Specsintact eLearning Modules Transcript

Module: Chapter 3 - Insert and Delete Rows and Columns

The scripts are text only, therefore we highly recommend that you view the corresponding elearning Module visual representation of the

subject matter.

00:00:10,966 --> 00:02:45,600

In the previous module, we opened Section 04 20 00 and navigated to Subpart 2.5.3 in order to focus on Inserting a Formatted Table using
Revisions. Now it’s time to demonstrate how you would add or delete single or multiple Rows and Columns.
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Also, if you recall, we have two right-click menus available while editing Formatted Tables.

any element of a Formatted Table, then right-clicking.

The Table Menu is activated by hovering over
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Whereas to activate the Edit Menu you must click inside of a cell so you are in the Edit Mode, and then right-click. | find that using the
right-click Table Menu is the easiest way to accomplish most tasks.
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Let’s place our cursor over the fourth row beginning with Pumice, right-click to activate the Table Menu then slide down, and select Insert.
You will see that you have the choice to Insert a Row above or below Row 4, or to Insert a Column before or after Column 1. Naturally, the
choices provided will vary depending on the cursor location and action when you activate the Table Menu. At this time, you can delete
multiple columns, but you can only insert one column at time.
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Let’s go ahead and choose to Insert the Row above Row 4.
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With the new row is in place, you can begin adding text to your table. Since we’re just demonstrating how to add and delete rows and
columns, let’s place our cursor over the new row, now right-click to activate the Table Menu, select Delete. Now let's choose Row 4.
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This time we are going to add multiple rows below Pumice. To do this, place your cursor over the fourth Row beginning with Pumice, left-
click, then drag your mouse to highlight rows four and five. Once they are highlighted, release the left mouse button. This feature wiill
insert the same number of rows that you’ve highlighted. If by chance, you do not highlight the correct area, click outside of the
Formatted Table and try again! With the two rows highlighted right-click to activate the Table Menu, scroll down and select Insert, and
choose Rows below Selected Rows.
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Likewise, if we want to delete the two rows, let’s highlight the two rows we just added, right-click scroll down, and select Delete, and
choose Selected Rows.
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Now that we have mastered adding single and multiple Rows, let’s add a Column. As a reminder, the software only supports adding a
single column. Let’s place our cursor over the fourth column beginning with 3 hours, right-click to activate the Table Menu, scroll down
select Insert and then choose Column After Column 3.
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If we were actually editing this table for a Job, we might only want to use the last column of data beginning with 2 hours. Before we
actually delete the three columns, you’ll see we have a merged cell containing text. Let’s copy the contents of the cell by selecting the
Cell. Now right-click to select the Edit Menu, and choose copy.
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Now we are ready to delete columns two, three, and four. Let’s highlight the columns beginning with 4 hours through the column we
added. Now we're going to right-click, scroll down and select Delete and choose Selected Columns.

) Fie fot View bent Format Table Tocls Window Heip

= I Section 04 20 00 =
& P PARTL GENERAL [
%11 REFERENCES

% % 14 QUALITY ASSURANCE
& % 15 DELIVERY, STORAGE, AND HANDUNG
& & 16 PROJECT/SITE CONDITIONS
B PART 2 PRODUCTS
B 21 GEMERAL REQUIREMENTS {
& 822 CLAY OR SHALE BRICK I
& 221 Sobd Clay or Shave Brick
3 222 Hollow Clay or Shase Brick
o 223 Sanc-Lime Brick
%224 Refractary Brick
o 225 Cosure or Uity inck
= % 226 Asobe Brick
% 23 CONCRETE BRICK.
%24 SALVAGED BRICK
A 25 CONCRETE MASONRY UNITS (CVU) e
M 251 Aggregates
&M 252 Kincds and Shapes
%253 Fire-Rated CMU
& 26 COMPRESSED EARTH BLOCK
B 27 PRECAST COMCRETE [TEMS
& 28 STONE ITEMS.
B 25 MORTAR FOR STRUCTURAL MASONRY
& 210 MASONRY MORTAR
8 211 WATER-REPELLANT ADMIXTURE
A 212 GROUT AND READY-MIXED GROUT
£ 213 ANCHORS, TIES, AND 3AR POSITIONERS
& 214 [CINT REINFORCEMENT
& 215 REINFORCING STEEL BARS AND RODS
% 216 CONTROLJOINT KEYS
% 217 RIGID BOARD-TYPE INSULATION

