittals

Adding Submittals

Remember that you learned in Chapter 3.
Submittal Items are listed under their
corresponding Submittal Descriptions
(containing SD numbers and names) within
PART 1 below the Submittal Article and
surrounded with a set of Submittal tags
<SUB></SUB> and within a set of ltem
tags <ITM></ITM>.

Submittal Items that appear in Submittal
tags below the SD Numbers should be used
in only one principal subpart of the
technical Section, either as an Article,
Paragraph, Subparagraph, or within the
text. They are not case sensitive.

sle

Submittal Key button.

Removing Tags
With Revisions

Place cursor between <SUB></SUB> Tags,

right-click and choose Remove Tags
-OR -

Use the keyboard shortcut key Ctrl + M.

Removing Tags
Without Revisions

Place cursor on the left side
of the <SUB> Tag and press
the delete key.

To insert the Submittal tags, use the

Removing Submittals

Unlike the Reference Article, you do edit the
Submittal Article. Therefore, when you remove a
Submittal Iltem from the Submittal Article you
must also remove it from the text (along with the
beginning and ending submittal tags <SUB></
SUB>) and vice versa. If you remove a
Submittal Item from the text, then you must
remove it from the Submittal Article (along with
the tags).

In some instances you may not need a particular
Submittal Item, but do need to keep the
supporting text. As stated above, delete the
Submittal Item from the Submittal Article first
(along with the tags). Once that is done, locate
the supporting Submittal Item found in the body of
the Section. But in this case, rather than deleting
the entire Submittal Item you'll only need to
remove the beginning and ending submittal tags
<SUB></SUB> as outlined below.

‘7 Our engineer gave me a Submittal

Item to add to a Section, but he said it
belongs under SD-19. Is this possible?

No. Since the agencies adopted the
Unified Submittal Descriptions, only the
eleven listed earlier in this chapter and
the 01 33 00 Submittal Procedures
Section may be used. The Specsintact
web site’s Knowledge Base (http://
si.ksc.nasa.gov/uic/techhelp.htm)
contains a conversion chart for the
older numbers.
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Post Editing Tips

e S —
— After editing a Section, check the
formatting by hiding all the on-screen

elements that won’'t appear in the

Now that you've made all printed document — tags, Revisions,
the text changes, it's time notes, formatting marks, and which
to move on to the ever unit of measure you're not using

automated processes that for the Job.

make Specslintact unique. With all these hidden, visually check

the formatting of the Section. There

But before you do, there should be one blank line between
are a few things you need paragraphs.
to check.

Before making any changes to adjust

the formatting, don't forget to turn the
tags back on to avoid inadvertently
deleting any of them.

Upport robLems

“1 have a table that is in Microsoft Excel® that needs to
be added to my Section, can this be done?”

Amanda in Albany

As a matter of fact Amanda, it can be! First, you must prepare your
Section by adding a Formatted Table that matches the number of
rows and columns as the Excel worksheet. Once the Table has been
added, right-click and choose Import Excel XML Spreadsheet.
From the Specify File Name Dialog Box, browse to the Excel XML
Spreadsheet then select Open.

Keep in mind, that it is important to understand the formatting of the
Excel spreadsheet since it determines how well the Table imports
into your Section. We highly recommend taking the time to review
the Table information located in the Specsintact Help Files. To learn
more about Importing Tables, see the following topic:

http://si.ksc.nasa.gov/WebHelp/SIEditor/hid edilmportExcel.htm
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Post Editing Tips

3
' When you're finished editing,

don’t forget to use the Spell Check
feature. You can access this function
from the Editor’'s Tools menu.

@ If you have been using Revisions, _
Backup your Job. It is a good habit to

use this tool at the end of each day
when you have finished your editing.

So remember....Backup, Backup,
Backup!

What you learned from this chapter:

¢ To edit a Section of your Job in the Sl Editor, you always open it
from the Sl Explorer.

+ The SI Editor’s toolbar allows you to control which elements are
visible on your screen, and check the formatting by hiding the
non-printing elements.

+ The Sl Editor's Tags Bar provides buttons for easily inserting
tags, which should never be typed manually.

¢ Specsintact’'s advanced Revisions feature allows information
that’s being added or deleted to be marked before these changes
are actually made permanent.

Editing shortcuts can make editing quicker.

You should use the Quality Assurance tools (covered in Chapter
5) periodically as you edit to spot mistakes and prevent repeating
them throughout the Job.

+ Adding and deleting References and Submittals have special
rules for each that, when followed, enable some of Specsintact’s

automated features to work correctly.
(5)

¢+ When you've finished editing, always run a spell check

and visually check your formatting with non-printing
elements hidden.
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Proces & Printing
v 1

In this chapter you'll learn:

+ To use the Quality Assurance tools.

+ What happens when you use the Process feature.

+ How to locate and correct the problems found on the
Reports.

NN

apart from word processing programs are the automated
features that help assure the quality of your finished
specifications. The QA tools can help you find problems so

A s mentioned earlier, one of the things that sets Specsintact

- - that you can correct them before you commit
The Process & Print function  your Job to paper. As we mentioned in
includes the Reconciliation Chapter 4, it is highly recommended that you
functions and QA Reports, use the Reconciliation feature and Reports
which are key to completing pelr)iodicalﬁ/ as you edit thfe Sedctionﬁ ofdyour

Job so that you're not faced with editing
your Job successfully. errors you've repeated throughout the Job.

Regardless, you should run these Reports
again at least twice before printing — once to find any final
errors, and again to confirm that you've fixed those errors.

The Process and Print/Publish function provides
one-stop shopping for all the tools you need to take /-
you to the finish line. So let’s take a look at the tools

in this multi-function tool kit! '
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Sl Explorer

Process & Print/Publish

Since the Process & Print/Publish
command has multiple functions, you
will need to become familiar with it as
you work on your Job, and especially as
you finish your text editing.

You access it from the Sl Explorer:

& ﬁ ‘ - = ‘ E@] e 1
= B e = [l
C“Ck you r J 0 b fo | d er in the -A.val_l_ahlj F:u;ecis |Contents of MYJOB - JUSEIJ FOR CLUICKST-C\R; GUIDE ]
=I- g Jobs Name Title Date Modified =
left pane and use one of the B 00 01 02 UFGS SECTIONTIT.  5/1/06 955 am i
. = T Masters B SUMMARY OF WO...  2A10/06 12:22 pm
fO”OW|ng to Open the &5} :- WFISUFGS SUBMITTAL PROCE... 9/19/05 4:15 pm
H H -1l UFGS SPECIAL PROJECT .. 8/8/08 12:23 pm
Process & Print/Publish SOURCES FORRE. 91905 620 pm
P . SPECIAL NSPECTL..  9M/05 4:22 pm
dlalog box: TEMPORARY ENVL.  3/B/08 12:00 pm
TEMPORARY ENVL.  4/19/06 1:43 pm
. . 41000040  DEMOLTION &/6/06 12:29 pm
— C“Ck the F||e menu and 6 00.00 SELECTFILLAND ... ®/19/05 4:34 pm
. E: ASBESTOS HAZA . 4/19/06 1:43 pm
Choose Process & Prlnt/ E CONCRETE REHABL..  4/13/06 1:48 pm
. E STOPLOGS 36106 11:28 am
Publish. E BENTONTE WATE..  9/28/05 3:40 am
OR E WATER REFELLENTS  4/19/06 1:43 pm
2612 SOILANDAOCK A 4/19/06 1:45 pm
: : ” B 220117 COLD MIXRECYCL.. 4A8/06 1:45 pm L3
Click the Print - B2 234001 STORMDORANAGE  4/19/06 1:44 pm
?:»‘ A5 20 16 58 1 NSIRF GATFS &18/06 1-44 nm :
button on the Toolbar ivios (USED FOR GUICKSTART GUDE S R

— Right-click the Job folder
and choose Process &

Print/Publish from the pop-
up menu.

The Print Processing dialog box has
seven tabbed screens.

Sectionz IRepDrts I Cther Documents I Optiu:unsl Header.l'Fu:therI POFPublish I Wil F'ublishl

If your Job dc_)esn’t contain a cover If you don’t have Adobe Acrobat, you
page, you will not see the Other will not see the PDF/Publish tab, and
Documents tab. you must have Microsoft Word

installed for the Word Publish tab to
be visible.
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Quality Control Tools

Understanding [Reconciliation & Verification [Reports

To make the correct choices in the Print Processing
dialog box, it is important to understand the relationship between
Reconciliation and Verification — think of active versus passive.

e Verification Reports are passive in that they only provide information —
reporting errors and discrepancies that are found. Verification doesn’t do
anything about the problems — you have to fix the errors and resolve the
discrepancies.

« Reconciliation is active because it actually The three types of Reconciliation
does something — it checks and compares, — Reference, Address, and
and then makes changes based on those Submittal — are all slightly
findings. different, and produce different

results. But what they all have in

These two work hand in hand, so it is important | common is that their goal is to
to select Reconciliation to achieve the correct | €liminate the listing of elements

results on the Verification Reports. that are not used in the text of
your Job.

Briefly, here are the changes that the three Reconciliation
functions make. Keep in mind these changes appear in the output
versions of the Sections, not in the original .sec files.

o Reference Reconciliation only makes changes within the
Reference Article of each Section so that it lists only those
References that are actually cited in that Section’s text.

e Address Reconciliation should be used in conjunction with
So what automatic Reference Reconciliation. It only changes the 01 42 00
changes does So_urces for Referen_ce_ Publications Sectlo_n, making it
R iliation unlque_to t.he Job by listing only the Spo.nsorlng

econcl ) Organizations of References actually cited throughout the
produce in the Job.
output files?
e Submittal Reconciliation only changes the 01 33 00

Submittal Procedures Section, making it unique to the Job
by listing only the Submittal Descriptions actually used
throughout the Job.
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Process & Print/Publish

Producing QA Reports

The first thing to remember when using the Reports function is that to get accurate
results, you must process the entire Job as well as using the Reconciliation functions.
Here are the default selections on the Sections and Reports tabs:

Print Processing for Job MYJOB

sections | Reports | Options | HeaderFooter | PDF/Publish | Werd Publish |

Process & Print
-~ Select Sections Printing and RerLmbering i Reconcile
* Al Sections W Print/Process Sections IV Addresses Frocess Ony
= ¥ References
i W Renumber Paragraphs ¥ Submittals Save Settings 1
Division 00: All Division 00 Sections A Cancel
000102 UFGS SECTION TITLE - MAXIMUM 64 CHARACTERS =
Division 01: All Division 07 Sections Hel
011110.0040 SUMMARY OF WORK L
013300 SUBMITTAL PROCEDURES
013513.0040 SPECIAL PROJECT FROCEDURES
014200 SOURCES FOR REFERENCE PUBLICATIONS
014523 SPECIAL INSPECTION FOR SEISMIC-RESISTING SYSTEMS
015713 TEMPORARY ENVIRONMENTAL CONTROLS (GTMO)
0157 19.01 TEMPORARY ENVIRONMENTAL CONTROLS (GTMO)
Division 02: All Division {12 Sections
02 4100.0040 DEMOLITION
026600.00  SELECT FILL AND TOPSOIL FOR LANDFILL COVER
02 8214.0010 ASBESTOS HAZARD CONTROL ACTIVITIES bl

- Printer -
Name:  |[HP Laserlet 4100 Series P5

L] Setup... :

Sections Tab

e All Sections

e Print/Process Sections

e Renumber Paragraphs

e Addresses, References, and
Submittals

Print Processing for Job MYJOB I'XI

Sections  Reports | Options | HeaderFooter | POFfPublsh | Word Pubish |
Process & Print
Proceszz Only
Save Settings
Cancel
Help

Project T able of Contents

¥ Addiess Verification

I~ Include with Scope
¥ Reference Yerification
I Include without Scope

i

¥ Submittal Verfication

¥ Bracket Verification

¥ SectionVerfication = ‘
I Reference Location List

I Submittal List -Section Table of Contents -

™ Submittal Fegister I™ Include vith Scope

I~ Test Requirement List I Include withaut Scope

Selectdll | Unselectl | Bl

Printer
Narme:  [HP Laserlet 4100 Series PS

L] Setup... ;

After you've made these selections, click
the Process Only button to create the
electronic files for your Reports (.rpt) and

processed Sections (.prn).

If you select Process and Print, it will send
your entire Job and the Reports to your printer Help
in addition to creating the electronic files.

[Reports Tab

e Address Verification,
Reference Verification
Submittal Verification,
Bracket Verification, and
Section Verification

Process & Print 1

{ Process Only }_I

Save Settingz

|
Cancel 1
|
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Quality Control Tools

Viewing & Printing [Reports

v,
The Report results _ J You can print any of these reports '
can be found in the [ Processed Fies | from the SI Explorer by selecting the
Processed Files _ ones you want from the right pane and
folder under your Job in the SI clicking Print/Publish.

Explorer’s left pane, with the
contents of the folder displayed in
the right pane with an .RPT

file extension. FE[ ADDRYVER RPT ADDRESS YERIFICATION REPORT
B BRKTVER RPT BRACKET VERIFICATION REPORT
| DUPEREF RPT REFERENCE YERIFICATION REPORT
| REFVER RPT REFEREMCE YERIFICATION REPORT
B SECTVER RPT SECTION YERIFICATION REPORT
| sUBMVER RPT SUBMITTAL VERIFICATION REPORT
B TTLOFFS RPT REFEREMCE TITLE REPORT

The Report files (.rpt) can be opened in the SI Editor just like Section files. When you open
a Report, you'll either see that there were no problems or there will be a list of problems
found. The listed problems are hyperlinked to the Sections where they appear — just
double-click and the Section will open with the cursor placed at the location of the
problem.

Will it affect the results | see on the Reports if | don’t
check the boxes to perform Reconciliation?

Yes, Reconciliation does effect the Report results. That's
why the Reconciliation boxes need to be checked any time
you produce the Verification Reports — and all Sections in
the Job selected for processing — otherwise, you'll see
reported errors that would be taken care of automatically
using the Reconciliation process.

Keep in mind that the changes resulting from Reconciliation

are only seen in the output files (prn, pdf or doc) —
your .sec files remain unchanged.
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Viewing [Report [Results

So now that you've produced the Reports, what do they show you?

In Chapter 6 we’ll show you in more detail how to use the various types of Report results
you may encounter. For now, it's important to learn how the QA process works.

Here’s a sample of the kind of results you might see on a Section Verification Report.
The top portion explains the type of problem, followed by the list and locations. These
are hyperlinked to the Section so that all you have to do is double-click and the Section
will open in the Editor, and locate the cursor at the Subpart with the problem.

In this example, you would need to show the list to your engineer to determine how to
resolve these issues — by either adding the missing Sections that are being referenced,
or by eliminating the references to them.

This report lists all Sections that are referenced in other Sections,but
that are not in the Job or Master.

(2;2?: Double-clicking a Section number will open the Section in the Eﬁitégp
SECTION SUBEART SECTION REFEREHCED
@1 33 00) 1.04 B.2. 23 09 53.00 20

] a]i] 1.04 R.2. 23 09 23.13 20

01 33 00 1.04 R.2. 23 05 93

01 33 00 1.04 R.2. 23 08 01.00 20

01 33 00 1.04 R.2. 26 12 159.10

01 33 00 1.04 R.2. 26 12 19.20

01 33 00 1.04 A.2. 33 71 01

01 33 00 1.04 A.2. 26 11 1&

01 33 00 1.04 A.2. 26 11 13.00 20

01 33 00 1.05 H. 01 78 23

01 33 00 1.09 01 45 00.10 10

01 57 1%9.02 3.03 B.3. 32 9z 19

01 57 1%9.02 3.04 00 73 01

05 21 13 2.03 09 90 00
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Viewing [Report [Results

Here’s another example. This report shows that some of the bracketed choices
have not been selected. In this case, you would locate the error, check your
marked-up printed copy to determine whether your engineer had marked a
selection or entered information. Each set of brackets in the Sections needs to
be replaced with text and the brackets themselves removed before the Job is
complete.

BRACKET VERIFICATION EREPORT

This report lists all brackets remaining in the text.

(FEHT: Double-clicking a Section number will open the Section in the Edit:;?)

SECTIOH SUBPART BRACEETS EXPLANATORY HOTES
1‘!’!;'!!’ 1.02 10
» et 1.03 A 2
01 33 00 1.03 B 2
01 33 00 1.03 C 4
01 33 00 1.04 & 10
01 33 00 1.04 A.1 5
01 33 00 1.04 R.2 38
01 33 00 1.04 A.3 1
01 33 00 1.05 & 20
01 33 00 1.05 C 4
01 33 00 1.05 D 2
01 33 00 1.06 & a8

Always check first to see if a problem is
‘ simply the result of a typo.
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Viewing [Report [Results

When no problems are found — your goal
before the Job is complete — the Reports will
indicate that no errors or discrepancies remain.

ADDEESS VERIFICATION REPORT

Thi=s report lists any Reference Organization that appears in a Section
REeference Article without a corresponding listing in either the Sources for
Eeference Publications Section (01 42 00, 01420, or 01090) or the
Supplemental Reference List.

HINT: Double-clicking a Section number will open the Section in the Editor.

SECTION EEFEREENCE ORGANTZATIOHN

(E;L EEFEEENCE ADDEESSES HALVE BEEN ?ERIFIE%)

Keep in mind that in the case of both Submittals and References, the

listing must be identical — including spaces — in the text, the
corresponding Submittal or Reference Article in the Section, as well as in the
01 33 00 Submittal Procedures Section or the 01 42 00 Sources for Refer-
ence Publications Sections. Otherwise, they will appear on the Reports as
discrepancies.

One major difference is that References are case sensitive, while Submittals
are not.

Chapter 6 has details on fixing the different types of errors
and discrepancies you may encounter on the Reports.
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Other QA Tools

Submittal [Register and Lists

In addition to the Verification
Reports, you can also produce
several lists and the Submittal

Register from the Reports tab in
the Print Processing dialog box.

[Reports Tab

Print Processing for Job MYJOB

Sectons Reports | Options | HeaderiFooter| PDF/Publish | Word Pubiish

Fieports -

S Project Table of Contents
I~ Address Verification

- I Include with Scope
I Reference Verification

Include without 5
[ Submittal Yerification |_ilmclis shtedticns

I Bracket Veiification B (e )

List any unuzed divigians in

I Section Veriization the project table of contents

¥ Fieference Location List
Section Table of Contents

I~ Includs with Scope

W Submittal List

W Submittal Fegister
[ Include without Scope

W Test Requirement List

Combine sections and section

SelectAl | tables of contents

Ureselect Al ]

Frocess & Print
Process Only
Save Settings
Cancel
Help

Printer -

Name:  |HP Laserlet 4100 Series PS

5 ]

After you've made these
selections, click the
Process Only button to
create the electronic files
for your Reports (.rpt)
and processed Sections

(-prn).

If you select Process and Print, it will
send your entire Job and the Reports
to your printer in addition to creating
the electronic files.

Chapter 5

Process & Print

Reference Location List

Itemizes all the References cited in
the text, followed by the Section and
Subpart locations where they are
found.

Submittal List

Itemizes all the Submittal
Descriptions found in the Sections’
Submittal Articles, along with the
Section and Subpart locations in
which they are found.

Submittal Register

Lists the materials, products or items
for each Submittal, as well as the
Section and Subpart locations in
which they are found.

Test Requirements List

Itemizes all the test requirements
cited and includes the Section and
Subpart locations in which they are
found.

|

[ ProcessOnly )

Save Settings

|

Cancel

|

Help

|

v The Submittal Register

can only be viewed as a
Portable Document File
(PDF) or on hard copy.
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Printing Your Job

You've arrived! You've now reached the point where you
want to produce your Job’s edited Sections in their final
format — all the changes, no tags, perfect!

Once again, you'll use the Process and Print/Publish

command on the SI Explorer's File menu or the
corresponding button on the toolbar. This time, you'll make different
selections than you did when you accessed this box to produce the Reports. It's
important to understand how to make the right choices so you can achieve the
exact results you want.

As we mentioned before, the .sec files are your editing copies of the Sections
— they are used to produce your final copy. We've discussed the processing
that occurred as you used the QA tools from the Process & Print/Publish
function. But instead of using the Process Only button as you did before, you'll
now use the Process & Print button.

But before you click that button, you want to make certain that the settings on all
the tabs are correct to produce the Job the way you want. In addition, you may
have been asked to deliver the electronic files in Word or PDF instead of
Specsintact’'s .prn files — the two additional output formats that can be
produced through Specsintact, as long as you have the corresponding software.

So let’s take another look at the multi-function Print & Process/Publish dialog
box.

Sections lRepurts] Other Documents | Options | Header/Footer| PDF/Publish | Word Pubiish |

By this time, you should be familiar with the first two tabs of the Process
& Print/Publish box, but you'll now learn how to use their settings to
produce your Job. In addition, you'll see how the settings on the Other
Documents, Options and Header/Footer tabs are used to determine
what your output files contain. And finally, you'll learn about the settings
you'll use if you choose to Publish your Job in either PDF or Word.
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Process & Print/Publish Settings

Sections & [Reports Screens

On the next few pages, we’ll
show you the settings and
choices you should make to
produce your final, processed
and printed Job.

Sections Tab

e All Sections

e Print/Process Sections
e Renumber Paragraphs
« Reconcile Addresses,

Select Sections
Al Sections

i Some Sections

Sections 1 Reports 1 Other Documents ] Optinns] HeaderfFDuter1 PDF/Publizh ] Word Publish]

If you want to save some but
not all the settings made on the
various screens of this dialog box,
make the ones you want to save
first, click the Save Settings
button, then make the additional
selections that you want to use for
just this printing.

Print Processing for Job MY JOB

Process & Print
Frocess Only
Save Settings

Reconcile-

v Addresses
v References
v Subrittals

Frinting and R enumbering
W Piint/Process Sections

v Renumber Paragraphs

References, Submittals

e Choose Printer from drop-
down list (If you plan to
produce the output files in
Word you can skip this step.)