@

=

E

Ey

& 218 EXPANSION-JOINT MATERIALS
m

d -on “the ‘aggregate
-produce -the -requin
RSTHE119¢/RID5. </ TRT>Y

<TET>CTAS WIDTH=GS>

TABLE I

FIRE-RATED CONCRETE MASONRY UNITS
See ncte (&) in Table III

Minimum squivalent thickness in Loches

for fire rating
Aggregate Type £
Pumice 4.7 4.0
Expanded slag 5. 4.2 |
Expanded clay, shale, or slate |5. ]
Limestone, scoria, cinders or [$.9 5.0
unexpanded slag
[Calcazecoa gravel 6.2 5.3
giliceous gravel 6.7 5.7
</ TRE></THT>T
<TET>Mininum -equivalent ‘thi equal net ‘wolume -af
conformance -with <RIIGASTH C140</RID> -divided ‘by ‘the ‘produd
height -of ‘the ‘face ‘shell ‘of ‘the -unit -in<ENG> -inches</ENG>. |
plaster -or -be -faced ‘With brick, -0 -otheruise -form-an -
thickness -of -plaste her -material-

uded -in-determi trthick
=2.5.33</5PT =2.55</TAI><TAL OPT=MAVY><SPT =2, E><TTL>2.6 - - -COMPRESSED ‘EARTH BLOCK</TTL>Y -
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Now we need to paste the text back into the cell just above 2 hours. So let’s select the blank cell so we are in Edit Mode, right-click and

choose Paste.

[ Fe fot View hoet Format Tale Took Window Hep

Muvigaty 42060

I Section 04 20 00 -
E-B PART1 GENERAL

& 13 SuBMITTALS
® A 14 QUALITY ASSURANCE
=% 15 DELIVERY, STORAGE, AND HANDUNG
& & 16 PROJECT/SITE CONDITIONS
= BPART 2 PRODUCTS
& 21 GENERAL REQUIREMENTS
822 CLAY OR SHALE BRECK b
M 221 Solid Clay or Shale Brick
222 Holew Clay o Shale Brick
M 223 Saewd-Line Brick
X 224 Refeactcey Brick
B 225 Coman orUtility Brick
W 226 Adohe Brick
- 23 COMCRETE BRICK

& 24 SALVAGED BRIK
M 25 CONCRETE MASONRY LNITS (CMU) o
X 251 Aggregates
B0 252 Kincs and Shapes
M 253 Fire-Rated MU
- 26 COMPRESSED ZARTH ELOCK.
=& 27 PRECAST CONCRETE ITEMS
& 28 STONE ITEMS
& 29 MORTAR FOR STRUCTURAL MASONGRY
=8 210 MASONRY MORTAR
211 WATER-REPELLANT ADMIXTURE
& & 212 GROUT AND READY-MIED GROUT
W B 213 ANCHORS, TIES, AND BAR POUTIONERS
B 214 JOINT REINFORCEMENT
W 215 BEINFORCING STEEL BARS AND RODS
%215
-8 27

-8 X
w E
TABLE T
FIRE-FATED CONCRETE MASONRY UNITS
Sas nets (a) in Table
Unde anaz
= P Cogy (=21l =
Fagregate Type z b s
Punice L0 Delote. Del
Pasie CrrlsV
Expanded slag .3
Sedect All [« LIV Y
Expandad slay, shale, oz =late E]
Undelete Rediined Revsions Cirlsl
Delete Added Revisicns: CirlaD)
Limantone, Ecotia, cinders of unexpanded slag 4.0 Remave All Revisians Cirl+A
Table
Calcarecus gravel FPE]
8ilicecus gravel 4.5

</TAB></THT>Y
<TaT>Minimm requivalent -thickne
conformance ‘with <RID>ASTH C
height -of ‘the -face -sheall -of +the -uni
plaster ‘or ‘be - faced B
thickness -of -
included «in -d

aster or -
srmining -the

in
results </TXT>§

ck, "or -otherwise -form -an-assesbly; ‘the -

~shall -equal -net ‘volume -as ‘deternined in-
</RI0: -divided -by-the -product -of
{n<ENG> -inches</ENGY. - Whers -walls -are o receive

& ~actual ‘langth -and ¢

1
</SPT =2.5, Ie/SPT =2, 53</TAIS<TAI OPT=MAVYS<SPT =1, E5<TTLa3. &+ COMPRESSED -EARTH -BLOCK</TTL>

X 213
L -

Rieady.

]
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Knowing the proper techniques for Inserting and Deleting Rows and Columns, makes a world of difference while editing these tables. You

can proceed to the next module to continue you learning experience.
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Contact Information

If you need further assistance, please contact our Technical Support Desk. We will be happy to answer any questions you may have.

SpecsIntact Technical Support
Monday - Friday

8:00 AM — 4:30 PM Eastern Time
Phone: 321.867.8800

Email: KSC-Specslntact@nasa.gov

eLearning Module Notes:
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