0133 00

01 4200
014523
015713
01 57 19.01

02 66 00.00

Division 00: All Divisi
0001 02

on 00 Sections
UFGS SECTION TITLE - MAXIMUM &4 CHARACTERS
Division 01: All Division 01 Sections

01 11 10.00 40 SUMMARY OF WORK
SUBMITTAL PROCEDURES
01 3513.00 40 SPECIAL PROJECT PROCEDURES
SOURCES FOR REFERENCE PUBLICATIONS
SPECIAL INSPECTION FOR SEISMIC-RESISTING SYSTEMS
TEMPORARY ENVIRONMENTAL CONTROLS {GTMO)
TEMPORARY ENVIRONMENTAL CONTROLS (GTMO)
Division 02: All Division 02 Sections

02 41 00.00 40 DEMOLITION
SELECT FILL AND TOPSOIL FOR LANDFILL COVER
02 8214.00 10 ASBESTOS HAZARD CONTROL ACTIVITIES

Cancel
Help

>

| £

Printer

I amne:

HF Laserlet 4100 Series PS

ﬂ Setup...

Print Processing for Job MYJOB

Sections  Reports | Other Documents | Options | HeaderfFooter| POFPublish | Word Pubiish |

Feportz -

e Froject Table of Contents
v Address Verification

[~ Include with Scope

¥ Reference Verification
I~ Include without Scope

[T Iriclude divigior 00

V¥ Submittal Verification
IV Bracket Verification

¥ Section Yerification [

™ Reference Location List

I~ Submittal List Section Table of Contents

[~ Submittal Register I™ Include with Scope

I Test Requirement List I Include withaut Scope

Selectal | Unselectal | Rl

Printer
M ame:

HF Lazer)et 4100 Senes PS

&

Frocess & Frint
Process Only
Save Settings
Cancel
Help

;] Setup...

Reports Tab

e Submittal Register, if required

e Any of the Lists requested by your
project engineer

e All Verification Reports (Run again to
double check that all issues have been
resolved.)

e Make Project and Section Table of
Contents selections based on
requirements (Scope is a brief
description).
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Process & Print/Publish Settings

Other Documents & Options Screens

Print Processing for Job MYJOB

Sections | Reports  Other Documents | Options | KeaderfFooter| PDF/Publsh | Word Pubtisn Other Documents Tab
Process & Print R
T Pt o e T il — o If you created a Cover Page to include,
= || e in either .sec or .rtf format, you will see
Prirtt 51 Documents selected below: ave Settings ] .
[~ Omit header and footer for Other Documents & thls tab' If you do nOt have a Cover
_ : _ Cred | Page, this tab is not visible. Check to
T - - e | include the cover with the Job. Covers
can be added using the SI Explorer’s
File menu | Properties | General tab.
~ Printer- |
Name:  |HP Laseret 4100 Series PS | Sefup..
Options Tab

e Section Dates (if required)

e Color (when using a color printer) - Setting also
controls PDF output.

e Units of Measure choose

Print Processing for Job MYJOB

Eng“sh Metric or Both Sections | Reports | Other Documents  Dations | HeagerFooter | BOFPubazh | Word Pubian | - o
T : i ioeess & P
o The starting Page Numbering Shaw Units of Mearure
can be Changed W Section Dates ™ Revizion: i+ Engith plnc,!,,ﬂ,.*J
) 1~ Metic
« Select whether you want each ; :;:* . d’_ e o Sive Sellings
Section to start over with it's IO 8 e e : -
. : Print Range
own numbering. Page Nubering s
i Staiting Paps Wumber: — [1 - Hep |
o Print Range All Pages. rg Page =N il
o Table Borders can be W Flestartfor aach Section
controlled by the Section File o F Use omhan carlol
or by changing the selection to ot > .
Use No Borders or Use Thin [Use borders speciied mSecion fles =] TSR 0T VL
Borders for all Tables.
e The sliding Font Size bar SR
provides better control of the Name:  [VKSCRRTOONGA0T ] Sslup.
Fonts within Formatted Tables

that may result from printer drivers.

75 Specsiniacr 8 Chapter 5




Process & Print/Publish Settings

Header/Footer Screen

Print Processing for Job MYJOB

l-laadqr/FOOtGr Ta b Sections ] Reports ] Other Documents ] Options ~ Header/Footer ] POF/Publish ] Word Pub\ish1
iesder L s Process & Print
* Make any Changes to Head erS Or I First Header Line: Start at line numbet: }T m Process Only
Footers (see tips below). The defaults |  jEmmwmEm aibls e |
reflect the standard requirements for Second HeadsiLin: febar —
rinti Job | oty Bl | e |
p n Ing a Job. {contract}
{statuz} Help

Footer {mmdddayy) ¥

B Start at line number: ]-EE Cireht N ariable:

]ISECTIDN {section} Page {page}l
Second Footer Line: Add Yariable 1
] Remove Yariable

R —

PFrinter
Pipe (]) symbols control the Name:  [HP Lasenlet 4100 Series PS = =
horizontal position of the text in the

header and footer lines. The pipe
symbols are inserted by using the

Shift and \ (backslash) key. Here J
are the formatting rules: When seting headers and
e To center, place text between footers, here are two tips to help
two pipes: [this text will be you with formatting:
centered| ] N
o The vertical position can be
e To align left, use no pipes: changed by entering a different
this text will align left number in the Start at Line
Number box (header default is
e To align right, place two pipes 4; footer default is 62).

to the right of the text: ||this

text will align right e Change the first line or add a

second line for either header or
e To align both right and left, footer by using the Variables
place two pipes dividing the _ box.
text: this text will align

. | N
left|[this text will align right S0 justwhatis a Variable?

Think of it as a place holder. It
represents the information that will
be placed on each page in the
location indicated.

e To center and align both
right and left, use pipes to
divide: this text will align
left|this text will center|this
text will align right
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Process & Print/Publish Settings

PDF Publish & Word Publish Screens

Creating PDF or Word files is called Publishing since it produces electronic files
that can later be printed on paper through the Sl Explorer. Once published, they
can be found in PDF and Word folders under the Job in the Explorer’s left pane.

PDF Publlsh Tab Print Processing for Job MYJOB [ZI
Sections | Reports | Other Documents | Options| HeaderfFooter PDF/Publish | Word Pubish | i
. If PDF output files are required, select |  eorouumn: e bR |
H H . I Save copies to sub folder e Process Onl
the desired settings. The electronic R : Doy |
i . L X stain existing iles unless replaced with newer versions Bave Settings
files produced will be visible in the left ™ Boskmark Sactions =
ection number to Section bookmarl Cancel
pane Of the SI Explorer under the JOb ; ::: zectlon num:jer to zectlon fabl:of c:kontents bookmark
. . Hel
In a P D F FI I eS fOIde r. You r Ad O b e [ iCombine processed Sections into one PDOF documen t [publish pdff 2
" Include Project table of contents in combined PDF docurment
AC ro b at S()-ftware Shou Id be Chose n " Create a se::ualale PDF file for the Project table of contents
from the Printer drop-down box
(names will vary by Adobe version).
Frinter
Namla: ]Adghg PDF ;1 Setup...

Using the PDF Publish : : )
feature to Combine 1 From the Print Processing dialog box, select the Reports tab.

Processed Files Into | 2 Under the Project Table of Contents section, select Include
One document is a without Scope.

good idea.
3 Under the Section Table of Contents section, select Include

without Scope.

4 On the PDF Publish tab, select Bookmarks and choose one or both
options below:

e Add Section number to Section bookmark

« Add Section Number to Section table of contents bookmark

5. Select Combine Processed Files Into One Document
(publish.pdf).

6. Choose Include Project Table of Contents in Combined PDF
Document.

7. Select Process & Publish.
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Process & Print/Publish Settings

PDF Publish & Word Publish Screens

Word Publish Tab

If Word output files are required,
select the desired settings. The
electronic files produced will be visible
in the left pane of the SI Explorer
under the Job in a Word Files folder.
When Word is selected for output, the
Printer box is no longer visible.

1y
Only Section files can
be published in Word,

not the Tables of

Contents or Reports.

Print Processing for Job MYJOB

Sections | Reports | Other Documents | Options | Header/Footer | PDFPublish  Word Publish |
Frocess & Publish |

Frocess Only |
[~ Combine all MS *#ord converted sections into one document [JF. DOCE Save Seftings |
— Corwersion Progre: Cancel |
Checked files have already been converted.

Help |

- Miciosaft

Printer

(Name: IAdUbe PDF ;I Setup... | ‘

After you've made all
your selections, click
the Process and Print
button. If your choice of
I output format is PDF or

Word, then the button
I will say Process and
] Publish, indicating that
|

{ Procesz & Publish )I v

Proceszs Only

Save Settings

the files produced will be electronic
and not printed on paper.

Canicel

Help

|available Projects

[ Processed Files

[ POF Files
- [l Word Files

o
[ TEMP
- [l UFGSTEST
= ligg Masters

+ il WFIsSUFGS
+ -l UFGS
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Printing PDF and Word Output Files

=

'-1-1-- 'IR
%% H‘%
hem R
S If you use the Publish
[_ function to produce either
PDF or Word electronic
files, you may want to print
a hard copy. You can do
this from the SI Explorer — either for
all the Sections that you have in the
output folder or for selected Sections.

1 Click the output folder
in the left pane (PDF
Files or Word Files) to
display its contents in

Specsintact - MYJOB

m

=iy

Ve

File (Sections) Process View Tools Setup Help

7|5 @

you find additional
changes you need to make,
you can rerun the Process &
Print function again — just
keep in mind that the previous
output files processed
Sections (.prn), PDF (.pdf),
and Word (.doc) — will be
replaced by the new ones (the
exception is if you chose the
option to retain previous files
on the PDF screen).

the right pane.

vaiable Projects [Contents of WMYJOB: POF Files'
2 Click anywhere in the = T Jobs Name [T
riaht pane. then click ~ =0mmvios _ #0111 100040, pdf  *SUMMARY OF WORK
gntp 20 ' ' Erocessed Files 0282 140010pdf  *ASBESTOS HAZARD CONTROL ACTIVEN
the Sections menu : ' ? 03 01 30.71.pdf *CONCRETE REHABILITATION®
4 FE| 05 50 00.00.pdf *STOPLOGS®
and choose the Select = "f' EES::;::UFGS Bori7 uu.un.Em “BENTONITE WATERPROOFING®
All command. You can & i uras B puBLSH pdr
also choose only < g >

MYJOB | USED FOR QUICKSTART GUIDE

selected Sections from

|6 Files [ ensE0

the right pane if you

don’t want to print them Specsintack oMY IOB

File (Sections) Process View Tools Setup Help

all. =
= p | ,»k,}"f
3 Click the Print | ﬁ‘ Iy = ‘ E@l <
button to Send = e iCDntents of 'MYJOB: er]rd Files'

. —iimy JobE Name Title s
the files to your ~ =immvios _ 2 00 01 02.doc +IFGS SECTION TITLE - MAXMUM 640y,
default printer. [ Processed Fies #0111 1000 40.doc  *SUMMARY OF WORK? E

<L 01 23 00.doc *SUBMITTAL PROCEDURES*®
& #0135 13.00 40.doc  *SPECIAL PROJECT PROCEDURES®
You can also print the MFSSUFGS ¥ 01 42 00.doc *SOURCES FOR REFERENCE PUBLICATI
. . i FE| 01 4523 doc *SPECIAL INSPECTION FOR SEISMIC-RE
+ il UFGS e
Processed FI|€S (prn) n H . '?I.M 57 A3doc STEMPORARY Fin ]
the same way. WYI0B_ [ USED FOR QUICKSTART GUDE 12 Fiks 615200

|

If you edit your Word
output files, these changes

will not be reflected in your
source .sec files, so if you
subsequently generate new
Word output files, your
changes will be lost.

Chapter 5




upport robLeMS NCOUNtered

“Help! | changed my headers and footers, but when |

went back to Print & Process again, the changes were gone!
What happened? Do | have to reset the headers and footers
every time | process?”

Karen in Kansas City

No, you just needed to save those settings to make them your
new defaults. If you open the Process & Print/Publish dialog box
and go to the Header/Footer tab, you can make any changes you
want, and then click the Save Settings button on the right. Keep
in mind that doing this will also save any other changes you've
made since you opened the dialog box, and they will become the
new defaults. It's a good idea to make changes you want to keep
first, click the Save Settings button, and then continue to make
one-time changes you don’t want to save as your defaults.

By now, you have been through all the
major features of Specsintact that you
need to use to produce your Job
successfully.

As with all software, there are many
factors that can affect how you need to
adapt as you work. In Chapter 6, we’ll give you
some additional tips and cover just a few of the
extra features found in Specsintact that can help
you use it to it’s full potential and yours!
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What you learned from this chapter:

+ There are a variety of Quality Assurance tools to assist you by
checking the various elements of your Job. They are accessed
through the Process & Print/Publish function.

+ Reconciliation actually makes changes within the Job, while
Verification only locates errors and discrepancies that need to be
resolved and displays them on Reports.

+ By viewing the results of the Reports, you identify the errors and
discrepancies found, and hyperlink to their locations so that you
can resolve them by first checking for typos, then consulting with
your engineer if the issue involves technical content.

+ Reports should be rerun until all problems have been eliminated.

+ Additional lists and the Submittal Register can also be produced
through the Process & Print/Publish function.

+ Specsintact has a Backup feature that lets you make an archive
copy of your entire Job.

+ If you are require to use Revisions, you need to execute them
prior to the final processing of your Job. It's recommended that
you backup your Job before executing Revisions, since
those changes will become permanent. /ﬁg\:‘\

+ After all the Reports are clean, you use the Process & Print/ { <o
Publish function to produce your Job in the desired output - /
format.

VAV Ve VE VA NVE VA VA VA VA VAN

As always, if you have questions or encounter
problems, we provide live tech support
Monday - Friday, 12:00 p.m. - 4:30 p.m. (ET).

The support email is KSC-Specsintact@nasa.gov. You
can reach them by phone at 321-867-8800, or fax at
321-867-1444.
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napter 6

~
F o .
Tips {Tools

In this chapter you'll Iearn:

How to use other handy tools that come with Specsintact.

Tips, shortcuts and editing techniques to make your work easier.
Proper use of symbols and capitalization.

How to fix errors and discrepancies that appear on QA Reports.
What information the Lists can provide.

How to restore a Job from an archived backup copy.

How to use a checklist to make sure you're ready to deliver the
final Job.

* & & 6 o o o

n this chapter, we’ll present some v . :
l additional tips and tools that may As you contlnu’e to work in

help you more effectively produce Specsintact, you'll find which
a finished Job. As we said in the methods work best for you. As
introduction, this QuickStart Guide is with most software, there are
not intended to cover every aspect of several ways to access functions
using the software. You should use it and perform tasks. With a little
in conjunction with the other user tools experience, you'll discover how to
provided with Specslintact and on our streamline your work process.
web site.

Some of the pages in this chapter are
designed to be printed as quick
reference charts that you can keep at
your desk as you work. There are also
pages dedicated to helping you fix the
errors and discrepancies found on
each of the QA Reports.
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More S| Tools

Customizing Your View

Here are a few changes you can make to
adapt what you see on your screen in
the Sl Explorer:

Column Headers — by using the
View menu, you can change the
information that appears in the right
pane of the SI Explorer by either

adding or removing Column Headers.

(See caution below)

Setup menu | Options | General tab
— allows you to adjust settings that
control various functions, as well as
resetting some defaults.

Colors — You can change the color
of the Job, Master and file icons by
right-clicking on them and choosing
the icon color option from the right-
click menu.

In addition to the features we’ve covered in
the previous chapters, Specsintact has
some other handy tools you can choose to
use along the way.

Keeping Track
Here are tools you might find useful
in tracking some of the information
about your Job:

e The Job Properties box —
accessed from File menu |
Properties or toolbar button —
has four additional tabs for
tracking information. The
Schedule screen lets
you keep track of review
status, dates and hours
expended. The Specifiers
screen lets you assign different
engineers to specific Divisions.
The Options screen lets you
choose the Units of Measure,
Use Revisions (default setting),
the MasterFormat Version and
now lets you choose the
Automatic Paragraph
Numbering, Numeric or
Alphanumeric. The Comments
screen allows free-form entry
that adds an automatic date/time
stamp to each. The Properties
box also has a Print button in
the lower left so that you can
produce a printed copy of this

' | information.

Choosing to display some of the column e You can use Setup | Options |
Specifiers tab to make a
reusable list of Specifiers that
will be available from the

headers — particularly the Section Date
and Preparing Activity — may slow down
the speed with which the Sections display
in the SI Explorer. This is especially true drop-down boxes on the
with large Masters or if there’s a large Specifiers screen mentioned
number of Jobs. above.
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More S| Tools

Emailing Files

It's always a good idea to make a
backup of your Job files daily, and
its a good way to archive a
finished Job. But this same function
also provides a method for
emailing your entire Job in the .zip
file format. The Backup/Restore/
Manage box can be accessed from
the S| Explorer's File menu. You
must first make the backup copy of
the Job, then select it for emailing.

Due to file blocking at NASA, the
Technical Support Staff cannot
receive .zip files. If you need to
send a Job to S| Tech Support for
problem resolution, contact them
at (321) 867-8800 for instruction.

To email Section files, select
them in the SI Explorer’s right
pane and choose the
Sections menu | Email
command. With this function, they
are sent uncompressed in the .sec
format.

Chapter 6

Templates

You'll see two different types of
templates used in Specsintact.
You can access both from the
S| Explorer’s Tools menu.

Section Templates —
Outlines used as guidelines
for creating new Sections.
The option to create Section
templates on the Tools Menu
should be used to create
unique Section outlines, not
new Sections. New Sections
can be created from Add
Sections dialog box.

Sl Document Templates —
Blank document which may
be used to create a cover
sheet, project information
sheet, sign-off sheet, or
other unique documents to
be used with specifications.




SI Tips

Menus

S| Editor Format Menu

Keep in mind that in the SI Explorer, Formatting _commands you can access
the File menu commands are for Job or from the Editor's Format menu are:
Master level actions, while the Sections
menu commands pertain to individual or Font
groups of Sections. = Margins

Change Case
Toggle Indentation
Indentation Amount

You should use Font and Margins
changes with caution since these are
global settings that will affect every Job
and Master you have as well as the Re-
ports. Check the Help topics for these
commands to learn more before deciding
whether to make changes to the defaults.

S| Explorer Help Menu
From the Help menu you can access the
following:

e On-Screen Help — Features an
Explorer view that displays topics in the
right pane and a table of contents in the
left pane, as well as offering search
capabilities.

e S| Web Site —Link directly to the
Specsintact web site resources to
download software and Masters, view
the Knowledge Base, and keep up on
new developments regarding the
software.

e Sl Web Help Center — Link directly to
the Specsintact web site for resources
to assist both novice and proficient
users. Here you can discover the
Installation Guide, QuickStart Guides,
QuickTours, Knowledge Base, Online
Help and Support.

e About Specsintact — Allows you to
check the Slversion number you are
using, and documents where
Specsintact is installed on your system
(both important when contacting tech
support for assistance).

5 Specsinee Chaptar 6

U Don't forget that you can customize
the Editor’'s Tags Bar to display only the
tag buttons you use frequently. Use the
down arrow button at the right end
of the Tags Bar to add or remove
buttons from the display.

-

Remember that the

right-click menus change
depending on the actions
available in any given situation.
If there is something you are
trying to do, and you don’t know
how to perform the action, try
right-clicking to see if there is a
menu option for it.




SI Tips

S| Tag Character Limitations
Certain tags within Specsintact have char-
acter limitations you should be aware of.

Section Title

120 Characters Reference Organization

Section Number 511 Characters

6 Characters

(MasterFormat 1995) Reference ldentifier

30 Characters

14 Characters

(MasterFormat 2010) FEIETEMEE Ve

300 Characters

Date

5 Characters Section Reference

6 Characters

Article Titles (MasterFormat 1995)

71 Characters 14 Characters

Paragraph Titles (MasterFormat 2010)

68 Characters

Table Tips

e Formatting tags that you can use inside a table are those for underline, italics and bold.
Use the Table Menu to Justify (Left, Center, Right) the text rather than using tags, this will
make table editing less complicated.

e Apply additional tagging for References and Submittals, etc after all the information has been
entered into the table.
A table can be located inside a Note. Do not place <NPR> tags around a table within a Note.

e When using measurements in a table, the preferred method is to duplicate the formatting and
make a separate table for each measurement (English and Metric). Check for formatting by
turning off the tags for each type of measurement separately to ensure clean formatting for
both.

e When using Revisions to markup a table consider duplicating the table first, edit the added Table
then completely delete the existing table so it will be surrounded by the <DEL > tags.
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Shortcuts Sl Editor Keyboard Shortcuts

Ctrl + Key
Delete Ctrl + D
Copy Ctrl+ C
Copy without Tags Ctrl + E
Find Ctrl + F
Replace Ctrl + H
Find Tags Ctrl + 1
Remove Tags Ctrl + M
Toggle Indentation Ctrl + N
Open Ctrl + O
Print Draft Ctrl + P
Save Ctrl + S
S| Explorer Keyboard Shortcuts Paste Ctrl + V
Cut Ctrl + X
Ctrl + Key Redo Ctrl +Y
New Job Ctrl +J Undo Ctrl + Z
New Master Ctrl + M Page Break Ctrl + Enter
Add Sections Ctrl + A
Process & Print Ctrl+ P Function Keys
Edit Ctrl + E Help F1
Search & Replace Ctrl + F Next F3
Insert Tags F4
Function Keys Spell Check F7
Screen Refresh F5
Options F2 Shift + Function Keys
Help F1 Revisions On/Off Shift + F8
Delete Delete key To toggle the following screen
elements on or off:
Alt + Key
Tags Alt + S
Notes Alt + N
.- Revisions Alt + R
S| Editor Keyboard Shortcuts English Units Alt + G
Metric Units Alt + M
Deleting Tagged Elements Shift + Delete  Both English/Metric  Alt + B
Marks Alt + A
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E€diting Techniques

Selecting and Deleting

On the next few pages, you will discover various techniques that can be used to select tagged
elements and text. Combining these techniques will help you become a proficient editor. So let's get
started!

Keystrokes for Selecting Text
e Shft + Right or Left arrow — selects one character at a time.
e Shft + Ctrl + Right or Left arrow — selects one word at a time.
e Shft + End — selects from cursor to end of a line.
e Shft + Home — selects from cursor to beginning of a line.
e Shft + Down or Up arrow — selects one line at a time in the applicable direction.
e Shft + PgDn or PgUp — selects a page at a time in the applicable direction.
e Shft + Ctrl + Home — selects from cursor to the beginning of the Section.

e Shft + Ctrl + End — selects from cursor to the end of the Section.

You can delete tagged text using the Shift and Delete keys.

The Shift and Delete key combination can be used to delete an entire tagged element
(including any other tagged elements nested within the selected tags). To use this function,
the Editor must be in the View Tags mode. Position the cursor immediately to the left of the
beginning tag of the element you want to delete, hold the Shift key and press the Delete key.
The beginning and ending tags will be deleted, along with everything in
between. Although this shortcut can delete any tagged item, it is best used
for deleting entire Subparts!

For example, to delete a Subpart:

r Place Cursor Here

</5PT =1.04 L.>kSPT =1.04 E.>E. <ITL>5torage</TTL>

<TXT>Inspect materials delivered to the =zite for damage; unload and
store out of weather in manufacturer's original packaging. Store
only in dry locations, not subject to open flames or sparks, and
easily accessible for inspection and handling.</TXT>

</5PT =1.04 B.>»</5PT =1.04><5PT =1.05>1.05 <TTL>5AFETY PRECAUTIONS</TTL>
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Editing Techniques for [Revisions

Double-click Method to Select Text

In this Section you will learn when to use the double-click method to remove
text versus when to highlight to remove text. The double-click method is
preferred when you need to remove an entire Subpart level but for all other
instances you must learn how to highlight properly. This will show you how
to avoid tagging issues and leaving hard returns and spaces throughout
your document. So let's get started! Keep in mind, these examples can
also be used whether you are using Revisions or not, but is the preferred
method for editing with Revisions!

In order to remove an entire Subpart, place the cursor
on a word within the Subpart Title and Double-click .

</SPT =2.02 I.»<SPT =2.02 J.»J. <TTL:PERpE</TIL>
<IXT>Provide clipa or locops for [ucility ayatems] [and] [suspended
ceilinga] of one or more of the following types:</TATI>»
<LEST INDENT==0.33>a. Lip tabs or integral tabs where noncellular decking or flat

pFlate of cellular section 18<ENG> 0.0474 inch</ENG> thick or more, and a
atructural concrece fill is used over deck.</LST>

<L5T IMDENT==0.33»b. 5lots or holes punched in decking for installacion of
pigtails.</LST>

<L5T IMDENT==0.33>c. Tabs driven from top side of decking and arranged 3o as not
o plerce electrical cells.</L5T>

<L5T IMDENT==0.33>d. Decking manufacturer's sctandard as approved by the
Contracting Officer.</L5T>

</SFT =2.02 J.»<5FT =2.02 K.>»EK. <ITL>5hear Connectors</TIL>»

Double-clicking again within the Title will expand
the selected region to include the immediate
surrounding text and pair of tags.

<f3PFT =2.02 I.>»<5PT =2.02 J.>J.

<TXTI>Pravide clipa or loops for [utility systems] [and] [zuspended

ceilings] of one or more of the following types:</TXI>

<L5T INDENT=-0.33>»a. Lip tabs or integral tabs where noncellular decking or flat
plate of cellular section 1s<ENG> 0.0474 inch</ENG> cthick or more, and a

scructural concrece £ill is used over deck.</L3T>

<L3T IMDENTI=-0.33»b. 5laca or holes punched in decking for inscallation of
plgrails.</L5T>

<L3T INDENT=-0.33>c. Taba driven from cop 2ide of deckingy and arranged 2o as not
Lo pilerce electrical cells.</L3T>

<L3T INDENT=-0.33>d. Decking manufacturer's scandard as approved by the
Contracting Officer.«</L3T>

<fSFT =2.02 J.»<5FT =2.02 EH.>K. <ITL>Shear Connectors</TIIL>
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E€diting Techniques for [Revisions

Double-click Method to Select Text

Double-clicking one more time will expand the
selected region to include entire subpart.

LTTL>Hanger</ TTL>

1] tems] [and] [suspended

he following Cypez:i</f

llunlar decking or flat

ck or more, and a
for installation of
rom top side of decking and arranged 5o as not

g manufacturer's standard as approved by the

If needed, you can continue to
use this method until you have
multiple SUb.partS selected or with the double-clicking method,
even the entire Part (bu_t you you may want to try out the
cannot select an entire Section by Shift and Delete shortcut for
this method). Now that you have removing entire subparts!
learned to remove subparts, let's .

move onto learning how to WI H
properly remove other areas - ’
throughout your specification.

J Once you become comfortable

While using Revisions, the most

efficient way to remove key ¥ The best way to remove only the

elements such as TXT, LST, and Tag, not the text, without having to

ITM tags, (including indents), is by turn Revisions off is to use the

using the mouse to highlight these ﬁ?yboafd shortcbuttCtrI + I\t/lh or F;'ace
. . e cursor etween e ags

areas.l By Iea(ﬂ|ng to CIIO this  SUB></SUB>), right-click and

correctly you will avoid leaving choose Remove Tags.

unnecessary spaces between

words and throughout the

specification.



E€diting Techniques for [Revisions

Highlight to Select Text

Keep in mind that
these techniques can
be used whether you

In this example, we will be removing the edit with or without
Submittal Item “Fabrication Drawings”. Revisions!

3 &ﬁfﬁ,’

<L3T><5UBE>50-02 Shop Drawings</SUB></L5T>

START HERE
"N T ——— Drawings</SUB»></ITM>

«ITM>«<5UB>Metal Floor Deck Units</SUB></ITH:

“oEL- T Sllm b gat s ar Do angd corme ST AT
LT < ITH>«5UE8>Metal Floor Deck Units</SUB></ITM>

«ITH><53UB>Cant Strips«</S5US>«/ITM:>

&ﬁlﬂféf with 7&;«? & Bowisions fHiddon:

«L3T><3UB>5D-02 Shop Drawings</S5UB></L5T>

,’,ﬂfulclrﬂbcsuabﬂetal Floor Deck Tnits</5UB></ITH>

Ne éiﬁﬁﬂ:$hme Where Fabrication ﬂbwrﬁyf Wag Deloted/
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Editing Techniques for [Aevisions

Sclecting Text

With this example, we will be removing the last TXT paragraph
within a subpart.  This highlighting technique will be the same
regardless of the last element within the subpart.

5 g-fﬂf‘ﬂf
</SPT

5 =2.02 E.>»5FT =2.02 F.>F. <ITL>Cover Flates</TTL>
<IXI>5heet metal to cleose panel edge and end conditions, and where
panels change dire er butt. PFeolyethylene-coated,
self-adhesive,<ENG> 2 inch</ENG> wide joint tepe may be prowvided in liecu of

STARTHERE _cver plases on flas-surfaced decking buts Joints.</THT»

EMD HERE

</SFT =2.02 F.»<8FT =2.02 G.»G. <ITL>Roof Sump Pans</TTL>
After:
Ld
<f5PT =2.02 E.»<5PT =2.02 F.>F. <TTL>Cover Plates</TIL>

<THT>Shest matal to close pans]l &dge and end condicions, and whers

panels change direction or butt. Polyethylense-coated,
sl f-adhesive, <ENG> 2 inch</ENG> wide joinc capse may be prowvided in lieu aof
SoOver Fl&t&S on flat-surfaced f.EC'-.ICJ.:‘.g BUTE _"E:f‘.';.-].{_-"::’.':}
CDEL£T¥TaFabricate covar Dlabed Lo aburtring [iloor deck obdhCa Loon Che
apecilied ALEUCTULal=0Uad it sleel  abeela Rl ieas— Lhah— ok bed
Cidck— e lore  ad VW aihd -2 i Fi FEC S Bl — e AR S Bl — Wb e SOMeE Bhalaa— ahd
LGEN- Lo MATCH- Tive CONLoUE - ol Tive [iQor Jecd uhite.< TAT>
ki< fSPT =2.02 F.><5PT =2.02 G.>GE. <ITL>Roof Sump Pans</TIL>

Cover Plates

&nﬁé with Ey\f & Fevicione Hidden:

Sheet metal to close panel edge and end conditionsa, and where

J'i: El'rfﬂ tf:ﬂﬂ& panels change direction or buct. FPolyethylene-coated,
- joint tape may be provided in lieu of

self-adhesive, 2 1 1 jointg
\ cover plates on flat=-surfaced decking butt jointa.

G. Roof Sump Fans
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Fixing QA [Report Errors and Discrepancies

Print Processing for Job MYJOB [g|

USing the Reports to Sections  Reports | Options | HeaderFooter | PDFPublish | Word Publisn |
identify, find, and fix T _ Prosess & it
problems in your Job is 19 ks Veosion e Tebe Gt =
key to producing final Mo fefesn I ok it e _ Sseseus |
specifications that are I i tiedion I rchde i S
accurate and complete. Ko P e pie e
In the next few pages, o S
we’'ll illustrate some of I Submital Register ™ Include with Seose
the errors and discrepancies you may find| [ TetReiennti =
and tell you how to resolve them. _Soleetdll | Unsesta| |7
' | - HP Laserlet 4100 5ais P35 D
Don't forget, the keys to getting
@ accuraie Report results are:
Sections | Reports | Options| HeaderiFooter | PDFiPublish | Word Puslish |
e Make sure your Job contains SeknSeson “Frinting and Renumbering “Reconcie RIS
both the 01 33 00 Submittal EEEED, | || rreessecios ||| (7 280 )| | Pomiw |
Procedures Section and the ¥ Renumber Paragraphs ¥ Submitals AT 1
01 42 00 Sources for Reference DT\ESDTE{E% A DTVTS‘LTFnGGSIE}SSEg';'DICn)SNTITLE-MAXIMUM 64 CHARACTERS Al Caned |
Publications Section. D'Ej‘”;”;{i‘g_éﬂEﬁ”‘s§°ﬂ”§&l§r§§:§mgum b
e Process all Sections, not just 013208 S0URCES FOR REFERENCE PUBLICATIONS
some Sections DIS71s  TEHPORARY ENVIRONMENTAL CONTROLE (GTHO)
e Choose all three Reconcile il Sl
e D afr 02650000 SEIEET FILL AND TOPSOIL FOR LANDFILL COVER
(Ad dress ) Referen ce, and 0282140010 ASBESTOS HAZARD CONTROL ACTIVITIES v
Submittals) checkboxes from Piler
the Print Pr())cessing Sections Hee [HPLosoust 400 SotesPS i
tab.

After processing, the Reports reside in your Job’s Processed
Files folder. Click this folder in the SI Explorer’s left pane to display
it's files in the right pane. The Reports will have a file extension .RPT
and a red icon. Double-click to open a Report in the S| Editor.

Three helpful hints that apply to resolving problems on any of the Reports:

1 Always check first to see if the problem is the result of a typographical error. q

2 Display the Marks to check spacing — each space will be represented by one dot ol
on the screen. Show Marks using the command on the Editor’'s View menu or the
corresponding button on the toolbar.

3 Double-click any Section number within a Report to open that Section in the Editor. Your
cursor will be placed at the Subpart containing the problem. Tags are automatically hidden
when you use this hyperlinking from the Reports, but before making any changes, display
the tags on your screen to ensure accuracy.
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Fixing QA [Report Errors and Discrepancies

Address Verification Report

The Address Verification Report
(ADDRVER.RPT) lists Reference
Organizations that appear in any Section’s
Reference Article without a corresponding
listing in either the 01 42 00 Sources for Refer-
ence Publications Section or the

'_
Remember: If you don’t
have the 01 42 00

Section as part of your
Job you can’t use this

Supplemental Reference List (SRL).

report.

Address Verification:

e Verifies that all Sponsoring Organizations with References cited in the processed
Sections' text appear in the Job's 01 42 00 Section.

e Generates a list of Sponsoring Organizations used in any Section’s Reference
Article but not found in the Job's 01 42 00 Section.

Example of Address Verification Results:

Resolving Discrepancies

If the 01 42 00 Section of the Job
already lists the Reference’s
Sponsoring Organization:

1 Add the Sponsoring
Organization name,
acronym, Reference
Identifier and Reference
Title (with all corresponding
tags) to the Section’s
Reference Article.

2 Verify that the information that
you added to the Section’s
Reference Article is identical
— including text, spaces, and
capitalization — to the one
found in the 01 42 00 Section.

Chapter 6

SECTION REFERENCE ORGANIZATION

06 20 00 DIESEL ENGINE MANUFACTURERS ASSOCIATION (DEMA)

If the 01 42 00 Section of the Job doesn't list the
Reference’s Sponsoring Organization:

1

Add the Sponsoring Organization name,
acronym, Reference Identifier and
Reference Title (with all corresponding tags)
to the Section’s Reference Article.

Right-click on the Reference Identifier you just
added, and choose Check References from
the pop-up menu.

Click Yes when prompted to automatically add
the Reference to your Supplemental
Reference List (which will open so that you
can confirm the addition).

Open your Job’s 01 42 00 Section and add the
Sponsoring Organization name, acronym,
address, phone/fax numbers, email address
and web address (with all corresponding tags)
making certain that text, spaces and
capitalization are identical to the listing you
added to the Reference Article.




Fixing QA [Report Errors and Discrepancies

Reference Verification Report

The Reference Verification Report actually produces three separate listings: Duplicate
References (DUPEREF.RPT), Reference Title Discrepancies (TTLDIFFS.RPT), and
References Verification (REFVER.RPT).

Reference Verification:

e Compares the References in each Section’s text with those in its Reference
Article and in the Supplemental Reference List (SRL).

¢ |dentifies discrepancies by producing three separate reports that list duplicate
References, conflicting Titles, and unresolved References.

Duplicate References Example of Duplicate Reference Results:

The DUPEREF.RPT lists of |SECTION REFERENCE
all the References that are
found in the Reference
Articles and duplicated in the | avErICAN NATIONAL STANDARDS INSTITUTE (ANSI)
Supplemental Reference
List. The Reference |ANSI B16.11 1980 Forged Steel Fittings, Socket-Welding and
Descriptions listed on the |Threaded

report are from the
Supplemental Reference
List. ASTM C29 1978 Unit Weight and Foids Aggregate

33 32 16.13 ANST Bl16.11

02 41 00 ASTM C29

==<=s  Resolving Duplicate

Check References in the Sections' Reference Articles against those in the

Supplemental Reference List (SRL).

e |f the duplicates are identical in both locations (exactly the same text, spacing
and capitalization) then remove the duplicate from the SRL.

If the duplicates have differences in the titles or dates, your engineer should review

the publications to determine which is applicable to the Section:

e |f the SRL contains the correct Reference, edit the Section’s Reference Article
to correct it, then remove the duplicate from the SRL.

e If the Section’s Reference Article contains the correct Reference, remove the
duplicate from the SRL.

After all corrections are made, run Reference Reconciliation again.
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Fixing QA [Report Errors and Discrepancies

Reference Verification [Report

Reference Title Discrepancies

The TTLDIFFS.RPT lists Reference Identifiers with conflicting Reference Titles in two or more
Section Reference Articles.

Example of Reference Title Discrepancies Results:

SECTION REFERENCE REFERENCE TITLE

5]
o
]
=]
i
=]

HEMR TC 2 (1583) Electrical Flastic Tubing
(EPT) and Conduit

26 27 29 NEMA TC 2 (1963) Electrical Plastic Tubing
(EFT) and Conduit (EPC-40 and
EPC-80)

Resolving Reference Title Discrepancies

e Compare Titles and determine which is correct for the publication. If
publication dates differ, the engineer should review the publication to
determine which applies to the Section.

e Edit the listed Sections’ Reference Articles so that they all reflect the
correct Title and date for the publication.

Unresolved References

The REFVER.RPT lists References that
appear in any Section’s text but not in either
the Section’s Reference
Article or the Supplemental
Reference List.

Example of Unresolved References

SECTION SUBFPART EEFERENCE

33 11 04 2.01 A.1. AWWR Cl10/R21.10

Correcting Unresolved References

e Add the Reference and Reference Title (which includes the Publication
date) to either the Section’s Reference Article or Supplemental Reference
(SRL).

e If you made your changes in the SRL, then run Reference Reconciliation
again to automatically insert them in the Reference Articles.
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Fixing QA [Report Errors and Discrepancies

Submittal Verification Report

The Submittal Verification Report (SUBMVER.RPT)
is used to report problems that result from the
improper use of Submittals. This report is divided into
two sections, the first section of this report lists
Sections that do not cite Submittal Items in both the
Submittal Article and elsewhere in the text, that cite
invalid Classifications, or that contain Submittal
Descriptions or Classifications outside the Submittal
Article.

4 Remember: If you

don't have the
01 33 00 Section as
part of your Job you
can't use this
report.

The second section of the report lists Submittal
Descriptions in the Submittal Procedures Section 01
33 00, or that are missing from it.

Submittal Verification:

e Checks that all Submittal ltems appear both in the Sections’
Submittal Article and also in the Sections’ text.

e Generates a list of Submittal ltems missing from either location.
See Example A.

e Checks that all Submittal Descriptions used in the Sections’
Submittal Articles are also listed in the Job’s 01 33 00 Section.

e Generates a list of Submittal Descriptions missing from the
01 33 00 Section.
See Example B.

Example A of Submittal Verification Results:

SECTION SUBPART SUBMITTAL DISCREPANCY
05 12 00 2.04 SHOP PRIMER
was not found in cthe Submitcal Article.
05 12 00 1.03 Class B coating
was not found oucside che Submitcal Article.
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Fixing QA [Report Errors and Discrepancies

Submittal Verification Report

Correcting Submittal Verification Discrepancies

e |f a Submittal Item appears under an SD number within the Submittal Article but
nowhere in the Section text, either add the Submittal Item at the appropriate point in the
text, or delete it from the Submittal Article.

e [f a Submittal Item is located within the text but not in the Submittal Article consult your
engineer to determine which one of the following methods of correction is appropriate:
Insert it in the Submittal Article below the correct SD number.
Remove the <SUB> tag surrounding the Item within the text.
Delete both the Item and <SUB> tag from the text.

e Submittal Descriptions (SDs) and Classifications (G for Government Approved) can only
appear in the Submittal Article. Any citations of these in the text (outside the Submittal
Article) must be deleted.

Example B of Submittal Verification Results:

STANDARD DESCRIFTIOH
SECTION SUBFART INVALID DESCRIFTIOH

5D-03 Product Data

03 30 00 1.03 5D-03 Product Materials

Correcting Submittal Verification Discrepancies

Submittal Description (SD) Numbers used in the Job must be listed in the Job’s
01 33 00 Section.

e |f the SD Number reported is a valid Submittal that is not found in Section
01 33 00, then add it to the 01 33 00.

If the SD Number reported is invalid, it must be changed to one of the eleven valid
numbers cited in the 01 33 00 Section, or omitted from the Section.
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Fixing QA [Report Errors and Discrepancies

Braclket Verification and Section Verification [Reports

The Bracket Verification
Report (BRKTVER.RPT) lists
all brackets remaining in the
Sections that must be removed
and replaced with text before a
Job is complete.

Example of Bracket Verification Results:

SECTION

03
03
03
03
03

30
30
30
30
30

0o
0o
0o
0o
0o

SUBFPART BRACEETS

s s s

.02 P
.03 64
.05 P
.05 A, 3
.05 A.1. 1

Resolving Bracket Verification Problems

The Section Verification
Report (SECTVER.RPT) lists
any Sections that are
referenced in other Sections of
the Job, but that are not part of

the Job.

o |f a bracket was inadvertently left in the text, delete the bracket.

e If Bracketed Options were left in the text, a selection must be
made or information filled in and the brackets deleted. Consult
your engineer to determine the correct option to include.

Example of Section Verification

03
03
03
03
03

30
30
30
30
30

SECTION

0o
0o
oo
oo
00

SUBPART SECTION REFERENCED
1.08 A. 01 33 28
2.01 A. 0 10 00
2.01 B. 08 10 00
2.05 A. 01 33 28
2.05 C.1. 01 33 285

Section Verification:

Checks to see that all Sections cited in the text are

included in the Job.

Generates a list of any Sections referenced that are not

included in the Job.

Resolving Section Verification Discrepancies

Check with your engineer to determine if you should:

¢ Add the referenced Sections to the Job.

e Remove the text that references the missing Section.

Section Reference Tags should
only contain the Section Number.

<SRF>09 90 00</SRF>
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[Report Lists

[Reference Location, Submittal and Test Lists

The Reference L

ist (REFKYLST.RPT) includes all the References cited in the

Job, followed by the Sections and Subpart Numbers where they can be found.

SECTION: 01 57 19.02 SUBPART: 1.01
SECTION: 01 57 19.02 SUBPART: 1.02 E.
SECTIOHN: 05 21 13 SUBPART: 1.01
SECTION: 035 21 13 SUBPART: 1.03
SECTION: 05 21 13 EUBPART: 1.04 B.

The Submittal Li

st (SUBMLIST.RPT) includes all the Submittal Descriptions

found in the Submittal Articles, along with the Sections and Subparts in which

they can be found

. The SD definitions are extracted from the 01 33 00 Section.

=D-02 Shop Drawings

Drawings, diagrams and schedules specifically prepared to illustrate some
portion of the work.

SECTION: 03 30 00 SUBPART: 1.03
SECTION: 03 12 00 SUBPART: 1.03
SECTION: 05 21 13 SUBPART : 1.03

The Test / Req

uirements List (TSTRQLST.RPT) includes all the Test

Requirements cited in the text, along with the Sections and Subparts in which

they can be found.

SECTION: 03 30 00 SUBPART: 2.08 D.

Provide slump for concrete At time and in location of placement as follows:
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The Submittal Register

The Submittal Register lists the materials, products or items for each Submittal cited in the
Job, as well as the Section and paragraph number locations, and any required approval.

When the Submittal Register is

SUBMITTAL REGISTER | R
generated, the system: e -
. P i S

e Searches for the Submittal :

Article within PART 1 of each | ‘[i| c |0 - -

SECtlon. v E E DR E '1:: . perrone JusTEEI E TR ;ﬁ:mg&@ ‘ni DATE Ef‘:"
e Locates all tagged Submittal T T T —_ - i s s

Descriptions (SDs) listed in e 7 e

each Section’s Submittal Article. e D
e Locates the Submittal Items T

appearing below the SDs and e —

throughout the Sections. oo o o

Laries coedariaks i fpipes oes 10

e Generates the Submittal i ——

Register and inserts the ey v

- SUSeN Gl K
Subpart location for each J— J— [—

Submittal Iltem in the Sections’
text (outside the Submittal Articles).

-—
The Submittal Register

: : : does not appear in the Sli
Troubleshooting the Submittal Register Explorer's Processed
other reports and lists do.

Column (f) Classification The Submittal Item is listed It will, however, print when
Government or A/E Reviewer |twice in the Submittal Article you choose Process &
has double G G under the same Submittal Print. If you are publishing

Description. to PDF, it will appear in the

PDF Files folder in the Sl
Explorer, and you can view
it in that format.

Column (e) Paragraph # is The Submittal Iltem is only
blank found in the Submittal Article
and is not used anywhere in
the Section’s text.

A/E appears in Column (d) Classification G must precede
instead of Column (f). Reviewer as follows:
<SUB>G A/E</SUB>

FIO appears in Column (d) FIO is no longer recognized on
instead of Column (f). the UFGS Submittal Register
and should not be used in the
Submittal Article.
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The Submittal [Register Output Options

Specsintact v4.4.2 and newer offers three output options in addition to the Specsintact printed
Submittal Register. The First, provides output to a Web Format, the second, to a Comma Delimited
Format and the third to a Microsoft Excel Format.

Web Format Comma Delimited Format Excel Format

Ok,

I Create Web File [T Create Comma Delimited File I¥ Cieate Excel File '“—I
¥ Use Color ¥ Usze Colar Cancsl |

Change How Colonng: Change How Colonng:

" Do Mat Color Rowes (" Do Mot Color Rows Help

' By Section Mumber & By Section Numbes

 Every[]  Rowls) C Evey|  Rowls)

¥ Bold Lines Between Seclions

File Name Dplions

File Mame [no extension) |Havy42%

Folder: |D:ASI DATAMDBS \NUME RICAE sports, Change...

~ Email Options

[ Email the Fila[z] to the Fallawing Recipients

= I3 slData '

All three Output Formats can be generated at the = ) Jobs
same time or separately. These files require C3) ALPHANUMERIC
Windows Explorer in order to access them, and ) EGLIN
are located in the Jobs Working Directory, 2 mva08
Exports folder as illustrated. (= NEw 0B

= [ NUMERIC

I pulldata
i
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Fixing Validation €rrors

Genceral Information and Help Hints

On the next few pages we’re going to learn 7 How do | validate my
how to fix Validation Errors. The Validation @& g tion File?

Errors are generated through the

Specsintact Editor when tagging mistakes There’s several ways to invoke
are made. We IIllllustrate some of the more the Validation. This can be done
common Validation Errors and guide you by saving the Section file

through correcting them. selecting Tools | Validation or
selecting the Editor’s Toolbar

_ . Validation button. [,
Before you begin correcting any v

Reports generated by Specsintact you
should familiarize yourself with the
Helpful Hints listed below! Knowing
these techniques will make locating
and correcting problems much easier!

‘ Helpful Hints that apply to resolving problems on any of the Reports:

1. Double-click any Section number within a Report to open that Section in the Editor.
Your cursor will be placed at the Subpart containing the problem. Tags are
automatically hidden when you use the hyperlinking from the Reports, but before
making any changes, display the tags on your screen to ensure accuracy.

2. Display the Marks to check spacing — each space will be represented by
one dot on the screen. Show Marks using the command on the Editor’s il
View menu or the corresponding button on the toolbar.

3. Always check first to see if the problem is the result of a typographical error.

4. Use the second Close button within the Editor to close the report and return you to
the Section File, as illustrated below or vice versa

Fis Dl wee Jwel Feesl TEe Teee Sedes el . By
* - a8 AR - L BT Y /8 oo e
T TR, T U e Y B o AR ae e o e S B JF B B T

C Znd Close Button
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Fixing Validation €rrors

Resolving Unknown Title

Subpart: 2.01 B. <Unknown Title>

To learn more about proper

Subpart: 2.01 B. - Rules Viglation: Subpart has no title (ITL tags

missing) .
editing, refer to the section
entitled “Editing Techniques” at

Resolving Subpart Has No Title the beginning of this Chapter!!

This error is a result of deleting the Title and Text rather than the entire
Subpart. Often this is caused by highlighting incorrectly or editing without tags
showing. As illustrated below, see how the beginning DEL tag is just in front of
the TTL tag? This is INCORRECT! The beginning DEL tag should be in front
of the SPT Tag.

ggfo re. Wrong
Location

<5PT =1.04 A.>L. oL T o n e e L e T DD
B T AL e
= - L
= I e e Wrﬂng
e e LR Location
B T e

-: [l

WW#%H%

N

! ':
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Fixing Validation €rrors

[Resolving Unknown Title

AR Now that all three agencies require Revisions to show the
(zfiﬁ;\l‘; Added and Deleted text, Specsintact automatically turns
I h ' them on when creating new projects. Keep in mind the
R same editing techniques can be used whether you are

editing with Revisions or not!

There are two ways to correct this problem.

o Place the cursor on the left side of the beginning
SPT tag and press the Shift and Delete keys
OR
e Use the Double-Click Method until the selected
region encompasses the entire Subpart (SPT
Tags), then press the Delete key

Shift Del

tHighlghting (Wastration

=1.04 A.>4. <TTL»Delivery</TTL>

in original sealed wrapping bearing
manufacturer's and brand designation, specification number,
type, grade, E-value, and class. Store and handle to protect
from damage. Do not allow insulation materials to become wet,
soiled, crushed, or covered with ice or snow. Comply with
manufacturer's recommendations for handling, storing, and
protecting of materials before and during installation.</TXT>

 <5PT =1.04 B.>B. <TTL»S5torage</TTL>
?‘fﬁ‘&ﬁ.' Right
( Location
T SPT =1.04 7 %0, TTL»Delivearys/TTT

- R = T
e z e
TeeIE—gmETEsemtE = mos s s s o
Fﬁght S SRR R e
Location T I I R
e e R

B e

AERT =104 . > /OEL=<S5PT =1.04 A.>A, <ITL>5torage</TTL>
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Fixing Validation €rrors

[Resolving Unknown Title

| have looked at this problem in my Section, everything looks fine but I'm still
getting a Validation Error for Unknown Title, what could be wrong?

There is one other problem that will result in an Unknown Title error that
we haven't covered yet! Verify the Title is surrounded by a set of TTL
y tags, If not, you will need to insert the tags around the Title.

Beginning Ending
‘TTL' Tag TTL' Tag
Is missing! is missing!

<5PT =2.01>2.01 "«SUB>ELOCCE OR BCARRD INSULATICH</SUE>

In this illustration, the Title also has a Submittal Item, so make sure you encompass the
SUB tags when you highlight, then select the TTL Button on the Toolbar!

<S5PT =2.01:>2.01 RKEFES<SUB>BLOCE OR BOARD INSULATICH«</SUB>EfTTLES
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Fixing Validation €rrors

[Resolving [Reference Validation Errors

Resolving ‘SPT’ Cannot Contain

Validating D:\5I DATA\JOBS\AUTOHUMBERING\pulldata‘\07 21 lé&.sec

‘ORG’, ‘RID’ or ‘RTL’ Errors Date and Time: Wed Feb 02 17:45:44 2011
i e
\ Subpart: 1.01 REFERENCES
@;ﬁ | Subpart: 1.01 - Rules Viclation: "SPT' Cannot Contain "ORG'.
- ! Eubpart: 1.01 - Rules Viclation: "SPT' Cannot Contain "ORG'.
= Subpart: 1.01 - Rules Viclaticon: "SPT' Cennot Contain "RID'.
Subpart: 1.01 - Rules Viclaticn: "SPT' Cennot Contain "RID'.
Subpazrt: 1.01 - Rules Viclaticon: "SPT' Cennot Contain "RIL'.
Bubpazt: 1.01 - Rules Viclaticn: "SPT' Cennot Contain "RIL'.
Bubpazt: 1.01 - Rules Viclaticn: "SPT' Cennot Contain "RID'.
Bubpazt: 1.01 - Rules Viclation: "SPT' Cennot Contain "RID'.
Bubpazrt: 1.01 — Rules Viclation: "SPT' Cennot Contain "RIL'.
Subpart: 1.01 — BRules Viclation: "SPT' Cannot Contain "RIL".
. . Subpart: 1.01 — Bules Viclation: "SPT' Cannot Contain "RID®.
Although the Valldatlon Subpart: 1.01 — BRules Vieclatiocn: "SPT' Cannot Contain "RID'.
Subpart: 1.01 — BRules Vieplatiocn: "SPT' Cannot Concain "RIL'.
Report reerCtS a number Of Subpart: 1.01 - Ruleées Viclatiocn: "SPT' Cannot Contain "RIL".
- . Subpart: 1.01 - Rules Vieglation: "SPT' Cannot Contain "RID'.
errors’ Insertlng one tag Can Subpazrt: 1.01 - Rules Vielatisa: "SPT' Cannot Concain "RID'.
Subpart: 1.01 - BRules Viclacion: "SPT' Cannot Concain "RIL'.
reSOIVe a” the prObIemS| Subpart: 1.01 - Rules Viclaciocn: "3SPT' Cannot Concain "RIL'.

Since the Reference Article can list
anywhere from one or more Reference
Organizations, you may find yourself
correcting the tagging at the beginning,
middle or end of the Reference Article.

lllustrated below the Reference
Organization is located in the middle
of the Reference Article! If this
Reference had been the first one
listed, there would not be an ending
REF tag preceding the beginning ORG
tag as shown.

5&4‘5!‘@; Beginning Reference
'REF' Tag is missing!

</REF> <«ORG>NATICHAL FIEE PROTECTICH ASSOCIATICH (MNFPR)</ORG:

<RBID>NFPAR 211</RID> <RTL> (2006) Chimneys, Fireplaces, Vents, and
So0lid Fuel-Burning Appliances</RTL>

<RID>NFPA 31</RID> <RTL>» (200&; Errata 2006; Errata 2007)
Installation of 0il Burning Equipment</RTL>

<RID>NFPA 54</RID> <RTL> (2008) MNational Fuel Gas Code«/RIL»

<RID-NFPL TOL/E EI'II:I|II1g REfE!EﬁFE >(2008; AMD 1 2008) National Electrical Code
‘\/ REF Tag is missing! Jos zastionesrr>
<REF> <CRG>TECHWICAL ASSCCIATICH COF THE PULP AND PAPER INDUSTRY (TAPPI)«</CRG>
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Fixing Validation €rrors

[Resolving [Reference Validation Errors

Iil Let’s start correcting these
problems.

Start 2 thipklphtivg [0 Insert RLF Taps

AR < ORG>HATIONAL FIRE PROTECTION ASSOCIATION (MFPA)</ORG>

cRID>NFPL 211</RID> <RTL> (2006) Chimney=, Fireplace=z, Vents, and
S0lid Fuel-Burning Appliances</RTL>

RID>NFPA 31</RID>

The Reference Organization illustrated is missing
the REF tags. By highlighting the entire Reference
54</RID> Organization including its Reference Identifiers and
70</RID> Titles you can insert the REF Tag correctly.

e Always start by placing the cursor on the left side

HEET o PRETTRCHENICAL A55C of the beginning ORG tag, press and hold the left
Here mouse button highlighting the text until you
reach the following beginning REF tag as
illustrated,

e Now that you have the area highlighted, release
the mouse button then select the REF button on
the Tags Bar.

REF

Aff&ﬁ,'

</BREF><REF><CRG>NATICHAL FIRE PROTECTICHN ASSOCIATICN (NEPL)</ORG>

<RID=NFPA 211</;RID> <RTL> (2006) Chimnewys, Fireplaces, Vents, and
S50lid Fuel-Burning Appliances</RIL>

<RID>MFPA 31</RID> <BTL>» (2006; Errata 2006; Errata 2007)
Installation of 0il Burning Equipment</;RIL>

<RID>MFPA S4</RID> <RTL> (2008) MWational Fuel Gas Code</RIL>

<RID>NFPA TO«</RID> <RTL> (2008; AMD 1 2008) HNational Electrical

Code - 2008 Edition</RTLZ>

</BEF><REF><CRG>TECHNICAL ASSCOCIATICH OF THE PULP AND PAPER INDUSTRY (TAPPI)«/CRG>

Right
Location




Fixing Validation €rrors

[Resolving [Reference Validation Errors

Now that we have learned how to insert
the Reference tag around a Reference
Organization at the beginning and middle
e of the Reference Article, let’s learn how to
' e correct the last one.
55’{‘”‘5- 'REF' Tag is missing

<fREF>» «CRG>U.5. GREEN BUILDING COUNCIL (USGEC)</CRG:

El'ldll'lg Reference nvironmental Design(tm) Green Building

<RBID>LEED</H RETL>» (2002; R 2005) Leadership in Energy and
1 1 T T T | ~ ~
REF' Tagis missing! Rating System for New Construction (LEED-NC)</RTL>

</GPT =1.01»<5PT =1.02>1.02 <TTL>DEFINITIONS</TTL>

Remember essentially the steps for correcting
this problem are the same as the one on the previous
page. The only difference is that this Reference
Organization is the last one in the Reference Article.

Start Here %’ﬁéé&éﬁ!ﬁ 71!_? l{fd’ﬂ!"’f F EF 7;1?6’

Q-{J-'rREF.‘b <QRG>U.5. GREEN BUILDING COUNCIL (USGBC)</ORG>

XRID>LEED</RID> The Reference Organization illustrated is missing
the REF tags. By highlighting the entire Reference
k/SPT =1.01><SPT =1.02>1.02
L End Here

Organization including its Reference Identifiers and
Titles you can insert the REF Tag correctly.

e Always start by placing the cursor on the left side
of the beginning ORG tag, press and hold the left
mouse button highlighting the text until you
reach the following ending SPT tag as illustrated.

e Now that you have the area highlighted, release

the mouse button then select the REF button on

the Tags Bar.

REF
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Fixing Validation €rrors

[Resolving [Reference Validation Errors

</REF><REF><(ORG>U.5. GEEEN BUILDING COUNCIL (USGBC)</CRG>

<RID>LEED<,/RID> <RTL> (2002; R 2005) Leadership in Energy and
Envirommental Design(tm) Green Building

LRIth Rating System for Hew Construction
ocation (LEED-NC) </RTL>

<IRET?}<J"SPT =1.01»<5PT =1.02>1.02 <TITL>DEFINITICHS</TIL>

By now, you are better equipped to correct these types of
Validation Errors. Keep in mind the Specsintact Editor verifies {
several other types of tagging problems that can fail validation. If
one of the other validations emerges and you are not sure how to
fix them, contact our Technical Support Desk for assistance.
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Baclkup Your Job

Using the Backup function to make a copy of your
Job is a good idea any time — especially before
executing Revisions, since once these marked
changes are accepted, they are permanent and
cannot be reversed by the Undo command.

. From the Sl Explorer’s File menu, click Backup/Restore/Manage.
. From the Backup screen, click the Jobs tab.

. In the text box, select the Job you want to backup.

. In the Include in Backup area of the dialog box, check the boxes if you
want to backup any Processed Files, PDF Files, and Word Documents
that are part of the Job.

5. Inthe Backup to (Destination) area of the dialog box, choose the Drive
from the pull-down list.

6. Inthe Directory box, click to select the folder in which you want to save
the backup.

7. If you want to create a new folder for the backup, add it to the end of the
path by typing a backslash (\) and a folder name in the Backup Path text
box.

8. Inthe Backup Type area, select either of the following:

« Normal Format — Makes individual copies of all the files contained in
the Job.

e Archive (Zip) Format (“Recommended” ) — Compresses all the files
into a single file, requiring less space (required for the e-mailing function
on the Restore/Send tab).

9. Checking the box for Delete Existing Files in Backup Directory will delete
any type of files (not just previous backups) that already exist in that
folder and should be used with extreme caution.
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[Restoring a Job From a Backup

Whether it's a Job in progress or a former Job, you may
want to take an archived backup you've created through
Specsintact and restore it. In addition, this is the same
function you’ll use when adding a downloaded Master to
your default Working Directory and the Sl Explorer.

1 From the Sl Explorer, click the File menu and choose Backup/
Restore/Manage

2 Click the Restore/Manage tab.

3 Inthe Restore From area of the dialog box, select the Drive, Folder
and File you want to restore.

4 The information about the backup chosen will be entered in the boxes
on the right side of the screen. You may change the Name in the field
(a name appearing in red indicates a project with that name already
exists).

5 You can choose to:

0 Overwrite Existing files, which will completely remove the files
under this name in its original Working Directory and replace them
with the backup files

or

0 Merge with Existing files, which will both replace all files of the
same names with the backup versions, and will also add any
additional files in the backup that do not already exist in the
Working Directory version.

6 Click OK.

You can only change the Working
Directory destination if you change the
Name of the project you are restoring.
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Executing [Revisions

Executing Revisions is one of the last phases of a project.

. R
* Make sure to backup the Job before f :;)g\%r\\,
Executing Revisions so you have a backup N

containing the Revisions!

To accept all the Revisions that you've marked throughout the ENTIRE
JOB (both additions and deletions):

1. From the S| Explorer, select the Job Folder located in the left pane.

2. Select the File menu, choose Execute Revisions.

3. The Confirm Selections to Execute Revisions Dialog Box will open
with all the Sections highlighted.

4. Select OK to Execute Revisions on the Entire Job.

To accept all the Revisions in selected Sections:

1. From the SI Explorer, select the Job folder in the left pane.

2. On the right pane, select one or more Sections.

3. Select Sections Menu and choose Execute Revisions.

4. The Confirm Selections to Execute Revisions Dialog Box will open
with only the selected Sections listed and highlighted.

5. Click OK and the marked Revisions in only the Sections selected will
become permanent.

Once the options listed above are done, the changes become permanent.
These changes will now appear as regular text and will carry the attributes
of the tags that enclose them.

* After you Execute Revisions, the files that have been permanently

changed by this function are temporarily displayed in the left pane of

the Sl Explorer in a folder called Revised Files, located under the Job

folder. These are the actual Section files, so do not delete them from
this folder or they will be permanently removed from your Job!
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Job Checklist

*

Chapter 6

Make sure you have the most recent Software and Masters, and, if
necessary, download newer versions from the Specsintact web site.
Print the Master Table of Contents with Scope (which lists the
Section numbers, Titles, and a brief description of each Section in the
Master).

Give this list to your project manager so that the Sections necessary for
the Job can be determined.

When the project manager returns the list, print the Sections requested.
Before printing them, ask whether they should show English or Metric
Units of Measure, and make sure that you also show the Notes.
Create the Job and add the Sections requested. Remember that the
software will automatically add two Sections — 01 33 00 and 01 42 00
— which are necessary for processing the Job.

Begin editing, and remember to always edit with Tags visible on the
screen. You can also toggle on and off the Marks, Notes, and
Revisions (if you're using Revisions). Save your Section often as you
edit. When you do, it will produce a Validation Report that will flag
certain mistakes (the Validation Report can be turned on or off from
Tools | Options | Save screen).

Use the Process & Print/Publish function to generate the Reports
and perform Reconciliation (processing the entire Job for accuracy),
and correct any errors or discrepancies found. Don't forget to rerun the
reports after any changes and until all findings are resolved.

Run a Spell Check after all changes are made.

Visually check the formatting by toggling off all the screen elements.
Check spacing and lines. Generally, you should have one blank line
between paragraphs. Turn Tags and Marks back on before deleting
any blank lines.

Create the finished Job (selecting all the Reconciliation options)
choosing the output file type desired — Sl print (.prn) files can be sent
directly to the printer, while PDF and Word files are only produced
electronically. These files can be printed to paper through the Sl
Explorer. Remember the Submittal Register is not visible in the Si
Explorer (except in PDF), nor is an .rtf cover sheet, and they cannot be
produced if you are using Word for your output format.

Don't forget to make a Backup of your Job.




Wrap up

upport [obLeMS NCOuUNtered

“I think I am prepared to use Specslintact, but | have a
few questions. Can | call tech support for assistance?”
— Shirley in Shreveport

Of course you can! The Sl Tech Support staff will be happy to
answer your questions. It's better to ask before you make a
serious mistake than to wait until you've spent hours working
on a Job, only to find out you need hours more to correct it.
Don't forget to use the Help menu as you work, and to use
the Sl web site as a resource as well.

What you learned from this chapter:

+ How to use tools, shortcuts and other techniques to edit more
efficiently.

+ There are specific rules regarding use of symbols and
capitalization with the text.

+ Using the results from the QA Reports help you locate problems
in the Sections and fix them.

+ Helpful information is provided when the various Lists are
generated during processing.

+ An archived Job can be restored using the Sl Explorer.

+ Using a Job checklist can help you make certain you've
completed all the necessary steps to finish your Job.

VAN VA VANV VA VAV VA VA VAN
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Chapter 6

1 Sally hopes you have found
> _ her guided tour helpful. If
you have any comments or
feedback regarding this
guide, please feal free to
pass them along to Specslintact

Tech Support.
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